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EMPLOYEE MANUAL 

   

Welcome to Stubbs Dental! 

 

Dear Employee, 

  

We're very happy to welcome you to our practice. Thank you for joining us! We want you to feel 

that your association with Stubbs Dental is a mutually beneficial and pleasant one. 

 

You have joined an office that has established an outstanding reputation for quality dental services 

and patient satisfaction. Credit for this goes to every one of our employees. We hope you, too, will 

find satisfaction and take pride in your work here. 

 

This Manual provides answers to most of the questions you may have about our benefit programs, 

as well as office policies and procedures we abide by. If anything is unclear, please discuss the 

matter with the Office Manager. You are responsible for reading and understanding this Employee 

Manual, and your performance evaluations will reflect your adherence to policies set forth herein. In 

addition to clarifying responsibilities, we hope this Employee Manual also gives you an indication of 

Stubbs Dental welfare of all who work here. 

 

From time to time, the information included in our Employee Manual may change. Every effort will 

be made to keep you informed through suitable lines of communication, including postings on office 

bulletin boards and/or notices sent directly to you in-house. 

 

Compensation and personal satisfaction gained from doing a job well are only some of the reasons 

most people work. Most likely, many other factors count among your reasons for working — 

pleasant relationships and working conditions, career development and promotion opportunities, and 

health benefits are just a few. Stubbs Dental is committed to doing its part to assure you of a 

satisfying work experience. 

We extend to you our personal best wishes for your success and happiness at our office.   

 

Sincerely, 

  

Stubbs Dental Family  
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Purpose of This Manual  

 

This Manual has been prepared to inform you about the Stubbs Dental philosophy, employment 

practices, and policies, as well as the benefits provided to you as a valued employee and the 

conduct expected from you. 

 

Policies set forth in this manual are not intended to create a contract, nor are they to be construed 

to constitute contractual obligations of any kind or a contract of employment between Stubbs 

Dental and its employees. The provisions of the policy manual have been developed at the discretion 

of Dr. Stubbs and, except for its policy of employment-at-will, may be amended or canceled at any 

time, at Stubbs Dental’s sole discretion. These provisions supersede all existing policies and practices 

and may not be amended or added to without the express written approval of the Managing 

Member of Stubbs Dental, LLC. 

  

Stubbs Dental Mission Statement: 

Stubbs Dental has established the following as its mission and goals. 

   

1. To care for our patients in a friendly, gracious manner. 

 

2. To create and maintain the calmest, most comfortable environment possible for our patients. 

 

3. To anticipate and fulfill each patient’s expressed and unexpressed needs. 

 

4. To provide the dental care for patients that we would want for ourselves, with a goal of achieving 

the best possible long-term result in attractiveness, function, and comfort. 

 

The doctors and staff of Stubbs Dental believe: 

 

1. That the individuals we serve are our first concern. 

 

2. That a lifetime approach to care serves our patients' interests best. 

 

3. That an environment that promotes the value and dignity of each team member 

benefits doctor and staff, as well as patients. 
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4. In each person bringing their actions into harmony with our organizational value 

systems. 

 

5. That the practice should be an atmosphere where all team members grow personally 

as well as professionally. 

 

6. In a participative management structure where all members may contribute to decisions 

for the purpose of attaining a robust, positive office environment. 
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EMPLOYMENT POLICIES 

 

Personnel Administration  

The task of handling personnel records and related personnel administration functions at Stubbs 

Dental and its affiliate companies (collectively “SD”) has been assigned to the Human Resources 

Administrator, the role of which is filled by your Office Manager. Questions regarding insurance, 

wages, and interpretation of policies may be directed to your Office Manager. 

  

Your Personnel File  

Keeping your personnel file up to date can be important to you with regard to pay, deductions, 

benefits and other matters. If you have a change in any of the following items, please be sure to 

notify the Office Manager as soon as possible: 

1. Legal name 

2. Home address 

3. Home telephone number 

4. Person to call in case of emergency 

5. Number of dependents 

6. Marital status 

7. Change of beneficiary 

8. Exemptions on your W-4 tax form 

9. Copy of any State dental licenses 

Personnel files are the property of SD, and access to the information they contain is restricted. 

Generally, only supervisors and management personnel of SD who have a legitimate reason to 

review information in a file are allowed to do so. 

Employees who wish to review their own file should contact the Office Manager. With reasonable 

advance notice, employees may review their own personnel files in SD’s offices and in the presence 

of an individual appointed by SD to maintain the files. 

  

Licensure / Certification  

Professional licensure and/or certification are required for many positions throughout SD. Employees 

working in one of these positions are required to submit the proper documentation prior to 

employment. In addition, upon expiration of the license, a copy of the renewed license must be 

submitted. Failure to qualify or to maintain a license or certification required for the position may 
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result in discipline up to and including termination. Please provide your supervisor with the 

appropriate documentation. 

 

Anniversary Date 

The first day you report to work is your "official" anniversary date. Your anniversary date is used to 

compute various conditions and benefits described in this Manual. 

 

At Will Employment  

All employment and compensation with SD is "at will" which means that your employment can be 

terminated with or without cause, and with or without notice, at any time, at the option of either SD 

or yourself, except as otherwise provided by law. 

  

Introductory Period 

Your first ninety (90) days of employment at SD are considered an Introductory Period, and during 

that period you will not accrue benefits described in this Manual unless otherwise agreed to in 

writing between management and employee. This Introductory Period will be a time for getting to 

know your fellow employees, your manager and the tasks involved in your job position, as well as 

becoming familiar with SD 's products and services. Your manager will work closely with you to help 

you understand the needs and processes of your job. 

 

This Introductory Period is a try-out time for both you, as an employee, and SD, as an employer. 

During this Introductory Period, SD will evaluate your suitability for employment, and you can 

evaluate SD as well. At any time during this first ninety (90) days, you may resign without any 

detriment to your record. If, during this period, your work habits, attitude, attendance or 

performance do not measure up to our standards, we may release you. If you take approved time off 

in excess of five workdays during the Introductory Period, the Introductory Period may be extended 

by that length of time. 

 

At the end of the Introductory Period, your manager will discuss your job performance with you. This 

review will be much the same as the normal job performance review that is held for regular full- 

time or part-time employees on an annual basis. During the course of the discussion, you are 

encouraged to give your comments and ideas as well. 

  

Please understand that completion of the Introductory Period does not guarantee continued 
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employment for any specified period of time, nor does it require that an employee be discharged 

only for "cause." 

 

 

Business Hours  

Please contact the office manager for hours of operation at your assigned location.   

 

Attendance   

Every work day is essential to providing quality dental care to our patients. Our practice places a 

high value on regular attendance. Excessive absence or tardiness will result in disciplinary action and 

possibly termination. You are expected to be at your workstation and ready to work at the beginning 

of your assigned daily work hours, and you are expected to remain at your workstation until the end 

of your assigned work hours, except for approved breaks and lunch. When your work takes you away 

from your workstation, please let your manager know where you are going and how long you expect 

to be gone. Be aware that excessive time off could lead to disciplinary action, up to and including 

termination.   

 

Absence or Lateness  

From time to time, it may be necessary for you to be absent from work. SD is aware that 

emergencies, illnesses, or pressing personal business that cannot be scheduled outside your work 

hours may arise.  

 

If you are unexpectedly unable to report to work or will arrive late, you should contact your manager 

at lease (15) minutes before your expected arrival time. If you know in advance that you will need to 

be absent, you are required to request this time off directly from your manager as soon as possible. 

We will need at least 2 weeks’ notice to ensure adequate time to find alternatives to fill your duties 

those days. You and your manager will discuss the most suitable time for you to be absent from 

your work. 

 

When you call in to inform SD of an unexpected absence or late arrival, ask for your manager 

directly. For late arrivals, please indicate when you expect to arrive for work. Notifying the voicemail 

or a fellow employee is not sufficient. If your manager is not available when you call, you may leave 

the information with another manager or one of the doctors who are on call. If you are unable to 

call in yourself because of an illness, emergency or for some other reason, be sure to have someone 
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call on your behalf. 

 

Absence from work without notifying your manager will be considered a voluntary resignation. 

  

Record of Absence or Lateness  

A record of any absence or lateness, and the reason, will become part of your personnel file. Your 

attendance record will be considered when evaluating requests for promotions, transfers, leaves of 

absence, and approved time off, as well as scheduling layoffs, etc. 

 

Excessive Absenteeism or Lateness 

In general, five (5) absences in a 90-day period, or an otherwise consistent pattern of absence, will 

be considered excessive. Tardiness or leaving early is as detrimental to SD as an absence. Three (3) 

such incidents in a 90-day period will be considered a “tardiness pattern" and will carry the same 

weight as an absence. Other factors, like the degree of lateness, may also be considered. Be aware 

that excessive absenteeism, lateness, or leaving early may lead to disciplinary action, up to and 

including termination. 

  

If you are absent because of an illness or physical condition, it is your responsibility to discuss with 

your manager or Human Resources to determine if a reasonable accommodation is required. If you 

are absent because of illness for three (3) or more successive days, your manager may request that 

you submit written documentation from your doctor. If you are absent five (5) or more consecutive 

days because of illness or health related matter, you may be required to provide written 

documentation from a doctor that you are able to resume normal work duties before you will be 

allowed to return to work for your health and safety and the health and safety of our patients. You 

will be responsible for any charges made by your doctor for this documentation. 

 

Office Meetings   

From time to time, your manager will schedule office meetings before, during, or after work. It's to 

your advantage to be at these meetings. They give you and your fellow workers a chance to receive 

information on SD events, to review problems and possible solutions, and to make suggestions 

about your department or your job. Your attendance at Office Meetings should be presumed 

mandatory, unless otherwise indicated in writing by email, text, voicemail, or written document. 

Failure to attend may involve a penalty. Meeting attendance will also be a factor in bonus 

determination, performance evaluations, promotion, and compensation considerations. 
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Lunch Period  

Lunch schedules may vary, depending on the needs of our location. Your manager will provide lunch 

schedule information. 

 

Transfers   

Transfer from one position to another may be required or requested from time to time. Such 

transfers (up, down, or laterally) will be made with a possible adjustment in pay. Transfers for more 

than thirty (30) days will be considered permanent transfers. 

 

In the unlikely event that you are permanently transferred for SD's benefit to a lower position, your 

wage may need to be adjusted to suit the new position. If you are permanently transferred to a 

lower position because there is no work in your department, your wage must be reduced to suit the 

job to which you are transferred. 

 

 

EXPECTATIONS AND STANDARDS 

 

Standards of Conduct  

By accepting employment with us, you have a responsibility to SD and to your fellow employees to 

adhere to certain rules of behavior and conduct. The purpose of these rules is not to restrict your 

rights, but rather to be certain that you understand what conduct is expected and necessary. When 

each person is aware that he or she can fully depend upon fellow workers to follow the rules of 

conduct, then our organization will be a better place to work for everyone. 

 

Patient Relations  

The success of SD depends upon the quality of the relationships between SD, our employees, our 

patients, our suppliers and laboratories, and the general public. Our patients' impression of SD and 

their interest and willingness to invest their trust in us is greatly formed by the people who serve 

them. In a sense, regardless of your position, you are SD 's ambassador. The more goodwill you 

promote, the more our patients will respect and appreciate you, SD and SD's products and services. 
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Confidential Information  

Our patients entrust SD with important information relating to their health and personal financial 

standing. The nature of this relationship requires maintenance of confidentiality. In safeguarding the 

information received, SD earns the respect and further trust of our patients. 

 

Your employment with SD assumes an obligation to maintain confidentiality, even after you leave 

our employ. 

 

Any violation of confidentiality seriously injures SD's reputation and effectiveness. Therefore, please 

do not discuss SD business with anyone who does not work for us, and never discuss business 

transactions with anyone who does not have a direct association with the transaction. 

 

If you are questioned by someone outside the practice or your department and you are concerned 

about the appropriateness of giving them certain information, remember that you are not required 

to answer, and that SD does not wish you to do so. Instead, refer the request to your manager. 

 

No one is permitted to remove or make copies of any SD records, reports or documents without 

prior management approval. 

 

Because of its seriousness, disclosure of confidential information will lead to disciplinary action, up to 

and including termination. 

 

While employed by SD you are expected to: 

 

1. Act competently and deal with patients in a courteous and respectful manner. 

2. Listen and communicate pleasantly and respectfully with other employees at all times. 

3. Follow up on orders and questions promptly, provide business like replies to inquiries. 

4. Take great pride in your work and enjoy doing your very best. 

These are the building blocks for your and SD's continued success. Thank you for adding your 

support. 

 

Outside Employment  

Employees may hold outside jobs as long as they meet the performance standards of their job with 

SD. All employees will be judged by the same performance standards and will be subject to SD's 
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scheduling demands, regardless of any existing outside work requirements. 

  

No employee may take an outside job, either for pay or as a donation of his or her personal time, 

with a patient or competitor of SD; nor may they do work on their own if it competes in any way 

with the sale of products or services we provide our patients. If your financial situation requires you 

to hold a second job, part-time or full-time, or if you intend to engage in a business enterprise of 

your own, we need to know about it. Before accepting any outside employment discuss the matter 

with your manager. 

 

If SD determines that an employee's outside work interferes with performance or the ability to meet 

the requirements of SD as they are modified from time to time, the employee may be asked to 

terminate the outside employment if he or she wishes to remain with SD . 

 

Outside employment that constitutes a conflict of interest is prohibited. Employees may not receive 

any income or material gain from individuals outside SD for materials produced or services rendered 

while performing their jobs. 

 

Anti-Discrimination Policy 

SD strives to provide an environment throughout the Company in which human dignity prevails. 

Every qualified person has an equal opportunity for hire, assignment, and advancement without 

regard to race, color, religion or belief, national origin, sex, childbirth or pregnancy related 

conditions, age, genetic information, sexual orientation, gender identity and/or expression, disability, 

covered military or veteran status, or any other status protected by applicable federal, state, or local 

law at all times from recruitment through employment and promotion. 

 

SD will not tolerate discrimination on any of the above bases, and any employee found to have 

engaged in discriminatory conduct may be subject to personal liability as well as immediate 

discipline by SD, up to and including termination. 

 

Any employees with questions or concerns about any type of discrimination in the workplace are 

encouraged to bring these issues to the attention of the Office Manager. 

  

Employees can raise concerns and make reports without fear of reprisal. Anyone found to be 

engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and 

including termination of employment. 
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Harassment Policy 

SD intends to provide a work environment that is pleasant, healthful, comfortable, and free from 

intimidation, hostility or other offenses which might interfere with work performance. Harassment of 

any sort — verbal, physical, visual — will not be tolerated. 

  

What Is Harassment? 

  

Harassment can take many forms. It may be, but is not limited to: words, signs, jokes, pranks, 

intimidation, physical contact, or violence. Harassment is not necessarily sexual in nature. 

 

Sexually harassing conduct may include unwelcome sexual advances, requests for sexual favors, or 

any other verbal or physical contact of a sexual nature that prevents an individual from effectively 

performing the duties of their position or creates an intimidating, hostile or offensive working 

environment, or when such conduct is made a condition of employment or compensation, either 

implicitly or explicitly. 

  

Everyone’s Responsibility 

All SD employees, and particularly managers, have a responsibility for keeping our work environment 

free of harassment. Any employee who becomes aware of an incident of harassment, whether by 

witnessing the incident or being told of it, must report it to their immediate manager or any 

management representative with whom they feel comfortable. When management becomes aware 

that harassment might exist, it is obligated by law to take prompt and appropriate action, whether or 

not the victim wants the company to do so. 

  

Reporting 

Any incidents of harassment must be immediately reported to a manager or other management 

representative. Appropriate investigation and disciplinary action will be taken. All reports will be 

promptly investigated with due regard for the privacy of everyone involved. Any employee found to 

have harassed a fellow employee or subordinate will be subject to severe disciplinary action or 

possible discharge. SD will also take any additional action necessary to appropriately remedy the 

situation. No adverse employment action will be taken for any employee making a good faith report 

of alleged harassment. 
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SD accepts no liability for harassment of one employee by another employee. The individual who 

makes unwelcome advances, threatens or in any way harasses another employee is personally liable 

for such actions and their consequences. SD will not provide legal, financial or any other assistance 

to an individual accused of harassment if a legal complaint is filed. 

    

Retaliation 

Retaliation against employees making complaints of discrimination or harassment is strictly 

prohibited. Any employee who believes he or she is being subjected to retaliation should promptly 

report this to one of the individuals listed above. 

 

Accommodations Given 

In accordance with federal and state law, reasonable accommodation may be made for qualified 

employees with known disabilities and employees whose religious belief, practice, or observance 

conflicts with a workplace requirement. Employees may request a reasonable accommodation by 

contacting their manager or Human Resources. 

 

Dress Code / Personal Appearance  

Along with appropriate personal conduct, a professional appearance is required of all employees.  

You are expected to dress and groom yourself in accordance with accepted social and business 

standards, particularly if your job involves dealing with patients or visitors in person. SD’s objective in 

establishing a business standard dress code is to allow our employees to work professionally and to 

project a professional image for our dental practice for patients, potential patients, and community 

visitors.  

  

The business office staff attire should be business casual at a minimum.  Jeans or extremely casual 

wear, except on casual days or other special circumstances, are not permissible.   

For the front office staff, black slacks/skirts (knee length), black blazers, solid or simple color tops are 

required. 

 

Those employees working in direct patient care will wear surgical scrubs in accordance with the 

schedule below. Clinical personnel should see that their shoes are closed-toe, clean, well-polished 

and in good condition.  Hair that is shoulder length or longer must be tied back at all times.  

 

Mondays: Black set  
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Tuesdays: Grey set 

Wednesdays: Black Set 

Thursdays: Grey set 

Fridays: Stubbs Dental T shirt and black scrub pants 

 

We encourage you to express your individuality, but please keep it professional and within reason. 

Please be conservative with the use of jewelry, cosmetics, and perfumes. Hair color should be a 

naturally occurring color (i.e. not pink, blue, green, etc.). Rings or other jewelry through any visible 

body part other than ear lobes is not permitted.  Tattoos should not be visible while in the office. 

Additionally, no underwear, midriff, or excessive cleavage should be showing at any time. Fingernails 

should be kept at a length that does not interfere with staff members work.  Bold colors and gaudy 

designs are not in keeping with the professional presence we wish to project and are therefore not 

permitted. 

 

Personal appearance should be a matter of concern for each employee. If your manager feels your 

attire is out of place, you may be asked to leave your workplace until you are properly attired. You 

will not be paid for the time you are off the job for this purpose. Your manager has the sole 

authorization to determine an appropriate dress code, and anyone who violates this standard will be 

subject to appropriate disciplinary action. 

  

DRUGS & ALCOHOL 

Stubbs Dental is committed to providing a safe, healthy, and productive workplace that is free from 

alcohol and unlawful drugs as classified under local, state, or federal laws, while employees are working 

on the Company’s premises (either on or off duty) or off-site as representatives of the Company. While 

the use of marijuana has been legalized under Utah law for certain medicinal uses, it remains an illegal 

drug under federal law and its use as it impacts the workplace is prohibited by the Company’s policy, 

except as provided under the Company’s Americans with Disabilities Act Policy. Employees that work 

while under the influence of drugs or alcohol pose a safety risk to themselves and others with whom 

they work.  

In furtherance of this commitment, the Company maintains a policy in which job applicants and 

current employees may be requested or required to submit to drug and alcohol testing in certain 

situations. This policy is intended to comply with applicable laws regarding drug and alcohol testing 

and current and prospective employee privacy rights. 

Illegal Drugs: The use, possession, transfer, or sale of an illegal drug by any employee while on 
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Company premises or while engaged in Company business is prohibited. Being under the influence 

of an illegal drug while on Company premises or while engaged in Company business also is 

prohibited. The term “illegal drug” means any drug that is (a) not legally obtainable without a 

prescription or (b) legally obtainable but has not been legally obtained. The term, therefore, includes, 

but is not limited to, the non-prescribed use of marijuana, cocaine, narcotics, opiates, opium 

derivatives, hallucinogenic substances and any other substances that have either a stimulant or 

depressant effect on the central nervous system such as amphetamines or barbiturates. Any 

employee who violates this policy is subject to immediate discharge. 

Legal Drugs:  Except as provided below, it is prohibited for any employee to be under the influence 

of or use any legally obtained drug while on Company premises or while engaged in Company 

business that may affect the safety of co-workers or members of the public, the employee’s job 

performance, or the safe and efficient operation of Company business. The term “legal drug” 

includes legally obtained prescribed drugs and over-the-counter drugs that are being used for the 

purpose for which they were prescribed or manufactured.  

An employee may continue to work, even though he or she is using a legal drug, if management has 

determined that the employee does not pose a threat to his or her own safety or the safety of 

co-workers and that the employee’s job performance is not significantly affected by the legal drug. 

Otherwise, the employee may be required to take a leave of absence or comply with other 

appropriate action determined by management. An employee who has been informed by his or her 

physician that the employee’s use of a legal drug may present a safety risk or affect job performance 

is required to report such drug use to his or her supervisor to determine job related consequences. 

Any employee who violates this policy is subject to immediate discharge. 

Alcohol:  It is prohibited for any employee to be under the influence of or use alcohol while on 

Company premises or while engaged in Company business. Any employee who violates this policy is 

subject to immediate discharge. 

Drug and Alcohol Screening: The Company may require a blood test, urinalysis, or other 

drug/alcohol screening of (1) persons reasonably suspected of using or being under the influence of 

a drug or alcohol or where circumstances or workplace conditions otherwise justify it, (2) employees 

involved in any work-related accident or incident involving the violation of any safety or security 

procedures, even if the incident did not result in injury to any person or any property damage, (3) 

potential new-hires, or (4) any employee through random selection.  A person’s consent to submit to 

such testing is required as a condition of employment. An employee’s refusal to consent to drug and 

alcohol testing is grounds for immediate discharge.  
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All drug and alcohol testing under this policy will be conducted in accordance with applicable state 

and federal law. In general, it will be conducted by an independent testing facility and paid for by 

the Company. Employees will be compensated at their regular rate of pay for time spent submitting 

to a drug and alcohol test required by the Company, and the testing shall normally occur during, or 

immediately before or after a regular work period. All samples shall be collected, documented and 

stored under reasonable and sanitary conditions as prescribed by law. 

Searches: The Company may conduct unannounced searches for illegal drugs or alcohol on 

Company premises and property at any time and for any reason. Employees are expected to 

cooperate in the conducting of such searches. The Company may conduct searches of employees 

and their personal property when there is reasonable suspicion to believe that an employee is in 

violation of this Policy. An employee’s consent to a search is required as a condition of employment 

and the employee’s refusal to consent to a search is grounds for immediate discharge. 

Consequences:  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 subject to discipline up to 

and including termination. 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, the Company 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 the Company. 

Confidentiality: Information and records relating to positive test results, drug and alcohol 

dependencies, and legitimate medical explanations provided to the Company 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. The employee shall 

have the right to upon request obtain the written test results. 

No Smoking 

Smoking and vaping in the building or within 25 feet of building entrances, exits, air intakes, or 

windows is prohibited by Utah law and by Company policy. Smoking is allowed in designated areas 

outside of the building. Employees who smoke are expected to keep the work environment as 

smoke-free and clean as possible.  
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Performance Reviews/ Performance Evaluations  

Your manager is continuously evaluating your job performance. Day-to-day interaction between you 

and your manager should give you a sense of how your manager perceives your performance. 

 

SD conducts a formal review once a year for each employee. The evaluation forms are completed by 

fellow team members. 

 

Performance reviews will be conducted annually, on or about each employee's anniversary date, by 

either your manager or the Human Resources Administrator. New employees may be reviewed more 

frequently. A review may also be conducted in the event of a promotion or change in duties and 

responsibilities. 

 

During formal performance reviews, the following items are considered, among others: 

 

• Attendance, initiative and effort 

• Knowledge of your work 

• Attitude and willingness 

• The quality and quantity of your work  

• The conditions under which you work  

• Personal appearance 

• Production 

• Teamwork 

• Communication skills 

• Ability to follow mission statement and accomplishment goal 

• Attention to Quality Control Objective values 

 

The primary reason for performance reviews is to identify your strengths and weaknesses in order to 

reinforce your good habits and develop ways to improve in your weaker areas. This review also 

serves to make you aware of and to document how your job performance compares to the goals 

and description of your job. This is a good time to discuss your interests and future goals. Your 

manager is interested in helping you to progress and grow in order to achieve personal as well as 

work-related goals—perhaps he or she can recommend further training or additional opportunities 

for you. Having a performance review does not necessarily mean that you will be given an increase 

in pay. 
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Disciplinary Matters 

In making the decision on whether to impose discipline, as well as what type of discipline to impose, SD 

considers the totality of the circumstances, including the following types of factors: the severity of the 

particular offense in question; the prior overall record of the employee; the effect of the 

offense/discipline on the morale of other employees of SD; the effect of the offense/discipline on 

patients of and those who do business with SD; and whether the employee has demonstrated an overall 

aptitude, ability and willingness to satisfactorily perform assigned job duties.  

 

SD believes in treating every employee as an individual, and in assessing each particular situation to 

determine the disciplinary action to be taken. On occasion, this may mean that an employee will receive 

greater or lesser discipline for a particular offense than someone else.  

 

SD will determine the nature of any discipline to be imposed based on the totality of the circumstances. 

Discipline may include any of the following: verbal warning, written warning, suspension without pay, and 

termination. The type of discipline selected is in the sole discretion of SD.  

 

Grievances  

Our goal is to maintain a comfortable working environment for everybody. We do this in several 

ways: 

 

By treating each of you as an individual and encouraging your maximum development; By 

recognizing that each of you is essential to the success and growth of SD; and 

 

By maintaining direct communications with all of our employees and ensuring that each and every 

one of you can speak directly and openly with our management team. 

 

We believe that this type of communication, without interference from any outside party, is best for 

all concerned. Therefore, when you wish to express your problems, opinions, or suggestions, you will 

always find an open door and an attentive ear. 

  

Resolving Problems  

Whenever you have a problem or complaint, we expect you to speak up and communicate directly 

with us. You can take the following steps: 
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1. First, talk to your manager. Your manager is most familiar with you and your job and is, therefore, 

in the best position to assist you. Your manager works closely with you and is interested in seeing 

that you are treated fairly and properly. 

 

2. If your manager cannot help you resolve the matter, you can speak to the director of operations 

who will give your problem or complaint prompt consideration. 

 

Remember ~ it is always best to resolve problems right away. Not every problem can be resolved to 

everyone's total satisfaction, but only through understanding and discussion of mutual problems can 

employees and management develop confidence in each other. This confidence is important to the 

operation of an efficient and harmonious work environment and helps to ensure everyone's job 

security. 

 

Suggestions and Ideas  

Ask any of our employees who have worked with us for a long time and they will probably tell you 

of the many changes and improvements that have come about in their departments since they first 

joined us. We believe the person doing a job is in the best position to think of ways of doing it 

more easily, more efficiently, and more effectively. If you think of a better way of doing your job or 

the job of a fellow employee, discuss it with your manager, who will welcome your suggestions and 

ideas. 

 

Remember, there may be areas in SD's operation that can be improved. These could be in service, 

production methods, equipment, communications, safety, ways to reduce costs, losses, and/or waste, 

or other improvements you may see a need for. Please give us the benefit of your unique experience 

and thoughts. Also, make sure to document your innovations and money- saving efforts and have 

them placed in your personnel file (include dates, detailed descriptions of your contributions, 

estimates from the accounting department regarding cost savings or profits generated, etc.) — these 

may favorably affect your wage, salary or promotion reviews. 

 

COMPENSATION + BENEFITS 

Compensation 

Wage & Salary Policies  

It is SD's desire to pay wages and salaries that are competitive with other employers in the 

marketplace in a way that will be motivational, fair and equitable, variable with individual and 
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company performance and in compliance with all applicable statutory requirements. 

 

Error In Pay  

Every effort is made to avoid errors in your paycheck. If you believe an error has been made, tell the 

Human Resources administrator immediately. He or she will take the necessary steps to research the 

problem and to assure that any necessary correction is made properly and promptly. 

 

Overtime Pay 

From time to time, it may be necessary for you to perform overtime work in order to complete a job 

on time. All overtime must be approved in advance by your manager. When it is necessary to work 

overtime, you are expected to cooperate as a condition of your employment. There are two types of 

overtime work: 

  

1. Scheduled Overtime: Scheduled overtime work is announced in advance and generally will involve 

an entire department or operation. This type of overtime becomes part of the required workweek of 

the people who are members of the department or operation. If you need to be excused from 

performing scheduled overtime, please speak with your manager. He or she will consider your 

situation and the requirements of the department or operation in deciding whether you may be 

excused from performing the scheduled overtime. 

 

2. Incidental Overtime: Incidental overtime is not scheduled; it becomes necessary in response to 

extenuating circumstances. It is extra time needed to complete work normally completed during 

regular hours. Incidental overtime may become necessary when an illness or emergency keeps co-

workers from being at work as anticipated. It may require you to return to the workplace for 

emergency work. The opportunity to perform incidental overtime will be given first to the employee 

who normally performs the task. If that employee cannot perform the overtime, the manager will 

offer the overtime to a suitably qualified person who is available to perform the overtime work. 

 

If you are a non-exempt hourly employee and you perform overtime work, you will be paid one and 

one-half (1-1/2) times your regular hourly wage for any time over forty (40) hours per week that you 

work. If, during that week, you were away from the job because of a job-related injury, paid holiday, 

jury duty, vacation taken in single-day increments, or paid sick time, those hours not worked will not 

be counted as hours worked for the purpose of computing eligibility for overtime pay. 
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If you are a non-exempt salaried employee and you perform overtime work, you will be paid a half 

time (1/2) rate for any time over forty (40) hours per week that you work, calculated on a fluctuating 

workweek basis. If, during that week, you were away from the job because of a job-related injury, 

paid holiday, jury duty, vacation taken in single day increments, or paid sick time, those hours not 

worked will not be counted as hours worked for the purpose of computing eligibility for overtime 

pay. 

 

Work Performed on Company Holidays: Full-time non-exempt employees who work on a company 

holiday will be deemed to have worked overtime on that day and will be paid their overtime rate for 

hours worked regardless of the number of hours they work that work week. 

  

Pay Day  

Payday is every on the 5th and the 20th of every month. Paychecks will be direct deposited. 

Payroll and bonus information is considered confidential. Questions about your pay, bonuses, etc. 

should be directed to your manager. Discussions concerning salary, wages, bonuses or merit 

increases with other employees may be cause for disciplinary action, up to and including termination. 

  

Timekeeping    

By law, we are obligated to keep accurate records of the time worked by non-exempt employees. 

This is normally done by computer time clock but may be accomplished through written 

documentation in unusual circumstances. Your time record is the only way the payroll accountants 

know how many hours you worked and how much to pay you. Your time record indicates when you 

arrived and when you departed. You are to clock in and out for lunch and for brief absences like a 

doctor or dentist appointment. All employees are required to keep the office advised of their 

departures from and returns to the premises during the workday. 

 

You are responsible for your time record. If you forget to clock in or make an error, your manager 

must make the correction and you and your manager must initial the correction. You are not 

permitted to clock in more than six (6) minutes before your scheduled starting time nor more than 

six (10) minutes after your scheduled quitting time without your manager's approval. 

 

No one may clock another employee in or out. Tampering with another employee's time record is 

cause for disciplinary action, including possible dismissal, of both employees. Do not alter another 

person's record, or influence anyone else to alter your record for you. In the event of an error in 



  16-Nov-20 21 

 

recording your time, please report the matter to your manager immediately. 

  

Expense Reimbursement  

You must have your manager's written authorization prior to incurring an expense on behalf of SD. 

To be reimbursed for all authorized expenses, you must submit an expense report/voucher 

accompanied by receipts and approved by your manager. Please submit your expense report/ 

voucher each week, as you incur authorized reimbursable expenses. 

  

Bonuses 

It has been a practice of SD to distribute merit bonuses when profits permit. Bonuses are determined 

on the basis of attendance, attitude, cooperation, efficiency, initiative, knowledge, and performance 

as evaluated by your manager. The provisions and practices of this policy may be amended or 

canceled at any time, at the sole discretion of SD. 

 

Benefits 

 

Eligibility for Benefits  

If you are a full-time employee, you will be enjoying all of the benefits described in this manual as 

soon as you meet the eligibility requirements for each particular benefit. 

 

If you are a part-time employee, you will enjoy only those benefits which are required by law to be 

afforded to you, provided that you meet the minimum requirements set forth by law and in the 

benefit plan(s). 

 

No benefits are available to you during your Introductory Period, except as otherwise provided by 

law or as noted in writing when hired. 

  

Temporary employees are not eligible for benefits, except as otherwise provided by law.  

 

Employee & Family Health & Dental Benefits  

Upon completion of the first 90 days of employment, Stubbs Dental covers 50% of health insurance 

premium cost up to $200 a month of fulltime employees. Employees need to show proof of health 

insurance. 
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In addition, all employees shall be entitled to dental treatment free up to $5,000 per calendar year.  

This yearly amount can be applied to yourself or your immediate family (spouse and dependent 

minor children) or whatever combination you desire.  Dental benefit coverage does not include any 

laboratory or third-party fees, which is the responsibility of the employee.  

 

To qualify for dental benefits, you must fill out a Dental Benefits Request Form, attach the treatment 

plan, and submit to the accounting department for approval.  The treatment total is based on the 

UCR rates, and no existing promotion, discounts, etc. apply in calculating the total. All treatment 

shall be performed as the schedule allows as per the discretion of the doctor and the office 

manager.  

 

Time Off 

Holidays  

The following holidays are recognized by SD as paid holidays when falling on a weekday: 

New Year's Day (or New Year’s Eve if NYD falls on a Saturday), Independence Day, Labor Day, 

Thanksgiving Day, Christmas Day (or Christmas Eve if Christmas falls on a Saturday). 

 

SD offices may be closed on other specified days throughout the year. These will be unpaid days. 

We schedule all national holidays on the day designated by common business practice. 

 

Full time employees are eligible for holiday pay.  You are not eligible for holiday pay during your 

Introductory Period, while on leave, or if you are a part-time or temporary employee. 

 

You may take time off to observe other holidays. If available, a full day of unused paid time off (PTO) 

may be used for this purpose; otherwise the time off is without pay. You must provide written 

notification to Stubbs Dental at least two (2) weeks in advance. 

 

Paid Time Off 

Paid time off is a time for you to rest, relax, and pursue other important needs outside work. SD has 

provided PTO as one of the many ways in which we show our appreciation for your loyalty and 

continued service. 

 

Only regular full-time employees are eligible for PTO.  
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PTO is earned from the date you began work (anniversary date). Regular full-time employees are 

eligible for PTO beginning ninety (90) days from his or her work anniversary date. Any time off 

during the first 90 days is without pay. If the end of the introductory period falls in the middle of the 

year, employee will receive accrued amount of vacation for the remainder of the year depending on 

where the date falls in the year. For example, if anniversary date falls on June 30th, employee will 

begin to accrue time, but will only accrue half of allotted paid vacation time by the end of the year. 

 

Amount of Paid Time Off 

Eligible employees will receive two (2) weeks of vacation (70 hours) after the introductory period.  7 

of those days may only be taken with at least 2 weeks advance notice, while the other 3 may be 

used for PTO where the employee is not able to give advanced notice.  The 70 hours will be accrued 

over the course of each year after the Introductory Period and be deducted from your balance as 

time is taken. Unused vacation paid out Jan 5 payroll 

   

Paid Time Off Requests 

Every effort will be made to grant you PTO at the time you desire. However, vacations cannot 

interfere with your department's operation and therefore 7 or the 10 PTO days must be approved by 

your supervisor no less than two (2) weeks in advance. All requests for vacation time scheduling 

must be submitted in writing to Stubbs Dental at least two (2) weeks in advance of the anticipated 

time off date. If any conflicts arise in requests for vacation time, preference will be given to the 

employee with the most seniority.  

 

If you are sick or need to take personal leave without 2 weeks’ notice, you must promptly notify your 

supervisor as soon as you know of the need and check in daily with progress reports unless you are 

instructed otherwise. 

 

If you are on an approved leave of absence for less than thirty (30) days, your vacation eligibility will 

not be affected; should the leave extend beyond thirty (30) days, vacation time will not continue to 

accrue. 

 

If a company-paid holiday falls during your scheduled PTO period, the holiday will not count against 

your PTO. 
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PTO may not be carried over and accumulated in subsequent calendar years. Exceptions to this 

policy may be made in unusual circumstances, each case to be considered separately by 

management. 

 

Payment in Lieu of PTO 

PTO is granted for rest and recreation in order to contribute to the increased efficiency and high 

morale of the staff. If PTO is not used by the end of the year calendar year you will be paid the 

remainder of your vacation time the first pay period of the following year. PTO is earned from your 

anniversary date and are not cumulative from year to year.  

 

Time Off to Vote  

We encourage you to exercise your voting privileges in local, state, and national elections. Please 

utilize the time the polls are open either before or after regular working hours to do so. If this is not 

possible, please discuss with your supervisor the options available by law. 

  

Extended Leaves of Absence   

Occasionally, for medical, personal, or other reasons, you may need to be temporarily released from 

the duties of your job with SD but may not wish to submit your resignation. Under certain 

circumstances, you may be eligible for an unpaid leave of absence. 

 

As soon as you become aware of the need for a personal leave of absence, you should request the 

leave from your supervisor for final approval. Requests for personal leave will be evaluated based on 

several factors, including anticipated workload requirements and staffing considerations during the 

proposed period of absence. 

 

A personal leave of absence may be granted for up to 30 days. If this initial period of absence 

proves insufficient, consideration will be given for additional time. If your leave is extended for more 

than fifteen (15) business days, vacation and other benefits will no longer continue to accrue. With 

your manager's approval, any available vacation leave may be taken as part of the approved period 

of leave. 

 

When a personal leave ends, every reasonable effort will be made to return the employee to the 

same position, if it is available, or to a similar available position for which the employee is qualified. 

However, SD cannot guarantee reinstatement in all cases. 
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If an employee fails to report to work promptly at the expiration of the approved leave period, SD 

will assume the employee has resigned as of the last day of the leave. 

 

Military Leave of Absence  

A military leave of absence will be granted to employees who are absent from work because of 

service in the U.S. Uniformed Services in accordance with the Uniformed Services Employment and 

Reemployment Rights Act (USERRA). Advance notice of military service is required, unless military 

necessity prevents such notice, or it is otherwise impossible or unreasonable. 

 

The leave will be unpaid. However, employees may use any available paid time off for the absence.  

Benefit accruals, such as vacation or holiday benefits, will be suspended during the leave and will 

resume upon the employee's return to active employment. 

 

Employees on military leave for up to thirty (30) days are required to return to work for the first 

regularly scheduled shift after the end of service, allowing reasonable travel time. Employees on 

longer military leave must apply for reinstatement in accordance with USERRA and all applicable 

state laws. 

 

Employees returning from military leave will be placed in the position they would have attained had 

they remained continuously employed or a comparable one depending on the length of military 

service in accordance with USERRA. They will be treated as though they were continuously employed 

for purposes of determining benefits based on length of service. 

  

Other Benefits 

Workers’ Compensation  

SD provides a comprehensive Workers' Compensation insurance program at no cost to employees. 

This program covers any injury or illness sustained in the course of employment that requires 

medical, surgical, or hospital treatment. Subject to applicable legal requirements, Workers' 

Compensation insurance provides benefits after a short waiting period or, if the employee is 

hospitalized, immediately. 

 

Employees who sustain work-related injuries or illnesses, no matter how slight, should inform their 

supervisor immediately. No matter how minor an on-the-job injury may appear, it is important that it 



  16-Nov-20 26 

 

be reported immediately. This will enable an eligible employee to qualify for coverage as quickly as 

possible. If you fail to report an injury, you may jeopardize your right to collect Workers' 

Compensation payments as well as health benefits. 

 

Neither SD nor the insurance carrier will be liable for the payment of workers’ compensation benefits 

for injuries that occur during an employee's voluntary participation in any off-duty recreational, 

social, or athletic activity sponsored by SD . 

  

Training and Seminars 

From time to time, SD may arrange to have both formal and informal training programs to enable 

you to progress in your technical knowledge of our business. Several times a year, employees are 

selected to attend seminars, workshops, or training programs. You will receive a normal paycheck 

while attending these seminars or workshops. Check with your manager for details. 

 

Also, during any slow periods of work you should use the time to learn more about SD, its services 

and products. You may progress as you become more knowledgeable about your job and the jobs 

of the people around you. You are encouraged to ask questions about any aspect of SD that is of 

interest or unclear. 

 

If you become aware of a particular seminar that you believe is appropriate for enhancing your skills 

(and/or those of other employees), please bring it to the attention of your manager. Since these 

seminars are usually offered only at specified times in a geographical area, please be sure to notify 

your manager as far in advance as possible. This way, he or she can attempt to schedule workloads 

to accommodate you and/or other employees. 

  

Clinical Jackets  

Both full-time and part-time dental assistants and hygienists will receive an embroidered jacket 

courtesy of Stubbs Dental to be worn while at work. These jackets are NOT to be worn outside of 

the workplace. Each employee will be assigned a specific numbered jacket. This jacket will be their 

responsibility to keep track of and washed as necessary. If this jacket becomes lost or damaged 

while an employee is assigned that jacket, $50 will be removed from the next paycheck in order to 

cover the cost of replacing the jacket. If employment terminates and the jacket is not returned to 

Stubbs Dental $50 will be removed from the employee's final paycheck to cover the cost of the 

jacket.  
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Vaccinations  

SD cares about you and your health. We offer Hepatitis B vaccines to all employees under OSHA 

regulations. Please see SD's OSHA Administrator for details on the hepatitis vaccines and schedules. 

SD cannot be held responsible or liable for any reactions, sensitivities or medical consequences 

resulting from the vaccinations. Please see the pharmaceutical inserts indicating contraindications. 

 

COMPANY PROPERTY 

 

Computer and E-mail Usage  

Computers, computer files, the e-mail system, and software furnished to employees are Stubbs 

Dental’s property intended for business use. Employees should not use a password, access a file, or 

retrieve any stored communication without authorization. To ensure compliance with this policy, 

computer and e-mail usage may be monitored. 

 

SD strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. 

Therefore, SD prohibits the use of computers and the e-mail system in ways that are disruptive, 

offensive to others, or harmful to morale. For example, the display or transmission of sexually explicit 

images, messages, and cartoons is not allowed. Other such misuse includes, but is not limited to, 

ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or 

showing disrespect for others. 

 

E-mail may not be used to solicit others for commercial ventures, religious or political causes, 

outside organizations, or other non-business matters. 

 

SD purchases and licenses the use of various computer software for business purposes and does not 

own the copyright to this software or its related documentation. Unless authorized by the software 

developer, SD does not have the right to reproduce such software for use on more than one 

computer. 

 

Employees may only use software on local area networks or on multiple machines according to the 

software license agreement. SD prohibits the illegal duplication software and its related 

documentation. 
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Employees should notify their immediate supervisor upon learning of violations of this policy. 

Employees who violate this policy will be subject to disciplinary action, up to and including 

termination of employment. 

 

It is the responsibility of every employee to read, understand and comply with this policy. If you 

have any questions, please contact the Office Manager. 

 

Entry After-Hours 

Employees are not allowed to enter SD property after normal working hours for any reason without 

the express approval of the Office Manager.    

 

Personal Phone Calls & Mail  

Please keep personal phone calls to a minimum—they must not interfere with your work. You are 

permitted to make limited local area calls on company telephones for essential personal business 

during lunch or break periods only. Please do not abuse this privilege. Emergency calls regarding 

illness or injury to family members, changed family plans, or calls for similar reasons may be made at 

any time. Incoming urgent calls will be directed to you. 

 

Do not use SD as a personal mailing address, and do not put personal mail in the stacks that are to 

be run through the postage meter. Although the amount may seem small, it is still considered theft. 

 

Personal Property  

SD is not responsible for loss or damage to personal property. Employees should not keep personal 

equipment or other property on SD premises where damage or loss may occur. 

  

Property & Equipment Care  

It is your responsibility to understand the equipment you need to use to perform your duties. Good 

care of any machine that you use during the course of your employment, as well as the conservative 

use of supplies, will benefit you and SD. If you find that a machine is not working properly or in any 

way appears unsafe, please notify your manager immediately so that repairs or adjustments may be 

made. Under no circumstances should you start or operate a machine you deem unsafe, nor should 

you adjust or modify the safeguards provided. 

  

• Avoid overloading electrical outlets with too many appliances or machines. 
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• Use flammable items, such as cleaning fluids, with caution. 

• Walk ~ don't run. 

• Report to your manager if you or a co-worker becomes ill or is injured. 

• Ask for assistance when lifting heavy objects or moving heavy furniture. 

• Smoke only outside. 

• Keep cabinet doors and file and desk drawers closed when not in use. 

• Sit firmly and squarely in chairs that roll or tilt. 

• Wear or use appropriate safety equipment as required in your work. 

• Avoid "horseplay" or practical jokes. 

• Start work on any machine only after safety procedures and requirements have been 

explained (and you understand them). 

• Use air hoses only for the use intended. Avoid blowing air at yourself or anyone else. 

• Wear appropriate personal protective equipment, like shoes, masks, gloves, goggles, in 

designated areas or when working on a patient or during a procedure which requires their 

use. 

• Keep your work area clean and orderly, and the aisles clear. 

• Stack materials only to safe heights. 

• Watch out for the safety of fellow employees 

• Use the right tool for the job and use it correctly. 

  

Return of Company Property  

Any SD property issued to you, such as product samples, computers or office equipment must be 

returned to SD at the time of your dismissal or resignation, or whenever requested to do so by your 

manager or a member of management. You are responsible to pay for any lost or damaged items. 

The value of any property issued and not returned may be deducted from your paycheck, and you 

may be required to sign a wage deduction authorization for this purpose.  

 

Security   

Maintaining the security of SD buildings and vehicles is every employee's responsibility. Develop 

habits that ensure security as a matter of course. For example: 

 

• Always keep cash properly secured. If you are aware that cash is insecurely stored, immediately 

inform the person responsible. 

• Know the location of all alarms and fire extinguishers and familiarize yourself with the proper 
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procedure for using them, should the need arise. 

• When you leave SD 's premises make sure that all entrances are properly locked, and alarms 

secured. 

 

Security Checks  

SD may exercise its right to inspect all packages and parcels entering and leaving our premises. 

 

Workplace Surveillance  

To enhance the safety and security of employees and company property, SD has a security system in 

place which monitors audio/visual and records the workplace activities throughout the day. The 

primary intent of the surveillance system is for the safety and well being of our employees, patients 

and premises.  Due to the nature of the medications we keep on hand as well as the expensive and 

portable equipment and other material we need to run the practice, we have found the surveillance 

system to be the best way to prevent abuse, misuse, and theft. The surveillance system is also there 

to protect employees who are behind closed doors with patients from false accusations and other 

issues that may arise. Only an extremely limited set of upper management has access to the 

recordings, and recordings are only reviewed when a specific issue is brought up that requires 

attention. Video surveillance is not permitted in areas where there is a reasonable expectation of 

privacy, such as restrooms, and is in accordance with applicable laws pertaining to such use. 

 

Solicitations & Distributions  

Solicitation for any cause during working time and in working areas is not permitted. You are not 

permitted to distribute non-company literature in work areas at any time during working time. 

Working time is defined as the time assigned for the performance of your job and does not apply to 

break periods and mealtimes. Working areas do not include the lounge or the parking areas. 

Solicitation during authorized meal and break periods is permitted so long as it is not conducted in 

working areas. However, employees are not permitted to sell chances, merchandise or otherwise 

solicit money or contributions without management approval. 

 

Use of Company Property 

1. Use of company copy machines for personal use. The office copiers are not provided as a free 

service to employees. If you wish to use a company copier for personal use, please follow the 

established procedure for reimbursement of SD. Failure to do so is a form of property theft. 
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2. Use of computers. SD 's personal computers (the personal computers in the office, or laptops 

made available for work away from the office) are to be used exclusively for business purposes 

unless you receive permission from your manager and arrange to reimburse SD. Permission will be 

given for the use of personal computers during non- business hours so long as employees record all 

time, for which they will be charged, and supply their own diskettes. 

 

3. Use of postage meters and stamps. The office postage meter and stamps are intended for the use 

of office mailing only. 

 

4. Purchase of company products. SD offers employees a wide selection of the products 

manufactured or distributed by SD at a discount. The discount privilege is offered for the use of 

employees and the members of their immediate family. Under no circumstances should company 

products be removed from the premises unless accompanied by a receipt from SD. Employees are 

permitted to buy company products at a discount for personal use or to give as gifts, but it is an 

abuse of the discount privilege to buy items from SD on behalf of people outside your immediate 

family. SD considers such behavior a form of theft and violators will be treated accordingly. 

 

5. Taking of company property. No item purchased or supplied by SD should ever be removed from 

company premises without express authorization of your immediate supervisor and the proper 

paperwork associated with the situation. All employees may be subject to random searches as they 

leave company facilities. Your manager has been given detailed instructions on the circumstances in 

which he or she can authorize you to borrow company equipment or to take samples of your work 

home. A checkout procedure will be used, and if you fail to return any item removed on schedule, 

the value of the items will be charged against your paycheck and you may be subject to disciplinary 

action for theft. 

 

Penalty Clause  

Unauthorized possession or removal of company property is a very serious offense. Employees 

violating this policy will be subjected to discipline up to and including termination and prosecution. 

SD will consider the totality of the circumstances, including the dollar value of the item(s) taken, the 

employee’s seniority, and the employee's past work record in setting penalties. If you are dismissed 

because of unauthorized possession or removal of company property, the reason for your dismissal 

will be provided to any future employer that contacts SD. Referrals to criminal authorities will be 

made on a case-by- case basis. 
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Property theft of any type will not be tolerated by SD. We consider property theft to be the 

unauthorized use of company services or facilities or the taking of any company property for 

personal use. The following list of examples is not all-inclusive but provides illustrations of several 

activities which are unacceptable. 

  

Uniform Policy  

The uniform policy for employees in contact with patients is as follows: 

 

It is SD's position that universal precautions and the barrier technique are considered in good form 

as protection against AIDS, hepatitis and other infectious diseases. 

 

The clothes that you go home with are considered your street clothes. You must not have been in 

contact with patients while wearing your street clothes. Clothes must be changed at your workplace 

before leaving company premises. Disposable full-length gowns are available to you should you wish 

to cover your clothes at a SD office. Please see the OSHA Administrator for more details. 

  

Visitors  

Our insurance coverage and good common sense prohibits unescorted visitors in our facilities. 

Visitors are not permitted on SD property without prior permission from your supervisor; no visitors 

are permitted in working areas. If you are expecting visitors, please request permission from your 

supervisor and ask your visitors to see your supervisor when they arrive. 

 

Violations of Policies  

You are expected to abide by the policies in this Manual. Failure to do so will lead to appropriate 

disciplinary action. A written record of all policy violations is maintained in each individual's 

personnel file. 
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Dress Code Policy Acknowledgement 

Along with appropriate personal conduct, a professional appearance is required of all employees.  

You are expected to dress and groom yourself in accordance with accepted social and business 

standards, particularly if your job involves dealing with patients or visitors in person. SD’s objective in 

establishing a business standard dress code is to allow our employees to work professionally and to 

project a professional image for our dental practice for patients, potential patients, and community 

visitors.  

 

The front office staff attire should be business 

casual at a minimum.  Jeans or extremely 

casual wear, except on casual days or other 

special circumstances, are not permissible.  

Black slacks/skirts (knee length) and solid or 

simple color tops are required. Black blazers 

are recommended (different colors welcome 

on Fridays), and will start being required 

starting January 1, 2021. 

  

Those employees working in direct patient care will wear surgical scrubs in accordance with the 

schedule below. Clinical personnel should see that their shoes are closed-toe, clean, well-polished 

and in good condition.  Hair that is shoulder length or longer must be tied back at all times. 

 

 

Mondays: Black set     

Tuesdays: Grey set 

Wednesdays: Black Set 

Thursdays: Grey set 

Fridays: Stubbs Dental T shirt  

and black scrub pants 

 

Doctors must wear simple color button ups, 

black or gray slacks, and white coat or scrubs.

We encourage you to express your individuality, but please keep it professional and within reason. 

Please be conservative with the use of jewelry, cosmetics, and perfumes. Hair color should be a 

naturally occurring color (i.e. not pink, blue, green, etc.). Rings or other jewelry through any visible 

body part other than ear lobes is not permitted.  Tattoos should not be visible while in the office. 

Additionally, no underwear, midriff, or excessive cleavage should be showing at any time. Fingernails 

should be kept at a length that does not interfere with staff members work.  Bold colors and gaudy 

designs are not in keeping with the professional presence we wish to project and are therefore not 

permitted. 

 
Employee Name:_______________________________________ Date:_________________ 
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Stubbs Dental Handbook Acknowledgement 
 

I have received a copy of the SD Employee Handbook effective October 2020. I understand I am responsible for 
becoming familiar with the contents of the handbook. I realize my continued employment is subject to my 
compliance with the policies contained in this handbook and any revisions made to it. I understand the 
handbook provides only an overview, that it is not all-inclusive, and that it does not necessarily contain all 
Company practices and policies in force. 

I acknowledge that I have received the Discrimination and Harassment policies. I understand that it is my 
responsibility to be familiar with and conform to the procedures contained therein. I am expected to abide by 
the rules and requirements contained in the policy with regard to the treatment of others and the reporting of 
harassment, including the obligation to report violations of the discrimination policy in writing and not to 
retaliate against anyone for exercising his/her rights under this policy. 

I acknowledge that I have received the Workplace Surveillance and Use of Company Phone, E-mail, and Internet 
policies.  I understand that in order to promote the safety of employees and patients, as well as the security of its 
facilities, Stubbs Dental may conduct video surveillance of any portion of its premises at any time, the only 
exception being private areas of restrooms, showers, and dressing rooms. I hereby give my consent to such video 
surveillance. I also understand that all communications and information transmitted, received, or archived in 
SD’s computer system are property of the Company and that, except with respect to certain content deemed 
confidential by law, I have no expectation of privacy in connection with any e-mail messages, the use of SD 
equipment, or the transmission, receipt, or storage of information in this equipment. I acknowledge and consent 
to SD’s monitoring my use of Company e-mail and Internet use at any time SD deems it necessary in accordance 
with its policy. I acknowledge there is zero tolerance for sending, receiving, or accessing pornographic 
materials through Company equipment or Internet. 

If I have a question, or if there is any policy or provision in the handbook that I do not understand, I am 
responsible to seek clarification from my supervisor or the Human Resource Department. I acknowledge this 
handbook supersedes policies issued prior to this date. I recognize the handbook is subject to future change and 
that the Company may modify, deviate from, or eliminate policies from time to time at management discretion. 

I acknowledge that this handbook is not a contract of employment. I understand my employment is not for any 
fixed term, is completely voluntary for both the Company and me, and may be terminated either by me or the 
Company at any time for any reason not prohibited by law. No supervisor or manager, except the President (who 
can only do so in writing) has any authority to make any promise or agreement to the contrary. 

A copy of this acknowledgment is kept in the Company file. 

  

Employee Signature Date 

 

 

__________________________ 

Employee’s Name (Print) 

 


