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Welcome to Our Clinic! 
 

 

Dear New Staff Member, 

 

Welcome to our Clinic! We look forward to working with you. Our policy is to 

provide each client and patient with top quality veterinary services.  We maintain a 

professional environment which is intended to inspire trust and confidence. You, too, 

can achieve that goal through work proficiency and maintaining a friendly and 

courteous environment within the office among your fellow staff members and with our 

clients. 

We encourage you to seek further education within other areas of the practice. As 

a result of those efforts, your value in this office will be recognized and rewarded. 

We believe a quality work environment includes knowing how to create a low-

stress, high-morale atmosphere. The whole healthcare team needs to enjoy, respect, and 

value one another. We do encourage you to share your ideas, opinions, and feelings to 

keep the lines of communication open and flowing. We have found that a client usually 

follows the doctor’s recommendations in direct proportion to the level of trust the client 

perceives exists between the doctor and the staff. You are the most valuable resource 

that we possess. Each job position is an ambassador of good will throughout the 

community we serve. Through our efforts, this clinic will sustain itself as a mode of 

caring professionalism. 

Elko Veterinary Clinic is committed to maintaining a positive and pleasant work 

environment and believes in an open door policy. You are encouraged to bring any 

questions comments, or concerns related to your position to your Team Leader, the 

Practice Manager, or the Owners.  

Beyond our desire to serve as patient advocates with our clients, we have to 

remember that a veterinary practice is still a business. It must be managed efficiently 

and profitably in order to continue to serve our community. We believe our fees are fair 

and reflect the care and expertise with which we treat each patient. Your contributions 

and suggestions toward greater clinic efficiency are always invited and appreciated. 

Please read this Staff Policy Manual and be comfortable to freely discuss any of 

the information. 

Again, welcome to our team! 

 

Sincerely, 
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Dr. Alan Cuthbertson & Dr. Mike Perchetti 

Clinic Owners 
 

ABOUT OUR CLINIC POLICY 

 

This manual contains statements about our clinic’s personnel policies and procedures. These policies 

are not intended to create an Employment Contract. Rather, the manual is designed to be a working 

guide for all of us. Written policies help to: 

• Avoid misunderstanding and lack of communication. 

• Eliminate hasty, unrefined decisions in personnel matters. 

• Maintain uniformity and fairness throughout the hospital. 

 

We are open to change. Changes can happen as a result of internal growth, legal requirements, 

competitive forces, or general economic conditions which affect our profession. 

 

However, the clinic still reserves the right to change, add to, or delete any of the policies, procedures, 

terms, and conditions. And language presented in this manual, with or without notice. Changes in 

personnel policies are made after considering the mutual advantages and responsibilities of both doctor 

and staff, so all of us need to stay aware of current policy. As revisions are made, updated pages will 

be placed in this manual. 

 

Remember, your suggestions are welcome. If you have suggestions for improvements or have 

encountered problems, feel free to notify the management and/or leadership. 

 

The Staff Policy and Personnel Manual is the property of Elko Veterinary Clinic. A copy is kept on the 

shared computer drive for easy access. Do not remove this manual from the premises. Excerpts may be 

requested at any time. 

 

Our Philosophy for Delivering Exceptional Veterinary Care 

It’s important for you to understand our feelings about what we do in our clinic, and what motivates us 

to provide exceptional veterinary care. We ask you to contribute to the letter and spirit of the animal-

centered and client-centered care we deliver. Animal care has changed dramatically. Coupled with 

technology, new procedures and heightened public credibility, veterinary science has found ways to 

bring a new higher level of health to our patients. Clients and patients make our clinic. How we treat 

each animal in our care individually and clinically is a real factor in client trust. It’s really up to all of 

us to create an atmosphere where trust can grow. 

 

Our goals are good medicine, education, caring and respect for our patients and for our healthcare 

team. Our clients recognize this effort; that is what makes a vital veterinary clinic. Working with 

animals takes special perspective and skills. Nearly everyone in veterinary science begins with 

compassion and understanding. There are stresses in the clinic, however, that can try your sympathies. 

It is very important to maintain a professional demeanor in all situations. We cannot save every animal 

that comes to us for care. We always give our best effort but the reality of decisions for great animal 

care is not just medical; it is financial, too. A client may not be able to afford the most elegant medical 
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option. Because of this we must be understanding and compassionate to the client’s decision. Above it 

all the rewards for anyone who loves animals are there every day. Therefore we always try to keep our 

objective clear: to provide the best veterinary care we can. 

 

Equal Employment Opportunity Policy 

In accordance with all state and federal laws, we do not discriminate against employees or applicants 

on the basis of race, creed, color, sex, age, national origin, religion, disability, veteran status, marital 

status, sexual orientation, or sexual identity. This includes hiring, promotions, wages, benefits, and all 

other privileges, terms and other conditions of employment. 

 

Americans with Disabilities Act (ADA) 

Elko Veterinary Clinic abides by the Americans with Disabilities Act of 1990, which protects 

individuals from employment discrimination based on certain diseases or disability. Employees 

afflicted with a serious disease are to inform the Practice Manager as soon as possible.  Reasonable 

accommodations will be made when the request is made to the Practice Manager. 

 

Background Investigation 

Elko Veterinary Clinic may require a pre-employment background investigation of both public and 

private records for the purpose of obtaining information that may be material to your qualifications 

for employment.  You will be provided with authorization consent forms to complete and return to 

Management. 

 

Personnel Records 

As part of your employment with us you must complete various personnel records. These records will 

include, but are not limited to, an employment application, W-4, I-9, personal and emergency contact 

information and acknowledgement of receipt of the clinic’s policies and procedures. All information 

provided must be accurate and truthful. It is important that you notify the Practice Manager with any 

changes to your personal information, such as change of name, address, telephone number, family 

status, insurance beneficiaries, or the name of the person to be notified in case of an emergency.  If 

you would like to see your file or make copies of its contents (excluding references given before 

employment), contact the Practice Manager. 

 

Professional Conduct Purpose: 

Elko Veterinary Clinic encourages professional conduct to promote a pleasant work environment, 

provide quality patient care, and attract and retain quality employees and clients. Individual actions 

are based on an agreed-upon code of conduct. Professionalism is recognized as a meticulous 

adherence to undeviating courtesy, honesty, respect, and responsibility in one’s dealings with 

clients, patients, and co-workers. 

 

Objectives: 

• All Employees, regardless of job description adhere to a code of professional conduct. 

• Fellow employees and clients are treated with respect and courtesy. 

• Professionalism is addressed in the Staff Policy and Personnel Manual; each employee must 

read and sign after hiring and after any revisions. 
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• The “Work” done by Elko Veterinary Clinic is performed in a timely, efficient and 

medically sound manner. 

• Accept “ownership” of individual job responsibilities and understand your role in the clinic 

as a whole. 

• Personal matters do not interfere with the functions of the practice. Family and private issues 

are handled during the employee’s personal time, unless there is an emergency. 

• Employees will not use offensive, upsetting or distasteful language or gestures. 

• Employees refrain from all forms of gossip. 

• Employees will focus on solutions. Do not dwell on problems or “point fingers”. 

• Employees will maintain an appropriate voice volume at all times, no talking in the hall. 

• Employees will dress and behave in the way they believe best supports the delivery of the 

highest quality service and patient care. 

• Written communication both within and external to the practice, is properly spelled, 

grammatically correct, neatly typed, and professionally reproduced on high quality paper 

without smudges or defects. Falsification of clinic records will not be tolerated. 

• Disparaging remarks about other practices, their veterinarians or staff, business methods, 

practice philosophies, and specific events are forbidden. 

• Disparaging remarks about clients, patients, or employees, are forbidden. 

• Conflict with a fellow employee takes place initially in private with that person, to try and 

resolve conflict before involving other parties. Only after this is attempted are the Team 

Leader and/or Practice Manager informed. The issue is not discussed with others. Nothing is 

said about another employee that you want them to hear. See the conflict resolution section 

in the Staff Policy and Personnel Manual for additional information. 

• Maintain confidentiality at all times, even after employment ends. 

• Praise may be made openly and by anyone if it will not embarrass the individual. 

• Patients and their remains are handled with gentleness and respect. Employees shall treat the 

patients as they would their own pets, both alive and deceased. 

• Touching a client or co-worker is acceptable only in the context of expressing sincere 

concern or physical assistance of that individual and is limited to that individual’s arm or 

hand. It is to stop immediately if that individual expresses discomfort, either verbally or with 

their body language. 

• Employee evaluations include adherence to professional conduct standards. 

 

Drug and Alcohol Free Clinic 

Elko Veterinary Clinic is a Drug and Alcohol Free Clinic. There shall be no alcohol, illegal drug or 

legal drug use on clinic property.  Any employee found to have possession or be under the influence 

of alcohol or drugs would be terminated immediately.  Any possession of illegal drugs either through 

purchasing or selling while at the Clinic, or if evidence warrants, will involve police notification.  

Anyone determined to be under the influence of alcohol or drugs will not be allowed to drive their car 

from the premises that day, and will be sent home immediately either via public transportation at their 

own expense, or you may contact someone to pick you up. 

The only exception to the above policy is the use of drugs prescribed by an individual’s physician.  If 

you are taking medication as prescribed by your doctor and the medication may affect your job 

performance, it is necessary to notify the Practice Manager and/or Team Leader of such information.  
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If said drugs do not have an effect on your job performance or travel to and from the Clinic, they will 

be allowed. 

Management reserves the right to require a drug test of any employee at any time. 

 

Harassment 

The Clinic is committed to providing a work environment free from discrimination. Therefore, we 

have a zero tolerance policy on harassment. Harassment in any form, including verbal or physical, is 

strictly forbidden. 

The clinic strictly prohibits sexual harassment. Sexual harassment is defined as unwelcome sexual 

advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature if: 

• Submission to such conduct is explicitly or implicitly made a term or condition of an 

individual’s employment; 

• Submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting that individual; or 

• Such conduct unreasonably interferes with an individual’s work performance or creates an 

intimidating, hostile, or offensive work environment. 

Any harassment that is directed at a person because of the person’s gender is also sexual harassment, 

regardless of whether it is sexual in nature.  

Conduct of this nature is prohibited by the Clinic, whether the person engaging in such conduct is an 

owner, practice manager, co-worker, or third party (such as suppliers, customers, and service 

personnel). If an employee thinks he or she has been subjected to harassment, or is aware of 

harassment in the workplace, it should immediately be brought to the attentions of the Owners or 

Practice Manager and vice versa. All complaints will be investigated and the appropriate parties will 

be notified of the results. Investigations will be conducted as confidentially as practicable. Any 

employee found to have engaged in sexual harassment will be subject to disciplinary action, up to and 

including terminations, and possible legal action. 

The clinic will not retaliate against employees for making harassment complaints, sexual or otherwise 

or for bringing possible harassment to the management’s attention. 

 

Conflict Resolution 

Elko Veterinary Clinic recognizes that in the clinical environment there is potential for conflict to 

arise between employees. Conflicts can arise for a wide variety of reasons and may take many forms. 

Conflict exists in every organization and to a certain extent, indicates a healthy exchange of ideas and 

creativity; however, counter-productive conflict can result in employee dissatisfaction, reduced 

productivity, and poor service to clients, absenteeism and increased employee turnover.  In addition 

to the productivity and cost benefits of timely conflict resolution, employee morale is higher when 

employees believe there is a fair and consistent process, which goes beyond their immediate 

supervisor, for dealing with conflict. 

All employees are responsible for identifying and trying to resolve conflicts.  If the conflict cannot be 

resolved, discussion should be made with the Team Leader to collaboratively understand and resolve 

work related issues with co-workers or the supervisor.  Often mediation may be used to resolve 

conflict.  Mediation is a process involving an objective third party. The mediator guides the 

conflicting parties in considering alternative resolutions. 
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There will be zero tolerance for retaliation and intimidation of any employee for addressing conflicts 

with other involved team members. All involved parties will be given ample opportunity to share 

their opinions in regards to the conflict. All conflicts will be addressed as soon as possible. A plan for 

the resolution will include a feasible timetable. The conflict resolution will maximize the benefit to 

the clinic while being as fair and equitable as possible to the individual parties involved. 

 

Resolving Problems and Concerns 

Elko Veterinary Clinic endeavors to satisfy concerns and resolve problems related to working 

conditions, policies, alleged discrimination, or anything else that threatens a productive work 

environment. If you have a problem or concern, you should bring the problem to the attentions of 

your Team Leader or the Practice Manager as soon as possible after the occurrence. The Team 

Leaders and/or Practice Manager will attempt to resolve the problem. If you are still not satisfied, 

inform the Owners of the problem, in writing, within five working days. The Owners will investigate 

the circumstances and return a decision to you within five working days. The Owners’ decision on a 

given issue is not intended to set any precedent, nor restrict future decisions, unless stated in a Clinic 

policy. 

 

Disciplinary Procedures 

The Clinic reserves the right to discipline and discharge employees.  When, in the management’s 

opinion, there is a problem with an employee’s performance, attendance, or conduct, or there is some 

other problem that needs to be addressed, disciplinary action may be taken.  If the problem is not 

corrected, the employee may be terminated.  The Clinic does not guarantee any particular disciplinary 

procedure or specific warning before discharge.  Some problems or conduct may, in the 

management’s discretion, warrant termination for the first offense.  Any action taken should not be 

interpreted as establishing a precedent for other cases. 

 

Conflict of Interest 

Conflict of interest impairs an employee’s ability to exercise good judgment on behalf of the Clinic. 

Examples of conflict of interest include, but are not limited to: gifts or favors, financial interests, 

outside employment, personal or romantic involvement with a competitor, supplier, or subordinate 

employee of the Clinic. An employee involved in any type of relationship or situation stated in this 

policy must immediately inform and fully disclose the relevant circumstances to the Practice 

Manager. If an actual or potential conflict is determined, the Clinic may take corrective disciplinary 

action, up to and including terminations. 

Employees may not accept gratuity from any client, vendor, supplier, or other person doing business 

with the Clinic as it may give the appearance of influence regarding business, transactions, or 

service. The Practice manager must be notified in advance for expenses paid by such persons for 

business meals, trips, or gifts.  

The Clinic respects the rights of employees to participate in activities outside of employment and 

does not seek to interfere with off-duty conduct. However, certain types of off-duty conduct may 

interfere with legitimate Clinic business. Employees are expected to conduct personal affairs in a 

manner that does not affect the Clinic’s integrity, reputation or credibility.  Employees are not to 

wear clothing bearing the company logo, or Clinic-supplied attire during any activity that may 
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reflect negatively on the Clinic.  Failure to abide by this policy may lead to disciplinary action, up 

to and including termination. 

 

Orientation and Training  

The Clinic provides orientation and training for all new staff members to introduce you to the clinic 

staff and facilities, as well as train and describe your job responsibilities. If at any time you have a 

question, feel free to ask any employee, team leader or management member. Your Team Leader or 

the Practice Manger will provide a general orientation checklist and schedule to you. 

 

Employee Performance Planning 

New staff members receive ongoing feedback of their progress. In addition, there will be one written 

review and one goal setting session during the first 90 days on the team. The reviews are usually 

conducted bi-annually. We feel this is the best way for us to learn each other’s needs and be sure our 

goals and objectives are on target. 

• To provide employees with accurate and complete information regarding performance. 

• To identify areas in which the employee does well and acknowledge the areas that need 

improvement. 

• To provide a performance improvement plan to correct deficiencies. 

• To establish the groundwork for each employee to combine the performance evaluation with 

any salary modification. 

Interim reviews may also be scheduled as needed. 

Salary adjustments will be considered on an annual basis, utilizing the following criteria: 

• Increased value: Overall contributions to the Clinic, clients and patients. 

• Increased responsibility: Have you assumed any additional responsibilities? Have you come 

up with a solution to improve efficiencies and/or decrease the work load for yourself and / or 

other staff members? 

• Education: Are you currently enrolled in and attending educational courses that benefit the 

Clinic or enhance your current position? Have you attended any learning seminars which 

have increased your knowledge and ability? 

• Proficiency: Has your ability to perform your assigned tasks improved? 

• Interpersonal Skills: Do you have a positive and professional approach to your work? Do 

you regularly contribute to a positive work environment? 

• Reliability: Are you punctual and reliable completing your tasks? 

It is the responsibility of the employee to ensure their performance evaluation is scheduled. In the 

event of an emergency, the evaluation may be rescheduled.  Seniority is not a consideration in the 

salary review process. 

 

Employment Classification 

New Employees: 

• Employed for less than 90 calendar days. The orientation period may be extended for another 

90 days if the nature of the job warrants further training. 

• Former employees rehired after more than 12 months away from the clinic. 

After you have satisfactorily completed 90 days of continued employment, you are: 
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• Considered potentially qualified 

• Reclassified as either a regular or temporary employee. 

• Given seniority retroactive to your start date. 

Regular full-time employees: 

• Staff who regularly work 30+ hours per work week. 

Regular part-time employees: 

• Staff members who work less than 30 hours per work week. 

Temporary full-time employees: 

• Staff members whose service is intended for a limited time, but who work the same weekly 

hours as a regular full-time employee for a period of less than 180 days. 

Temporary part-time employees: 

• Employees who work less than 30 hours per week on an indefinite, irregular work schedule. 

If you work a regular part-time schedule for more than 180 days, you receive regular part-

time status. 

Non-exempt employees: 

• These are regular, full-time, par-time or temporary staff members who are not exempt from 

the minimum wage, overtime and time card provisions of the current Fair Labor Standards 

Act (Wage and Hour Law). These employees include Licensed Veterinary Technicians, 

Animal Care Technicians, Animal Care Assistants and Client Care Representatives. 

Exempt employees: 

• These are staff members who are exempt from the minimum wage and overtime provisions of 

the current Fair Labor Standards Act (Wage and Hour Law). These employees include staff 

members who qualify as administrative, supervisory, professional employees, or as outside 

sales persons, including Doctors, Office Managers, and Practice Managers. 

• Vacation time for exempt:  

• Time will be tracked at 10 hours per day (requested time off) but your salary will be              

paid the same. You will be allowed the 80 hours or 8 days of vacation time per calendar year 

after one full year of employment. 

• Sick time for exempt: 

• Your sick time will be tracked at 10 hours per day for three days or 30 hours. Your salary will 

be the same and the time will be tracked. 

 

Dress Code / Personal Appearance 

Employees are required to wear proper fitting scrubs or uniforms, including those that might be 

provided by the clinic. Black or blue jeans are acceptable attire, but are not provided. Employees will 

wear proper fitting and supportive shoes.  No open toed shoes or sandals or high heels are allowed. 

All apparel must be clean, without wrinkles, holes or frayed ends.  Uniforms or scrub might be 

purchase by the Clinic at an allowance of two sets per year. If name badges are provided, they will be 

worn at all times.  

You should always present a well-groomed image when representing the clinic. Your personal 

appearance should be professional at all times. Hair should be clean, neat, and without “loud” colors. 

Facial hair should be properly groomed and neat in appearance. Makeup should be tastefully applied. 
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Nails need to be manicured and not overly long or distracting or obnoxious. Perfumes should be mild 

and not distracting to clients or co-workers. 

Body Piercings/Jewelry/Tattoos:  

No facial piercings are allowed. Earrings should be of reasonable sized, dangling jewelry is not 

allowed. Body art (tattoos) will be kept covered and not be visible to our clients, unless it is deemed 

acceptable by the management. 

Each employee is expected to adhere to these codes. Employees will be provided with 

updates/modifications in the event revisions are made. Failure to comply with policy is as follows: 

• First offence: You will be given a verbal warning and asked not to wear inappropriate attire again, 

or be sent home to change. 

• Second offence: You will be given a written warning and be sent home to change into appropriate 

work attire. 

• Third offence: Will result in termination of employment. 

 

Parking 

Employee parking is designated to the parking spaces facing the highway.  Employees will not park 

in front of the Clinic building or along the side unless it is on the west side of the employee entrance 

door.  These are client-designated parking spaces.  Always remember to lock your vehicle.  Do not 

block the driveway areas in front or back of the barn.  The Clinic is not responsible for damage or 

theft to your vehicle or your personal property. 

 

Personal Telephone Calls 

From time to time, there are occasions when there is a need for incoming and outgoing personal 

phone calls, such as school situations, family emergencies, etc.  The Clinic will allow the use of the 

phones for special circumstances.  Unless it is an emergency, these calls must be made during lunch 

and break periods.  

 

When personal calls come in, a message will be taken and a note will be left in your personal 

drawer/locker.  Please keep your calls short so that our schedule can continue to run smoothly. Long 

distance calls are not to be made on the clinic phones. 

 

Personal matters must be handled during your breaks. Personal phone calls will not be allowed in the 

reception area or in front of clients. If you receive a personal call and you are busy, a message will be 

taken and you can return the call at a later time on your break. This does not include emergency 

phone call messages that will be given to you immediately.  

 

Cell Phones  

Use of cell phones at work is prohibited during your shift, other than during your breaks.  This 

includes, but is not limited to, sending/receiving text messages, checking email, posting information 

on a personal website, social media, etc.  Cell phones are to be turned off or silenced and left in your 

personal drawer/locker or vehicle at all times.  Business cell phones are permitted for business related 

telephone calls only.  In the event that you are expecting an emergency telephone call and need to 

have your cell phone available, inform the Practice Manager or your team leader. 
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Social Media and Internet Usage 

This policy provides guidance for employee use of social media, which should be broadly understood 

for purposes of this policy to include blogs, wikis, micro blogs, message boards, chat rooms, electronic 

newsletters, online forums, social networking sites, and other sites and services that permit users to 

share information with others in a contemporaneous manner. 

 

PROCEDURES 

The following principles apply to professional use of social media on behalf of Elko Veterinary Clinic 

as well as personal use of social media when referencing the Clinic. 

 

 Employees need to know and adhere to the Clinic’s Employee Handbook and other company 

policies when using social media in reference to the Clinic. 

 Employees should be aware of the effect their actions may have on their images, as well as Elko 

Veterinary Clinic’s image. The information that employees post or publish may be public information 

for a long time. 

 Employees should be aware that the Clinic may observe content and information made available by 

employees through social media. Employees should use their best judgment in posting material that is 

neither inappropriate nor harmful to the Clinic, its employees, or customers. 

Although not an exclusive list, some specific examples of prohibited social media conduct include 

posting commentary, content, or images that are defamatory, pornographic, proprietary, harassing, 

libelous, or that can create a hostile work environment. 

 Employees are not to publish, post or release any information that is considered confidential or not 

public. If there are questions about what is considered confidential, employees should check with the 

Practice Manager and/or supervisor. 

 Social media networks, blogs and other types of online content sometimes generate press and media 

attention or legal questions. Employees should refer these inquiries to authorized Elko Veterinary 

Clinic spokesperson. 

If employees find they encounter a situation while using social media that threatens to become 

antagonistic; employees should disengage from the dialogue in a polite manner and seek the advice of 

a supervisor. 

 Employees should get appropriate permission before you refer to or post images of current or former 

employees, members, vendors or suppliers. Additionally, employees should get appropriate permission 

to use a third party's copyrights, copyrighted material, trademarks, service marks or other intellectual 

property. 

 Social media use shouldn't interfere with employee’s responsibilities at the Clinic.  Elko Veterinary 

Clinic’s computer systems are to be used for business purposes only. When using the company’s 

computer systems, use of social media for business purposes is allowed (ex: Facebook, Twitter, 

Clinic blogs and LinkedIn), but personal use of social media networks or personal blogging of online 

content is discouraged and could result in disciplinary action.  Downloading apps and clicking on links 

in unsolicited email is forbidden. 

 Subject to applicable law, after‐hours online activity that violates the Company’s Code of 

Conduct or any other company policy may subject an employee to disciplinary action or termination. 

If employees publish content after‐hours that involves work or subjects associated with 

Elko Veterinary Clinic a disclaimer should be used, such as this: “The postings on this site are my own 

and may not represent Elko Veterinary Clinic’s positions, strategies or opinions.” 

It is highly recommended that employees keep Company related social media accounts separate from 

personal accounts, if practical. 
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Children at Work 

We understand that emergencies occur and at times it is convenient to bring your child/children to 

work for a short duration (i.e. waiting for transport, an appointment, etc.).  With prior approval from 

the Practice Manager, you may bring your child to work on an occasional, emergency basis.  Your 

child/children are to remain upstairs only.   

 

For liability reasons, your child/children is/are not allowed in the treatment area, around any patients, 

in the wards, in the reception area, or any other location besides upstairs.  You are responsible to 

clean any and all messes created by your children prior to leaving your shift.   

 

Smoking 

As a healthcare facility in the community, (even if only for animals), we still want to set an example 

of sound health awareness and conduct.  We encourage our employees not to smoke.  However, we 

recognize that the decision to smoke or not to smoke is a personal one. 

Because of potential hazards, the use of cigarettes and e-cigarettes is permitted only in designated 

areas.  The areas are outside the building, but not in the barn or in view of our clients and at least 30 

feet from any external door.  If you smoke, you will be held accountable for disposing of your 

cigarette butts in a safe and appropriate manner.  Leaving cigarette butts on the ground in or around 

Elko Veterinary Clinic will not be tolerated. 

 

Time Cards and Time Management 

You are responsible for recording the hours you work on your time clock account. You must record 

the time: 

• Each time you report to work 

• Each time you leave the premises, with the exception of business related errands. 

Your electronic time clock account is considered a legal document. It must not be destroyed, 

damaged, or tampered with. Any errors made on your electronic time clock account (i.e. forgot to 

clock in or out), must be brought to the immediate attention of the Practice Manager by completing 

and submitting an Hours Not Clocked or Missed Form. Any delays in reporting errors may result in a 

delay in receiving your paycheck or errors in calculating your actual worked hours.  

It is a policy violation for you to register another employee’s time or for them to register your 

time. Only the Office Manager and the Practice Manager are allowed to enter or change your 

time for you. 

You are expected to schedule your day in an efficient manner to accomplish the tasks at hand. If it 

appears that you will be unable to accomplish your duties in your normal scheduled shift, inform your 

Team Leader as soon as possible.  Complete all personal matters prior to clocking in and after 

clocking out. If you have to leave the clinic on emergency personal business during your scheduled 

hours, you must receive permission from your Team Leader, then record your departure and return on 

your electronic time account. 
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Tardiness 

Due to the nature of veterinary medicine, promptness is essential. It is unacceptable to arrive late; 

notice is required in the event that you will be more than 15 minutes late for your shift. All staff 

members are expected to arrive at work five minutes before their scheduled time, ready to begin the 

day’s tasks. All personal business will be taken care of on breaks or lunch. Arriving late to work 

and/or from breaks may be considered habitual tardiness and may result in disciplinary action, up to 

and including termination. 

 

Schedule 

The monthly schedule for both the doctors and the staff will be finalized and posted usually 30 days 

in advance, but no later than two weeks prior to the next month. Scheduling will be the responsibility 

for the Practice Manager, but may be delegated to another team member. 

You will find a final schedule of your workdays and hours on the shared computer drive and one will 

also be emailed to you. Because of the type of business, we have many different and rotating 

schedules and no permanent shifts are guaranteed.  Each employee in each team area is required to 

share in the schedule rotation.  

If you need time off you must complete a “Time off Request Form” and turned it into your Team 

Leader at least 30 days prior to the posting of the schedule for that month. All non-emergency 

requests for time off after the monthly schedule has been posted must be submitted to your Team 

Leader. You are then required to find someone to cover your shifts and to fill out a Trade a Day 

Request Form. Your Team Leader and the Practice Manager must then authorize it. Trade days other 

than for an emergency cannot involve either person receiving overtime. 

 

Work Hours / Meal Breaks 

Employees will be paid for all hours worked; including time spent attending meetings or any hours 

beyond their normal work schedule. Overtime will be paid to hourly employees, with the Practice 

Manager’s and/or the Doctor’s prior approval. If overtime is necessary in the event of an emergency, 

notify the Doctor when you exceed your scheduled hours.  Authorized overtime must be documented 

on an Overtime Pay Request Form and signed by the Doctor or Practice Manager. Provided you work 

no more than six hours in a workday, you may voluntarily waive your right to a lunch break by 

signing a Break Waiver Consent Form.  

If your workday is more than six hours and your assigned work makes it impossible for you to be 

released for a lunch break, as determined by a Doctor or Practice Manager, you will be paid for your 

lunch break. If you want your break, you will be allowed a 30-minute non-paid break. 

Every effort should be made to take each break. Breaks and lunches should be scheduled in a manner 

that will minimize the impact on patient care and serving our clients. Employees working up to 4 

hours per shift will be eligible for an uninterrupted 10-minute break. Employees working at least 8 

hours per shift will be provided with two (2) 10-minute breaks and at least a 30-minute unpaid break. 

 

Attendance at Meetings 

Attendance at meetings is mandatory. You will only be excused from attendance if you are sick or if 

you have made arrangements in advance with your Team Leader and/or Practice Manager. You will 
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then be required to read the meeting and/or training notes and take a verbal or written exam on the 

information. It is your responsibility to understand the meeting notes and address any unclear issues. 

If you miss two or more meetings and/or trainings per calendar month that are not excused, this will 

be considered habitual absences and will result in disciplinary action, up to and including 

termination.  

 

On-Call Duty and Compensation 

 As a valuable part of our community, it is imperative for Elko Veterinary Clinic to provide continued 

services for our clients at all times. This includes emergency services, both during and after normal 

business hours as a member of our team, there may be times you are scheduled to be “On-Call”. On-

Call duty is defined as being available to assist with an emergency after normal business hours.  

The client contacts the On-Call Doctor on the on call phone, regarding any emergency.  It is at the 

Doctor’s discretion as to whether the emergency needs to be seen and if assistance will be needed. It 

is the Doctor’s responsibility to contact the employee On-Call. The employee On-Call is expected to 

leave their home no later than 30 minutes after receiving the phone call from the Doctor. An 

employee On-Call will be considered “on the clock” as soon as he/she enter the vehicle to come to 

work. Failure to respond to the On-Call Doctor’s phone call or failure to arrive at the Clinic to 

provide assistance may result in disciplinary action, up to and including termination.  

Doctors will be compensated for On-Call wages as determined in their Employment Agreement. On-

Call employees must clock in and out each time they are called in to assist the Doctor. Employees 

will receive 1-½ times their pay rate for hours worked. Each On-Call employee must ensure that the 

client is charged for the “Technician Over Time/Hour”. All On-Call time including time employee 

entered his or her vehicle, must be documented on an On-Call Pay Request Form and signed by the 

Doctor authorizing the overtime. The late nurse’s overtime does not start until her shift ends which is 

at 7:00 pm. 

 

Fit for Duty Policy 

    

When you are on call you are not allowed to drink alcohol or do any type of recreational drug that       

may impair your ability to work.  You are required to be fit for duty during that on call time whether 

you are called in or not.  You must be able to give 100% to your job if you are called in.  If you 

cannot be called in because of such behavior this will be considered “no call no show” and will result 

in disciplinary action up to and including termination. 

 

Overtime 

If you work more than 40 hours in the same work week (Sunday through Saturday), you are entitled 

to overtime pay according to the Federal Fair Labor Standards Act. Some positons are exempt from 

the minimum wage and time card provisions of the Act (see below). The Practice Manager or your 

Team Leader must authorize any overtime not due to a veterinary emergency in advance. You may 

not work overtime without advanced approval and the Practice Manager can discipline employees 

after they work unapproved overtime.  Vacation, holiday and sick leave pay will not count in 

calculations of overtime. 
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Paid Holidays 

There is only “Holiday Pay” for employees who work on recognized holidays. Employees who work 

the holiday will receive 1 ½ times their pay rate for each hour worked. Employees who do not work 

the holiday will not be paid.  There are other days of the year we might choose to be closed but they 

are not considered “holidays”. 

We recognize the following holidays: 

• New Year’s Day – Closed all day 

• Memorial Day --Closed all day 

• Independence Day (4th of July) Closed all day 

• Labor Day – Closed all day 

• Thanksgiving Day –Closed all day 

• Christmas Day –Closed all day 

 

Sick Leave  

Upon completion of one year of continued full time employment, you will be eligible for sick leave 

benefits. You will be eligible for three (3) days of sick leave per year. Pay for sick leave may only be 

used when you are normally scheduled to work, but is unable to work because you are ill.   

To be eligible for sick leave pay, you must notify your Team Leader and the Practice Manager no 

later than two (2) hours prior to your scheduled work shift.  The employee is expected to speak 

directly with their Team Leader and the Practice Manager. Messages left on an answer machine, 

voice mail or text messages do not constitute notice. You will be required to contact your Team 

Leader each day of your absence unless prior arrangements have been made. If you are sick for 3 

days in a row, you must bring a note from your doctor upon your return. Failure to contact the 

Team Leader as noted above will be considered a “no call no show” and may result in disciplinary 

action, up to and including termination. 

Misuse of this benefit, or excessive, or unexcused absenteeism will result in disciplinary action, up to 

and including termination. All personal appointments need to be scheduled on your days off or must 

be requested on a Time off Request Form.  

Any unused sick days do not carry over into the next year and you are not paid for days not used at 

the end of the calendar year.  

Anniversary bonuses will be paid out according to sick time use.  See attached Employee Rewards. 

Failure to return from sick leave for your next scheduled shift without proper notification will be 

considered job abandonment and treated as voluntary termination.  

Part-time employees are not eligible for paid sick time; sick time off is without pay. 

 

Vacation Scheduling 

All vacations will be scheduled so that continuous client service and patient care is assured. 

Seniority or taking turns for coming holidays will determine any conflicting request for time off. If 

scheduling permits, staff members may use split vacations, and the use of vacation benefits will be 

in hourly increments. Vacation days may not be carried forward to the next year. If you have 

worked for the clinic less than one year or you have already used your paid vacation time off, all 
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absences will be time off without pay. Time off without pay is addressed on an individual basis and 

the needs of the Clinic are considered first. 

Prior to the beginning of a leave of absence, any earned, but unused vacation time must be taken. 

No allowances can be made for sickness or other unforeseen circumstances occurring during your 

vacation. Failure to return from vacation on the scheduled date is considered job abandonment and 

treated as voluntary termination. 

 

Vacation days 

Eligible full time staff members will receive an annual paid vacation. The length of your vacation is 

based upon the length of your continuous service with the clinic. After 1 year of continued 

employment, you will be entitled to 40 hours of vacation time. After 2 years of continued 

employment, you will be entitled to 80 hours of vacation time.  See attached Employee Rewards. 

Vacation pay for eligible full time staff members is at the regular pay rate. All vacation requests 

need to be turned in at least 30 days prior to the completion of the schedule for that month. If an 

unexpected event comes up, or you are late turning in your form and the schedule is posted, it is 

your responsibility to find a co-worker of equal training to cover your shift. This shift change must 

be approved. If no one is available to cover your shift, you will be expected to work your shift. 

You must use your earned vacation time before the end of the year or you will be paid at the end of 

that calendar year, in the last pay period, for the hours not used. Unless according to the Fair Labors 

and Standard Act vacation time does not apply to your position (i.e. salary exempt). 

Part-time employees are not eligible for paid vacation time; all vacation days will be unpaid.  

 

Bereavement Leave 

Eligible staff members who suffer the death of a family member will be granted time off from work 

according to the following provisions: 

• If a death occurs in your immediate family, you will be compensated for three consecutive days. 

Immediate family includes father, mother, sister, brother, wife, husband, son, daughter, father-in-

law, and mother-in-law.  Notify the Practice Manager as soon as possible regarding your leave. 

• If the death of a relative occurs, you will be compensated for the day you attend the funeral. 

Relatives under this section include grandmother, grandfather, grandchild, brother-in-law, sister-

in-law, daughter-in-law, or son-in-law.  Notify the Practice Manager as soon as possible 

regarding which day you will be attending the funeral. 

 

Leave of Absence 

A leave of absence without pay (LWOP) may be granted when unpredictable circumstances require 

you to be away from your job for extended periods of time. You must use all of your sick and 

vacation time you are allowed prior to your leave of absents. If your request for LWOP is approved, 

your benefits will be discontinued during the absence. Leaves of absence may be considered in the 

following instances: 
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• Disability—When an extended recovery is anticipated, a physician’s statement showing diagnosis 

of illness or injury, prognosis, and expected date of return to work is requested.  It is also 

necessary to obtain a statement from a physician outlining any restrictions to your duties. 

• Serious illness or death in the family—When circumstances of an emergency nature force an 

absence from work, please notify the Practice Manager as soon as you become aware of the 

emergency. 

• Personal business—Matters of personal nature that does not involve employment elsewhere. 

• Funeral leave. 

• Leave for military service. 

• Marriage—a leave of absence without pay for up to two weeks for your marriage. 

• New childcare. 

 

Your written request for a leave of absence must be submitted as far in advance as possible. You 

must specify the reason for the leave. Your group insurance coverage can be continued at your own 

expense, if you desire, you will not accrue seniority while on an unpaid leave of absence.  We will 

make every attempt to reinstate you according to the following priorities, unless mandated by law 

(military duty, maternity leave, or job related injury/illness) when you are ready to return: 

• Your prior position. 

• An equivalent position for which you are qualified. 

• A lesser position (pay or responsibilities) for which you are qualified. 

• If you fail to return to work when scheduled, it will be presumed you have resigned employment 

voluntarily.   

• You will be considered as having resigned voluntarily if your position no longer exists when 

you wish to return.   

• If you accept outside employment during the leave of absence or if it is found that you 

misrepresented the reason for the leave, you will be considered involuntarily terminated.   

• If your request for LWOP is denied and you fail to report for work as scheduled, your absence is 

considered job abandonment and treated as a voluntary termination. 

Workers will not be punished for legitimate absences from work. 

 

Maternity 

Employees who become pregnant must notify the Practice Manager to ensure that all fetal safety 

precautions are put into place and followed.  Your physician must approve your continuing to work in 

the clinic environment and provide, in writing, any work restrictions, if applicable.  

Up to 12 weeks unpaid leave will be granted for maternity leave.  Any earned sick leave and unused 

vacation time must be taken during maternity leave of absence.   

 

Jury Duty 

Employees who are called to serve jury duty will be granted a leave of absence by submitting your 

jury summons to the Practice Manager. You will receive your normal salary for up to 10 business 

days, less the money you receive for jury duty. When returning to work, you will be required to 

provide proof from the court indicating the total number of days you served and the amount of your 

jury pay. If you are relieved from jury duty before the end of your regular schedule work day, you are 

expected to contact the Practice Manager for instructions on working the rest of the day. 
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Voting 

In exercising your legal right to vote, we encourage you to go to the polls before or after regular 

working hours.  The law allows up to two hours of time off for voting in statewide elections.  Please 

notify your Team Leader at least two working days prior if you will need time off to vote.  The 

absence will be scheduled at the time appropriate for the clinic. 

 

Paydays 

Elko Veterinary Clinic prefers you fill out an Authorization for Direct Deposit form to have your 

check automatically deposited into an account of your choice. An Authorization for Direct Deposit of 

your paycheck into your bank account must be filled out in entirety. If after opting for Direct Deposit 

you determine you no longer wish to utilize this service, you must notify the Office Manager in 

writing at least one week prior to the end of the pay period. Allow up to two pay periods to 

thoroughly process your request. 

Elko Veterinary Clinic is on a semi-monthly pay schedule. Checks will be available on the fifteenth 

(15th) and by noon on the last day of the month. In the event a payday falls on a Saturday, you will 

receive your check the Friday before. If it falls on a Sunday, or holiday, you will receive your 

paycheck on the following Monday or the next business weekday. Pay periods end on the 9th and the 

23rd of each month.  

Elko Veterinary Clinic does not allow for paycheck advances, nor can your paycheck be released 

prior to the scheduled date. Your paycheck will not be released to another individual unless prior 

arrangements are made in writing the Practice Manager.  

You are responsible for your paycheck after it has been delivered. If you lose or misplace your check, 

you need to inform the Practice Manager IMMEDIATELY. We will notify the bank to initiate the 

“stop-payment” process, and issue you another check as soon as reasonably possible. Stop payment 

fees are the responsibility of the employee and must be paid to the Clinic before you receive your 

replacement check. 

 

If improper deductions have been made to your paycheck the Clinic will make good faith efforts to 

correct mistakes when alerted to them. 

 

Payroll Deductions 

You must fill out a Withholding Exemption Certificate (Form W-4) when you first begin 

employment. The form W-4 remains in effect until you submit a new amended form, required 

annually and due December 31st. A completed I-9 Form is required upon employment along with the 

listed acceptable forms of ID for verification to legally work in the United States. This clinic will 

require that each new employee sign and date the first section of the Immigration and Naturalization 

Service I-9. If a previous I-9 is more than three years old, it will be null and void; a new I-9 will need 

to be completed. 

According to the law, we withhold payroll taxes from your paycheck. These deductions include state 

and federal income tax, social security and Medicare contributions (FICA), and State disability 

insurance (SDI) taxes.  
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If you desire, we will make pre-tax deductions for United Fund, U.S. Savings Bonds, and 

contributions to a healthcare plan, or any similar funds. All deductions must have a signed 

authorization sheet in your personnel file. These will be deducted from your paycheck according to 

the written request plan requirements.  

 

Garnishment of Wages 

A garnishment is a court order that requires the employer to pay part of a staff member’s wages to 

someone else in order to pay off a debt. If the Clinic receives a properly processed garnishment, you 

will be notified and such designated amount will be withheld from your paycheck, in accordance with 

the law. The Clinic is allowed to collect fees from you for wage garnishment paperwork. The court 

issuing the garnishment determines fees. Garnishments involve the Clinic in your personal affairs and 

result in considerable paperwork and expense for the Clinic. You are encouraged to work out another 

satisfactory solution to indebtedness so that garnishment will not become necessary. 

 

Profit Sharing (401K) Plan 

Regular full-time employees will become eligible to join the office profit sharing (401K) program 

after one (1) year of continued employment. Eligibility and vesting requirements can be obtained 

from the Office Manager.  

 

Medical benefits 

Regular full-time employees are eligible to participate in the group medical insurance program after 2 

months (60 days) of continued employment. You and the clinic will share the cost of medical 

insurance. The clinic will pay 85% of the employee’s premium. You must pay the balance of the 

premium through a payroll deduction. You may elect to waive participation in the program by filling 

out an Insurance Declination Form.  

Elko Veterinary Clinic does not determine or set the medical insurance premiums; each individual 

insurance company sets them. 

When you leave the employ of the clinic, your medical coverage will be continued until the last day 

you work. You may have the right to extend that coverage at your own expense for up to 18 months 

under the Consolidated Omnibus Reconciliation Act of 1985 (COBRA). Details on COBRA are 

available through your health insurance provider. 

 

Continuing Education 

We encourage you to continually enhance your skills by attending continuing education (CE) 

programs.  These programs may be meetings, lectures, or workshop programs.  The Clinic may 

choose to pay up to $350.00 per year (but is not required to pay any amount) in CE funds toward the 

registration of these classes. You will be expected to share in the cost of your CE by personally 

funding expenses in excess of what the Clinic has determined it might allocate.  Since CE funds are 

designed for continued learning, they must be utilized in the year awarded.  CE funds cannot be 

carried over to the next year.  In the event that you cease employment before you take advantage of 

the CE funds, you will forfeit your possible allotment.  If you have been awarded funds and you 

cease employment for any reason 6 months upon receipt, you will be required to pay back all funds in 

full within 30 days.  
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We firmly believe educational development is important to our personal growth and the betterment of 

the Clinic.  We encourage you to take courses or training to increase your job competence and to 

prepare for future advancement.  Advance notification of courses you would like to attend is essential 

so that we can ensure adequate staffing in your absence. 

To qualify for this assistance, you must submit the following documents within 30 days of the course 

completion date: 

• Evidence that you completed the course. 

• A verified statement of the tuition paid and other costs. 

• An outline (or syllabus) of information covered in the course and recommendations for the items 

you would like to see implemented in the Clinic. 

• A write up and lecture to present to the staff about what you learned. 

You will be paid your hourly wage for courses we require you to attend.  If you fail to attend a course 

that was prepaid by the Clinic, you will reimburse the Clinic all fees that the clinic paid. 

A copy of certificates and units earned should be given to the Practice Manager for inclusion in your 

personnel file. 

If you are required to attend CE courses in order to maintain a valid license or certification, we will 

pay for the course/seminar registration fees up to $650.00.  The Clinic assumes no responsibility for 

staff members who become delinquent in the number of units needed for re-certification and who; as 

a result, lose their license and/or certificate.  The loss of your certification or licensing could affect 

your job position and pay. 

 

Veterinary Services for Employees  

Full time employees are eligible for Pet Care Benefits after one (1) year of continued employment. 

This benefit applies to the employee’s pet only, not pets of friends or family members.  Abuse of this 

privilege may lead to loss of the benefit in its entirety.   

After one year of continued full time employment, your pet/pets will receive two elective surgeries or 

dental cleanings. This does not include lab work or extractions or medications. All other procedures 

are at a discounted fee of 50% (subject to change without notice) for the services and cost plus 10% 

on products or retail supplies. You will also be allowed 10 days free boarding per year. None of these 

benefits will carry over to the next year if not used in that year. Two of your pets will also receive 

their annual wellness exam and vaccinations free of charge. 

All medical or boarding needs for clinic employees and doctor’s pets will be scheduled an 

appointment and treated as a client.  Staff will enter through the front door fill out all paperwork, and 

wait to be taken in to and exam room.  Discharging and boarding pets will follow the protocol as 

well.  Staff pets will not be seen without an appointment.  Personal pets will not be allowed on site 

without a valid appointment (i.e. exam, boarding, etc.). This is to assure the safety or your pet(s), as 

well as that of our client’s pet(s). 

All associated charges for an employee’s pet will be input into the computer by another employee. 

The Office Manager or Practice Manager will check all charges for validity. Employees are not 

allowed to enter their own invoices, nor conclude their own invoices.  
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Doctors will not be expected to pay for the services they do on their own personal pets with the 

exception of pharmaceuticals.  These will be charged at cost plus 10%. Doctors are required to keep 

medical records on all treatments and surgical procedures on their animals. 

In the case of an Emergency, you must notify the Practice Manager and/or the Owners prior to 

bringing your pet(s) to work for the day, unless prior arrangements have been made. 

As an employee you are allowed, in an emergency situations, to charge services and supplies, up 

to the amount of one paycheck, on your account. You would then pay in full at the end of each 

month or within 30 days whichever is sooner.   

Your account will be treated like any other client’s.  The clinic would prefer to have an automatic 

payment deducted from your paycheck to apply on your clinic account. You must have a signed 

authorization sheet for each deduction. You may apply for and use your Care Credit account to pay 

for services and supplies you receive.  Only the Practice Manager will approve payment plans for 

employees. If the ninety-day payment plan is used, no additional charges can be placed until this 

amount is paid in full. 

 

Reimbursement of Expenses 

If you purchase supplies for the clinic, or use your own vehicle for clinic business, you will be 

reimbursed for the expense and or mileage. The Owners or the Practice Manager must authorize all 

expenses and an itemized receipt must be submitted to the Office Manager for payment. Mileage 

expenses will be reimbursed at the current IRS authorized rate. 

 

Attending Doctor 

There will be a Doctor assigned to each patient in the clinic this includes boarding pets. This Doctor 

will be responsible for all the aspects of the patient care, including complete case reviews, procedures 

performed, treatments given, etc.  Doctors will need to communicate patient needs to the next Doctor 

covering shifts either via phone conversation or by documentation in each patient’s medical record. 

 

Doctor Discounts 

Associate Doctors are able to discount services up to their production percentage as defined in their 

Employment Contract. All services are to be run at full prices and the discounts will be run under the 

Doctor authorizing them.  The discount will in turn be discounted from the Doctor’s compensation 

percentages. Retail sales will not be discounted. 

 

Patient Handling 

All patients must be handled with appropriate restraint and gentleness. Hitting or any violent action 

used on a patient or boarding animal in the care of Elko Veterinary Clinic is not tolerated and is 

against our Standards of Care. Violation of this policy will lead to disciplinary action, up to and 

including termination. 

 

Teaching Lectures 

Any staff member teaching a subject is required to have lecture notes typed up and available the day 

of the lecture. These notes are to be handed out to each staff member, including doctors, as reference 

materials to aid in comprehension of the material.  
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Maintenance and Housekeeping 

It will be the responsibility of each employee to oversee his or her work area cleanliness on a daily 

basis.  Cleanliness of the entire Clinic is the responsibility of each and every employee.  If an 

employee sees that an area of the Clinic, inside or outside, is being neglected, it shall be the 

responsibility of that employee to help in the cleanliness of this area and discuss ongoing issues with 

your Team Leader and the Practice Manager. 

We are proud of our Clinic and want to ensure a clean and orderly environment for our staff, clients 

and patients.  This requires a team effort on everyone’s part. 

The field of veterinary medicine demands clean and, at times, aseptic conditions.  Also, our clients 

expect a clean, well-kept facility.  This job is to be undertaken by all employees on a continual basis.  

Time permitting, we ask that you closely observe your work area to ensure that it is clean and tidy. 

As we have some very valuable equipment, we ask that when working with our supplies, equipment, 

and Clinic materials, please use caution and care.  Each employee will be held accountable for the 

care and upkeep of equipment in specific areas.  This includes proper maintenance.  We understand 

that mistakes or accidents can happen.  If you feel that equipment in the Clinic is not functioning 

properly or is not being cared for in a proper manner, please advise the Practice Manager or the 

Owners.  Theft; deliberate or careless damage, or destruction of any Clinic property is not tolerated 

and will subject the employee to disciplinary action, up to and including termination. 

 

Clinic Security 

You are responsible for any personal belongings you bring to the office.  Keep your personal 

belongings in a safe place (i.e. staff area upstairs), not visible to clients or other staff members.   

No outside agency, inspector, visitor, inquirer, salesperson, or ex-employee may enter the treatment 

area, surgery, or staff areas of the clinic without permission from the Owner(s) or Practice Manager 

on duty that day. 

Do not discuss the security system/codes or the door code with any unauthorized person.  Doing so 

may result in disciplinary action, up to and including termination. 

 

Personal Security 

There are certain security risks that arise generally from the public especially when coming to and 

from work, when dealing with upset clients, when handling money or with having controlled 

substances on the premises.  There are times, after normal hours of operation, where it can be dark 

and not many people are around when arriving or leaving the clinic.  Try to park in a well-lit area that 

is visible.  When possible, try to leave or arrive with another trusted person. 

Employees should always act in a manner that ensures their personal safety.  If a serious situation 

occurs, if needed, employees should contact police or utilize the emergency button located at the 

reception desk.  This button immediately and silently notifies emergency services.  Each employee 

will ensure that all doors completely close behind him or her when exiting the building.  The last 

person to leave the Clinic at night will make sure that all doors are locked. 

 

Safety/Emergency Procedures 

The Clinic will, at all times, maintain a safe working environment.  Unsafe conditions can lead to 

injuries, illnesses, lost wages, high medical expenses, and disability payments.  All members of the 
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Clinic will be trained to do their tasks with the utmost safety.  All members should be confident in 

their understanding of risks and hazards on the job. 

It is the employer’s responsibility to enforce all safety rules.  Please notify your 

Team Leader or the Practice Manager of any unsafe conditions so the situation can be corrected.  

Safety and cleanliness of the Clinic, both inside and out, will be a priority for all employees.  We use 

a variety of different liquids, powders, and wipes to keep the Clinic clean.  It is important for every 

member to know the risks involved with said cleaning materials.  The Safety Data Sheets (SDS) will 

be kept updated with all chemicals we store on-site.  The SDS binders are stored in the 

Administrative Office on the bookshelf.  If there are any questions, please ask the Inventory 

Manager, Practice Manager or the Owners. 

Public safety questions or concerns should be directed to the Practice Manager/Owners unless in the 

case of an emergency.  In case of an emergency, the police and fire department should be contacted.  

Clients and staff should evacuate the building.  All pets should be leashed or put into carrying cases 

and put in employee-owned vehicles.  It is the responsibility of the Practice Manager or Lead Client 

Care Representative to secure the cash before leaving the facility if safe to do so.  Remember that the 

health and safety of our staff take precedence over our facility and animals. 

Refer to the Emergency Action Plan for additional information. 

 

Radiology and Anesthesia 

We use all precautions to prevent unnecessary exposure to radiation from x-rays.  Refer to the 

Radiation Safety Program.  Radiation badges must be worn at all times during a radiologic procedure.  

Radiation badges are not to be worm when not performing radiologic procedures, nor will the badges 

be removed from the premises.  Employees who do not have a radiation badge will not assist in or 

perform radiologic procedures. 

Anesthetic gas is a potentially hazardous gas.  Precautions include but are not limited to: all 

exhausted gas is filtered through absorbent carbon; isoflourane gas is turned off while machine isn’t 

in use, and isoflourane is kept at the lowest possible setting during use. 

See the complete safety manual on this. 

 

Accidents or injuries 

One goal of proper restraint is to prevent injury to all employees involved in the treatment of the 

animal.  When working with animals that can be dangerous, employees should never jeopardize their 

own safety.  Please use caution when handling all animals, as the safety of our staff, clients, and 

patients is our main concern.  

Employees should never lift big animals or objects in excess of 40 pounds by themselves.  The 

employee is required to ask for assistance in these instances.  Floors should be kept dry and clean to 

avoid accidental trips or contamination.  Report any injury or illness to your Team Leader or the 

Practice Manager immediately.   

Employees who have experienced or have witnessed an accident in which an injury has occurred 

involving an employee, visitor, or patient, regardless of the seriousness, are required to report the 

accident to their Team Leader or the Practice Manager.  Failure to report any accidents or injuries 

may result in the delay of proper treatment and eligibility to file a claim under Worker’s 

Compensation. 
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Worker’s Compensation Benefits 

Employees are covered by Worker’s Compensation insurance for work related injuries or 

occupational diseases.  This insurance is paid by the Clinic with no deduction from your wages. 

Worker’s Compensation benefits include medical, surgical, and clinic treatment, in addition to 

payment for lost earnings due to work-related injuries. 

If you are injured while working, notify your Team Leader immediately, even if you consider the 

injury minor.  If your Team Leader is unavailable, then notify the Practice Manager and/or Owners 

no longer than 24 hours after the incident.  You must fill out a C-1 form as soon after the accident or 

injury as possible, but no longer than 24 hours from the time of the incident. 

If you need immediate medical attention, the Practice Manager or a Doctor will take you to the 

nearest medical center.  If you go to the clinic or doctor for treatment, you will need to bring back a 

copy of form C-4 and any restrictions from the doctor before you will be allowed to return to work.  

For any follow up medical treatment, you will need to see the original doctor or a doctor that is 

approved by your Worker’s Compensation Plan.  Follow up visits do not need to be at the Emergency 

Room.  If you are unable to complete your work day because of an on-the-job accident or injury, you 

will be paid for your total scheduled hours for the day.   

If the injury arises out of your voluntary participation in any off-duty recreational, social, or athletic 

activity which is not part of your work-related duties, you must notify your Team Leader and the 

Practice Manager as soon as possible and provide a note from a doctor describing any duty 

restrictions.  Failure to abide by this policy may result in disciplinary action up to and including 

termination. 

 

Confidentiality and Non-Disclosure 

During the performance of your duties, you may have access to certain confidential information.  The 

information may be protected by the Privacy Act of 1974, including client’s name, address, 

communications, files, payment records, office forms or manuals, phone numbers, etc.  These items 

are highly confidential and are provided to you solely for your use in the performance of your duties.   

In consideration of these issues, you will: 

• Consider and maintain all Clinic information as highly confidential and as the trade secrets of the 

Clinic.  Such information must not be discussed away from the premises or within hearing 

distance of any client or visitor. 

• Do not give, or permit to be given, any of this information to any person or entity. 

• Do not photocopy or duplicate, or permit anyone else to photocopy or duplicate, any information 

without the Client and Doctor’s consent.  Radiographs can be copied onto a disk for the Client at 

a fee of $15.00 per animal. 

• Keep all information confidential even after termination of employment. 

• Do not give out personal information about other staff members (their phone numbers, addresses, 

etc.) unless the staff member has given specific and prior written approval. 

When you handle confidential information, you are responsible for its security.  Extreme care should 

be taken to ensure it is safeguarded to protect the Clinic, our staff, suppliers, clients, and patients.  

Any staff member who violates this confidentiality and disclosure policy may be subject to 

disciplinary action up to and including termination, and possible legal action. 
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Statements – Verbal or Written 

No written or verbal statements are to be given by employees of Elko Veterinary Clinic without prior 

consent by the Owners of Elko Veterinary Clinic. All communications, once written and signed are 

binding.  As a staff member of Elko Veterinary Clinic, anything you write or sign becomes a 

statement from the Clinic itself. 

 

Bonding 

Certain responsibilities within the Clinic sometimes require bonding of staff members.  This is a 

precautionary measure and is sometimes taken to ensure adequate protection of property, personnel, 

assets, etc. 

 

Proprietary Information 

Although not intended to discourage staff creativity, any system, idea, or communication developed 

during your tenure is the property of the Clinic and remains so even after termination. 

 

Reference Requests 

All written, oral, or informal requests for information about employees or former employees will be 

referred immediately to the Practice Manager.  By establishing this policy for all reference requests, 

we ensure that any information we release is accurate, authorized, and representative of the Clinic’s 

position. 

 

Outside Employment 

In exchange for fair compensation, we expect you to devote your full attention to the interests of the 

Clinic during your working hours.  We expect you to avoid any other outside business or activities 

that could take your time, interest, or talents away from your responsibilities here.  If you plan to get 

another job, for whatever reason, please discuss it with the Practice Manager to avoid 

misunderstandings about your intentions or responsibilities.  Doctors may not practice veterinary 

medicine in any form outside the Clinic, unless requested by the Owners as an Elko Veterinary Clinic 

employee. 

 

Termination of Employment 

Any employee may be terminated without notice at any time for job performance or other violations 

of policies that, in management’s opinion, are of a serious enough nature as to warrant immediate 

termination.  If termination is not related to job performance or violation of policies, management 

will attempt to provide reasonable advance notice. 

Employees intending to resign are asked to provide a minimum of 2 weeks’ notice, in writing, to the 

Practice Manager.  Employees will not be allowed to take earned but unused vacation or sick time 

during their notice period.  Employees will be paid for any unused accrued vacation in their final 

paycheck.  All keys, equipment, and other clinic property must be returned to the Practice Manager. 

Employees agree in writing, to reimburse the clinic for damaged property.  The employee also agrees 

in writing, to pay all balances owed to Elko Veterinary Clinic for goods or services provided during 

their employment. 
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Vacation pay will be paid to staff that are retired for reasons of age or disability or to the estate of a 

deceased employee. 

Since no vacation time is earned during first continual year of employment, you will not be entitled to 

vacation compensation if you resign or are terminated prior to your one-year anniversary. 
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Elko Veterinary Clinic 
1052 Colt Drive 

Elko, Nevada 89801 
775-738-6116 

Serving Elko since “1953” 

 
 
I have received a copy of the Elko Veterinary Clinic’s Staff Policy and Personnel 
Manual.  I understand that I am to become familiar with its contents, as it outlines 
my responsibilities, benefits, and the Clinic’s guidelines for its employees. 
 
I also understand that I am an at-will employee, which means that either the 
employee or the Clinic can terminate the employment relationship at any time, 
without cause or notice.  Nothing in this manual, or any other Clinic document, 

alters the at-will nature of the employment relationship. 
 
The manual does not create a contract for employment, either expressed or 
implied, and it is not a guarantee of employment for any specific length of time.  
Only the Owners of the Clinic are authorized to enter into employment contracts on 
the Clinic’s behalf, and all employment contracts must be in writing and signed by 
the parties. 
 
Management has the sole discretion to interpret and apply the Clinic’s guidelines 
and procedures.  The Clinic may terminate, rescind, suspend, or change any of its 
guide lines, procedures, or benefits at any time and without prior notice. 
 

The current version of the Staff Policy and Personnel Manual supersedes all 
previous versions and all previously issued policies, guidelines, or procedures, both 
written and unwritten. 
 
 
 
 

 
Employee Signature                                                                       Date  
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Elko Veterinary Clinic 
Mission Statement 

 
 
 
 

Our clients are the lifeblood of our practice that allows us the opportunity to fulfill 
our passion.  The passion that drives us is to provide personalized high quality care 

that optimizes health, and enhances the quality of life for pets and their owners. 
 

We strive to do our very best to provide genuine concern for our patients wellbeing, 
health and comfort.  We will always treat our clients with respect, dignity and 

compassion.  We hope that they enjoy long lasting health of their pets and feel the 
desire to refer their friends and family members to our practice. We consider 

referrals as the very best complement our clients can give us. 
 

We are inspired to maintain strong lifelong client relations by exceeding the 
expected standards of patient care and client services, while celebrating and 

protecting the human animal bond. 
 

We pledge to offer every pet the health care they deserve. 
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Staff Motto 
 

  
We will provide friendly, informative, courteous and timely service to our clients, 
both human and animal, at all times.  We will recognize the concerns, love and 

sometimes the fears our clients may have and treat them with respect and 
compassion. 

 
 

DO WHAT YOU SAY YOU’RE GOING TO DO! 

DO IT WHEN YOU SAY YOU’RE GOING TO DO IT! 

DO IT RIGHT THE FIRST TIME! 


