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Section:	Introduction

Welcome
Revised:	09/04/2015	|	Effective:	09/04/2015

We	believe	that	every	employee	helps	to	make	Peach	State	Nephrology	successful.	We	hope	that	you	will	be
proud	to	be	a	member	of	our	team.

This	handbook	describes	many	of	our	policies	and	outlines	the	programs	and	benefits	available	to	eligible
employees.

The	handbook	will	answer	many	questions	you	may	have	about	your	employment	at	Peach	State	Nephrology.
We	suggest	that	you	become	familiar	with	the	handbook	as	soon	as	possible.

We	hope	that	your	experience	here	will	be	challenging,	enjoyable,	and	rewarding.	Again,	welcome!

Sincerely,

Sonu	Singh

Introductory	Statement
Revised:	09/04/2015	|	Effective:	09/04/2015

This	handbook	has	been	prepared	to	provide	our	employees	with	a	general	understanding	of	our	personnel
policies,	work	rules	and	benefits.	All	employees	are	responsible	for	becoming	familiar	with	our	policies	and
procedures.	If	you	have	any	questions	regarding	the	material	in	the	handbook,	please	contact	your	supervisor
or	any	other	member	of	management	for	clarification.

The	handbook	should	not	be	construed	as	an	employment	contract	or	agreement	for	employment	for	any
specified	period	of	time.	We	reserve	the	right	to	make	changes	to	these	policies	at	any	time.	When	changes
are	necessary,	we	will	provide	you	with	amended	pages	for	your	handbook.

Customer	Relations
Revised:	09/04/2015	|	Effective:	09/04/2015

Our	customers	are	vital	to	the	success	of	our	business.	Every	employee	represents	Peach	State	Nephrology	to
customers	and	the	public.	One	of	the	highest	priorities	at	Peach	State	Nephrology	is	to	help	our	customers	or
potential	customers.	Nothing	is	more	important	than	being	courteous,	friendly,	prompt,	and	helpful	to
customers.	

If	a	customer	wants	to	make	a	specific	comment	or	a	complaint,	you	should	direct	the	person	to	the
Immediate	Supervisor	for	appropriate	action.	Your	contacts	with	the	public,	your	telephone	manners,	and	any
communications	you	send	to	customers	reflect	not	only	on	you	but	also	on	the	professionalism	of	our
company.	

Good	customer	relations	build	customer	loyalty.



Section:	Employment	Policies	&	Procedures

Right	to	Work
Revised:	09/04/2015	|	Effective:	09/04/2015

The	"Right	to	Work"	means	that	an	employee	cannot	be	compelled	to	join	or	pay	the	equivalent	of	dues	to	a
union,	nor	can	the	employee	be	fired	if	he	or	she	joins	the	union.	In	other	words,	the	employee	has	the	right
to	work,	regardless	of	whether	he	or	she	is	a	member	or	financial	contributor	to	such	a	union.

We	believe	that	the	work	conditions,	wages,	and	benefits	we	offer	to	Peach	State	Nephrology	employees	are
competitive	with	those	offered	by	other	employers	in	this	area	and	in	this	industry.	If	you	have	concerns	about
work	conditions	or	compensation,	we	strongly	encourage	you	to	express	these	concerns	openly	and	directly	to
your	supervisor.

Our	experience	has	shown	that	when	employees	deal	openly	and	directly	with	management,	the	work
environment	can	be	excellent,	communications	can	be	clear,	and	attitudes	can	be	positive.	We	believe	that
Peach	State	Nephrology	fully	demonstrates	its	commitment	to	employees	by	responding	effectively	to
employee	concerns.

Specific	to	employees	in	Georgia
You	are	protected	by	the	state's	Right	to	Work	law	and	cannot	be	required	to	join	or	pay	dues	or	fees	to	a
union.	There	are	a	few	exceptions	to	the	rule	that	individuals	who	work	in	Right	to	Work	states	cannot	be
required	to	pay	to	join	or	pay	dues	or	fees	to	a	union.	Employees	of	airlines	and	railroads,	and	employees
working	on	property	subject	to	exclusive	federal	jurisdiction,	cannot	be	required	to	join	a	union,	but	may
be	required	to	pay	union	fees.

ADA	Accommodation
Revised:	09/04/2015	|	Effective:	09/04/2015

Reasonable	accommodation	is	available	to	an	employee	with	a	disability	when	the	disability	affects	the
performance	of	job	functions.	We	make	our	employment	decisions	based	on	the	merits	of	the	situation	in
accordance	with	defined	criteria,	not	the	disability	of	the	individual.	

Qualified	individuals	with	disabilities	are	entitled	to	equal	pay	and	other	forms	of	compensation	(or	changes	in
compensation)	as	well	as	job	assignments,	classifications,	organizational	structures,	position	descriptions,
lines	of	progression,	and	seniority	lists.	

We	make	all	types	of	leaves	of	absence	available	to	all	employees	on	an	equal	basis.	Peach	State	Nephrology
is	also	committed	to	not	discriminating	against	any	qualified	employee	or	applicant	because	the	person	is
related	to	or	associated	with	a	person	with	a	disability.	

Peach	State	Nephrology	will	follow	any	state	or	local	law	that	gives	more	protection	to	a	person	with	a
disability	than	the	ADA	gives.	Peach	State	Nephrology	is	committed	to	taking	all	other	actions	that	are
necessary	to	ensure	equal	employment	opportunity	for	persons	with	disabilities	in	accordance	with	the	ADA
and	any	other	applicable	federal,	state,	and	local	laws.

Specific	to	employees	in	Georgia
While	the	Georgia	Disabilities	Code	defines	disability	the	same	as	the	federal	ADA,	the	law	does	not
consider	persons	perceived	or	regarded	as	having	a	handicap,	addicted	to	drugs,	alcohol,	or	other
controlled	substances,	or	pregnant	as	disabled.



Employment-At-Will
Revised:	09/04/2015	|	Effective:	09/04/2015

Employment	with	the	Company	is	at-will	which	means	the	employment	relationship	may	be	terminated	with
or	without	cause	and	with	or	without	notice	at	any	time	by	you	or	the	Company.	In	addition,	the	Company
may	alter	an	employee's	position,	duties,	title	or	compensation	at	any	time,	with	or	without	notice	and	with	or
without	cause.	Nothing	in	this	Handbook	or	in	any	document	or	statement	and	nothing	implied	from	any
course	of	conduct	shall	limit	the	Company's	or	employee's	right	to	terminate	employment	at-will.	Only	the
Company	President	is	authorized	to	modify	the	Company's	at-will	employment	policy	or	enter	into	any
agreement	contrary	to	this	policy.	Any	such	modification	must	be	in	writing	and	signed	by	the	employee	and
the	President.

Equal	Employment	Opportunity
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	adheres	to	all	federal,	state	and	local	laws	regarding	equal	employment	opportunity
that	make	it	illegal	to	discriminate	against	a	job	applicant	or	an	employee	because	of	the	person's	race,	color,
religion,	sex	(including	pregnancy),	national	origin,	age	(40	or	older),	disability	or	genetic	information.	It	is
also	illegal	to	discriminate	against	a	person	because	the	person	complained	about	discrimination,	filed	a
charge	of	discrimination,	or	participated	in	an	employment	discrimination	investigation	or	lawsuit.

We	provide	equal	opportunities	for	all	employees	and	applicants	for	employment	without	regard	to	any
service,	past,	present,	or	future,	in	the	uniformed	services	of	the	United	States.	It	is	the	responsibility	of
everyone	in	management	to	ensure	that	equal	consideration	be	given	to	all	applicants	and	employees	in
personnel	actions,	which	include	recruiting	and	hiring,	selection	for	training,	promotion,	demotion,	discipline,
rates	of	pay	or	other	compensation,	transfer,	layoff,	recalls,	and	terminations.



Harassment	(Anti-Harassment)	-	Short	Version
Revised:	09/04/2015	|	Effective:	09/04/2015

We	expect	every	person	at	Peach	State	Nephrology	to	be	treated	with	fairness,	respect,	and	dignity.	This
includes	customers	and	vendors	as	well	as	employees.	Accordingly,	any	form	of	harassment	based	on	an
individual's	race,	color,	sex,	religion,	national	origin,	age	or	disability	is	a	violation	of	this	policy	and	will	be
treated	as	a	disciplinary	matter.	

The	term	harassment	includes	slurs	and	any	other	offensive	remarks,	jokes,	graphic	material,	or	other
offensive	verbal,	written,	or	physical	conduct.	Unwelcome	sexual	advances,	requests	for	sexual	favors,	and
any	other	unwelcome,	unbecoming	verbal	or	physical	conduct	will	not	be	tolerated	and	is	not	a	condition	of
employment.

The	company	is	committed	to	maintaining	a	safe	and	healthy	work	environment	and	takes	all	appropriate
health	and	safety	precautions	consistent	with	current	medical	knowledge.	Employees	may	not	refuse	to	work
with	or	cooperate	with,	withhold	services	from	or	otherwise	harass,	intimidate,	degrade	or	isolate	a	coworker
because	of	a	known	or	suspected	disability	or	disease,	or	because	of	a	coworker's	association	with	a	person
with	a	disability	or	disease.

Any	employee	who	believes	that	he	or	she	has	been	subject	of	harassment	shall	immediately	report	the
conduct	to	a	member	of	management.		The	company	will	promptly	investigate	all	complaints	and	will
endeavor	to	handle	these	matters	expeditiously,	confidentially,	and	in	a	professional	manner	so	as	to	protect
the	offended	individual	and	other	individuals	providing	relevant	information.	

Upon	completion	of	a	thorough	investigation	by	management,	prompt	and	appropriate	action	will	be	taken.
There	will	be	no	retaliation	against	anyone	for	stepping	forward	with	a	concern	regarding	any	type	of
harassment.	All	employees	are	to	cooperate	with	any	investigation	into	a	harassment	complaint.	False
accusations	of	harassment	cause	harm	to	innocent	people	and	such	conduct	will	not	be	tolerated.	The
company	will	take	all	steps	necessary	to	prevent	any	form	of	harassment	from	occurring.	All	supervisors	and
managers	are	informed	of	this	policy	and	have	been	instructed	as	to	what	constitutes	proper	and	improper
behavior.	We	are	prepared	to	promptly	take	steps	necessary	to	enforce	this	policy.

Violations	of	the	company's	harassment	policy	will	result	in	disciplinary	action,	up	to	and	including	discharge.

Employment	Applications
Revised:	09/04/2015	|	Effective:	09/04/2015

We	rely	on	the	accuracy	of	the	information	you	put	on	your	employment	application.	We	expect	that	you	and
your	references	will	give	accurate	and	true	information	during	the	hiring	process	and	employment.	If	we	find
that	any	information	is	misleading,	false,	or	was	left	out	on	purpose,	we	may	reject	an	applicant	from	further
consideration.	If	the	person	has	already	been	hired,	it	could	result	in	termination	of	employment.



Immigration	Reform	and	Control	Act
Revised:	09/04/2015	|	Effective:	09/04/2015

It	is	the	company's	policy	to	fully	comply	with	the	regulations	of	the	Immigration	Reform	and	Control	Act	of
1986	(as	amended)	enforced	by	the	Department	of	Homeland	Security.	We	will	hire	only	American	citizens
and	aliens	who	are	authorized	to	work	in	the	United	States.

The	law	requires	our	company	to	do	five	things:

1.	All	new	employees	must	complete	Section	1	of	the	I-9	form	within	three	business	days	of	hire.

2.	Check	documents	establishing	employees'	identity	and	eligibility	to	work.	(Note:	You	are	not	allowed	to	tell
the	employee	which	documents	to	present	and	cannot	ask	for	more	than	is	required.)

3.	The	person	examining	the	documents	must	complete	Section	2	of	the	I-9	Form	and	the	Certification
Section.

4.	Retain	the	form	for	at	least	three	years.	(If	the	company	employs	the	person	for	more	than	three	years,	the
company	must	retain	the	form	until	one	year	after	the	person	leaves	our	employment.)

5.	Present	the	form	for	inspection	to	the	Department	of	Homeland	Security	or	Department	of	Labor	officer
upon	request.	(At	least	three	days	advance	notice	will	be	given.)

If	an	employee	is	hired	for	less	than	three	days,	the	company	must	complete	Form	I-9	before	the	end	of	the
employee's	first	working	day.	The	I-9	Form	contains	instructions	for	completion.	The	employee	assigned	to	this
task	must	follow	those	instructions	completely.	

I-9	Forms	are	to	be	kept	separate	from	all	other	personnel	records.



E-Verify
Revised:	09/04/2015	|	Effective:	09/04/2015

E-Verify	is	to	be	used	only	after	an	offer	of	employment	has	been	made	and	we	utilize	the	E-Verify	System	to
ensure	that	every	employee	in	the	workforce	is	authorized	to	work	in	the	United	States.	

Peach	State	Nephrology	is	committed	to	employing	only	people	who	are	United	States	citizens	or	who	are
aliens	legally	authorized	to	work	in	the	United	States	in	accordance	with	the	Immigration	Reform	and	Control
Act	of	1986.	We	do	not	illegally	discriminate	because	of	a	person's	citizenship	or	national	origin.

Every	new	employee	at	Peach	State	Nephrology	is	required	to	complete	the	Employment	Eligibility	Verification
Form	I-9	and	show	documents	that	prove	identity	and	employment	eligibility.	

Peach	State	Nephrology	follows	federal	and	state	requirements	and	utilizes	E-Verify	to	provide	further
eligibility	verification	of	employment.	If	E-Verify	does	not	confirm	eligibility,	Peach	State	Nephrology	will	notify
the	employee	as	required	by	law.

If	you	leave	Peach	State	Nephrology	and	are	rehired,	you	must	complete	another	Form	I-9	if	the	previous	I-9
with	Peach	State	Nephrology	is	more	than	three	years	old;	if	the	original	I-9	is	not	accurate;	or	if	we	no	longer
have	the	original	I-9.

If	you	have	questions	or	want	information	on	the	immigration	laws,	contact	the	Supervisor.	Retaliation	of	any
form	is	against	the	law	and	if	you	ask	questions	or	want	to	complain	about	the	immigration	law	compliance
policy,	you	will	not	be	punished	in	any	way.

Specific	to	employees	in	Georgia

Every	private	employer	who	has	500	or	more	employees	shall	register	and	participate	in	the	E-Verify
program	by	January	1,	2012.		Every	private	employer	who	has	100-499	employees	shall	register	and
participate	in	the	E-Verify	program	by	July	1,	2012.		Every	private	employer	who	has	11-99	employees
shall	register	and	participate	in	the	E-Verify	program	by	July	1,	2013.

An	employee	is	defined	as	a	person	who	is	employed	to	work	35	or	more	hours	per	week.		A	contractor	is
defined	as	a	“person	or	entity	that	enters	into	a	contract	for	the	physical	performance	of	services	with	a
public	employer.”		A	public	employer	is	defined	as	every	department,	agency,	or	instrumentality	of	the
state.

Requirements

Every	public	employer	shall	register	and	participate.		A	public	employer	cannot	enter	into	a	contract	with	a
contractor	for	physical	labor	or	services	unless	the	contractor	registers	and	participates	in	E-Verify,	as
evidenced	by	a	notarized	affidavit;	the	same	applies	to	subcontractors	and	sub-subcontractors.		If	a
contractor	does	not	hire	employees	or	sub-contractors,	he	can	provide	to	the	employer	a	personal	state-
issued	identification	card	which,	prior	to	issuance,	has	verified	lawful	immigration	status.

Every	private	employer	employing	more	than	ten	employees	shall	register	and	participate.		Participation	in
or	exemption	from	E-Verify	shall	be	determined	by	the	number	of	employees	that	were	employed	by	the
private	employer	on	January	1	of	the	year	the	affidavit	stating	exemption	or	participation	is	filed.



Employment	Categories
Revised:	09/04/2015	|	Effective:	09/04/2015

It	is	important	that	you	understand	the	definitions	of	the	employment	categories	at	Peach	State	Nephrology
and	know	your	classification.	Your	employment	category	helps	determine	your	employment	status	and	your
eligibility	for	benefits.	If	you	have	questions	or	are	not	sure	what	your	employment	classification	is,	talk	to
your	Supervisor/Manager.

These	employment	categories	do	not	guarantee	employment	with	Peach	State	Nephrology	for	any	specific
period.	You	became	an	employee	at	Peach	State	Nephrology	voluntarily	and	your	employment	is	at	will.	"At
will"	means	that	you	may	terminate	your	employment	at	any	time,	with	or	without	cause	or	advance	notice.
Likewise,	"at	will"	means	that	Peach	State	Nephrology	may	terminate	your	employment	at	any	time,	with	or
without	cause	or	advance	notice,	as	long	as	we	do	not	violate	federal	or	state	laws.

Depending	on	your	job,	you	are	either	NONEXEMPT	or	EXEMPT	from	federal	and	state	wage	and	hour	laws.	If
you	are	a	NONEXEMPT	employee,	you	are	entitled	to	overtime	pay	under	the	specific	provisions	of	federal	and
state	laws.	If	you	are	an	EXEMPT	employee,	you	are	excluded	from	specific	provisions	of	federal	and	state
wage	and	hour	laws.	Your	EXEMPT	or	NONEXEMPT	classification	may	be	changed	only	with	written	notification
by	Peach	State	Nephrology	management.

In	addition	being	a	Nonexempt	or	Exempt	employee,	you	may	also	belong	to	one	of	the	following	employment
categories:

You	are	a	REGULAR	FULL-TIME	employee	if	you	are	not	assigned	to	a	temporary	or	introductory	status	AND
you	are	regularly	scheduled	to	work	the	Peach	State	Nephrology	full-time	schedule.	REGULAR	FULL-TIME
employees	are	employees	who	are	not	in	a	temporary	or	introductory	status	AND	who	are	regularly	scheduled
to	work	the	full-time	schedule	at	Peach	State	Nephrology.	In	most	cases,	regular	full-time	employees	are
eligible	for	all	Peach	State	Nephrology	benefit	programs,	subject	to	the	terms,	conditions,	and	limitations	of
each	benefit	program.	

You	are	a	PART-TIME	employee	if	you	are	not	in	a	temporary	or	introductory	status	AND	you	are	regularly
scheduled	to	work	25	hours	per	week.	Part-time	employees	receive	all	legally	mandated	benefits,	such	as
Social	Security	and	workers'	compensation	insurance.	Part-time	employees	are	not	eligible	for	the	other	Peach
State	Nephrology	benefit	programs.	

TEMPORARY:	Individuals	hired	to	work	on	a	temporary	project	or	assignment.	Such	assignments	may	be	of
definite	or	indefinite	duration.	Most	employers	define	a	"temporary"	employee	as	an	individual	who	is	not	a
regular	employee	and	who	will	be	scheduled	to	work	for	a	limited	period	of	definite	or	indefinite	duration.
Employment	beyond	the	specified	period	should	not	in	any	way	imply	a	change	to	the	individual's
employment	status	or	benefit	eligibility.	You	are	an	INTRODUCTORY	employee	if	your	performance	is	being
evaluated	to	determine	whether	further	employment	in	a	specific	position	or	with	the	company	is	appropriate.
When	you	satisfactorily	complete	the	Introductory	Period,	you	will	be	told	about	your	new	employment
classification.

Introductory	Period
Revised:	09/04/2015	|	Effective:	09/04/2015

The	first	90	days	of	employment	are	considered	to	be	the	introductory	period.	During	this	time	you	will	be
evaluated	by	your	Supervisor	on	your	job	performance,	personal	traits	and	general	fitness	for	the	job.

Employees	in	their	introductory	period	are	not	eligible	for	company	benefits,	with	the	exception	of	paid
holidays.

After	completing	the	introductory	period,	your	continued	employment	will	be	determined	by	your	job
performance	and	adherence	to	the	company's	policies	and	code	of	conduct.



Job	Descriptions
Revised:	09/04/2015	|	Effective:	09/04/2015

We	strive	to	have	accurate	job	descriptions	for	all	jobs	at	Peach	State	Nephrology.	A	job	description	includes
the	following	sections:

Job	information;
Job	summary	(gives	a	general	overview	of	the	job's	purpose;
Essential	duties	and	responsibilities;
Supervisory	responsibilities;
Qualifications	(includes	education	and/or	experience,	language	skills,	mathematical	skills,	reasoning
ability,	and	any	certification	required;
Physical	demands;	and
Work	environment.

We	use	job	descriptions	to	identify	the	requirements	of	a	job,	set	up	the	hiring	criteria,	set	standards	for
employee	performance	evaluations,	and	establish	a	basis	for	making	reasonable	accommodations	for
individuals	with	disabilities.

The	Supervisor	will	prepare	a	job	description	when	a	new	job	is	created.	We	review	existing	job	descriptions
and	update	them	when	a	job	changes.	

Your	job	description	does	not	necessarily	cover	every	task	or	duty	that	you	might	be	assigned.	You	may	be
assigned	additional	responsibilities	as	necessary.	If	you	have	questions	or	concerns	about	your	job	description,
contact	your	immediate	supervisor.

Performance	Appraisal	Program
Revised:	09/04/2015	|	Effective:	09/04/2015

It	is	the	company's	policy	to	review	each	employee's	performance	on	an	on-going	basis	to	ensure	that	you	are
performing	your	job	to	the	best	of	your	abilities	as	well	to	suggest	areas	for	improvement	and	development.

The	initial	performance	review	is	conducted	after	the	employee's	introductory	period	which	is	90	days.
Thereafter,	performance	reviews	are	conducted	on	a	semi-annual	and	annual	basis.	In	the	event	you	are
promoted	or	transferred	to	another	position,	you	will	receive	a	performance	review	after	6	months.

Your	review	will	be	based	on	such	factors	as	quality	and	quantity	of	work,	knowledge	of	your	job,	initiative,
attendance,	personal	conduct	record	and	your	attitude	toward	your	job	and	the	other	employees.	The	review
presents	an	opportunity	to	discuss	your	performance	as	well	as	to	determine	the	areas	for	improvement	or
development.

Resignation
Revised:	09/04/2015	|	Effective:	09/04/2015

Employees	who	choose	to	leave	the	company	are	asked	to	give	at	least	two	weeks'	notice.	Employees	who	do
not	give	an	appropriate	notice	will	not	be	eligible	for	rehire.

All	terminating	employees	will	have	an	exit	interview.	The	purpose	of	the	interview	is	to	be	certain	the	reasons
for	the	employee's	termination	are	not	founded	on	a	misunderstanding	or	erroneous	situation.	The	interview
will	also	cover	what	compensation	the	employee	has	coming	and	when	termination	of	benefits	will	occur.

Employees	are	expected	to	turn	in	all	company	property	at	the	time	of	termination.



Termination
Revised:	09/04/2015	|	Effective:	09/04/2015

Discharge	may	become	necessary	due	to	the	employee's	lack	of	ability	or	failure	to	fulfill	the	requirements	of
the	job.	Discharges	are	always	unpleasant	and	costly,	and	the	company	does	not	take	the	decision	to
discharge	lightly.	Advance	notice	may	or	may	not	be	given	depending	on	the	circumstances	surrounding	the
termination.

All	terminating	employees	will	have	an	exit	interview.	The	purpose	of	the	interview	is	to	be	certain	the	reasons
for	the	employee's	termination	are	not	founded	on	a	misunderstanding	or	erroneous	situation	and	to	solicit
information	on	what	the	employee	understands	of	the	company	and	the	company	benefits.	The	interview	will
also	cover	what	compensation	the	employee	has	coming	and	when	termination	of	benefits	will	occur.	

Employees	are	expected	to	turn	in	all	company	property	at	the	time	of	termination.

Non-Disclosure
Revised:	09/04/2015	|	Effective:	09/04/2015

It	is	very	important	to	Peach	State	Nephrology	that	we	protect	our	confidential	business	information	and	trade
secrets.	Confidential	information	includes,	but	is	not	limited	to	the	following:

Compensation/Payroll	Data	Computer	Processes	Computer	Programs	and	Codes	Customer	Lists	Customer
Preferences	Financial	Data	and	Information	Labor	Relations	Strategies	Marketing	Strategies

You	may	be	asked	to	sign	a	non-disclosure	agreement	as	a	condition	of	your	employment.

If	you	improperly	use	or	disclose	a	trade	secret	or	confidential	business	information,	you	will	be	subject	to
disciplinary	action,	up	to	and	including	termination	of	employment	and	legal	action.

Lactation	Policy
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	will	accommodate	employees	who	desire	to	express	breast	milk	during	working	hours
by	providing	a	reasonable	amount	of	break	time	to	be	used	for	this	purpose.

In	the	event	that	an	employee	requires	additional	time,	other	than	the	scheduled	rest	or	meal	periods,	Peach
State	Nephrology	will	provide	additional	unpaid	time	off	for	this	purpose.

Specific	to	employees	in	Georgia
Georgia	law	allows	employers	to	provide	daily	unpaid	break	time	for	a	mother	to	express	breast	milk	for
her	infant	child.	Employers	are	also	required	to	make	a	reasonable	effort	to	provide	a	private	location,
other	than	a	toilet	stall,	in	close	proximity	to	the	workplace	for	this	activity.	The	employer	is	not	required	to
provide	break	time	if	to	do	so	would	unduly	disrupt	the	workplace	operations.

EEO	Policy
Revised:	09/04/2015	|	Effective:	09/04/2015

We	follow	state	and	federal	laws	prohibiting	discrimination	in	hiring	and	employment.	We	do	not	discriminate
against	employees	in	violation	of	these	laws.



Harassment	(Anti-Harassment)	-	Long	Version
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	provides	equal	employment	opportunity	to	all	employees	and	applicants.	This	means
that	all	employment	decisions,	including	hiring,	placement,	discipline,	promotion,	leave	of	absence,	job
assignment,	compensation,	transfer,	layoff,	recall,	and	termination	and	access	to	benefits	and	training,	are
made	without	regard	to	race,	color,	creed,	religion,	sex,	sexual	orientation,	alienage,	citizenship	status,
marital	status,	status	as	a	Vietnam	era	veteran,	national	origin,	age,	handicap,	disability,	or	any	other
characteristic	protected	by	federal,	state,	and/or	local	law.

Equal	employment	opportunity	also	encompasses	Peach	State	Nephrology's	commitment	to	maintaining	a
work	environment	that	is	free	of	unlawful	discrimination	and	harassment.		In	furtherance	of	this	commitment,
employees	are	not	to	display	or	electronically	send	pictures,	cartoons,	posters,	e-mail,	or	jokes	that	may
reasonably	be	deemed	offensive	because	of	race,	color,	religion,	sex,	sexual	orientation,	alienage,	citizenship
status,	marital	status,	status	as	a	Vietnam	era	veteran,	national	origin,	age,	handicap,	disability	or	any	other
characteristic	protected	by	federal,	state,	and/or	local	law.		Similarly,	employees	are	not	to	make	comments,
jokes,	epithets,	pranks,	innuendos,	gestures,	touchings,	nor	to	engage	in	any	other	form	of	conduct,	that	may
reasonably	be	deemed	offensive	because	of	race,	color,	religion,	sex,	sexual	orientation,	alienage,	citizenship
status,	marital	status,	status	as	a	Vietnam	era	veteran,	national	origin,	age,	handicap,	disability	or	any	other
characteristic	protected	by	federal,	state,	and/or	local	law.

Sexual	harassment	is	a	form	of	unlawful	harassment	that	is	based	on	an	individual’s	sex	or	is	of	a	sexual
nature.		It	includes,	but	is	not	limited	to,	the	types	of	prohibited	harassment	identified	above,	as	well	as
unwelcome	sexual	advances,	requests	for	sexual	favors,	and/or	other	verbal	or	physical	conduct.	Such
conduct	constitutes	sexual	harassment	when	any	of	the	following	occur	or	are	present:		(1)	submission	to
such	conduct	is	made	either	explicitly	or	implicitly	a	term	or	condition	of	employment;	(2)	submitting	to	or
rejection	of	such	conduct	is	used	as	the	basis	for	employment	decisions;	and/or	(3)	such	conduct	has	the
purpose	or	effect	of	unreasonably	interfering	with	an	individual’s	work	performance	or	creates	an	intimidating,
hostile	or	offensive	working	environment.		All	unlawful	harassment,	including	sexual	harassment,	is	strictly
prohibited.

The	prohibitions	above	include	discrimination	and	harassment	in	any	workplace	context,	including
conferences,	meetings,	social	events,	and	work-related	activities	and	trips.		These	prohibitions	include
unlawful	harassment	and	discrimination	from	or	towards	managers,	co-workers	and	other	employees	as	well
as	non-employees	with	whom	Peach	State	Nephrology	has	a	business	or	professional	relationship,	including
but	not	limited	to	vendors,	visitors,	customers,	clients,	etc..

If	you	believe	that	you	have	been	subjected	to	or	witnessed	offensive,	hostile	or	any	other	conduct	in	violation
of	this	policy,	or	if	you	believe	that	you	have	been	subjected	to	unlawful	discrimination	in	the	terms	or
conditions	of	your	employment,	you	must	immediately	report	the	matter	as	follows:

Reporting	Complaints	of	discrimination	or	harassment

Peach	State	Nephrology	encourages	and	expects	every	employee	to	report	incidents	of	discrimination	or
harassment,	whether	they	are	directly	involved	or	are	merely	a	witness.		If	any	employee	believes	that	he	or
she	is	being	discriminated	against	or	harassed	or	has	been	subjected	to	discrimination	or	harassment	by	a
coworker,	supervisor,	manager	or	other	individual	at	the	workplace,	or	believes	that	his	or	her	employment	is
being	or	has	been	adversely	affected	by	such	conduct,	or	believes	that	he	or	she	has	witnessed	such	conduct,
the	employee	should	report	the	concerns	(orally	or	in	writing)	IMMEDIATELY		to	his	or	her	supervisor,	manager,
next	level	manager,	another	manager,	or	the	Human	Resources	department.

Once	the	matter	has	been	reported,	a	prompt	investigation	will	be	conducted	and,	to	the	extent	that	it	does
not	compromise	the	integrity	of	the	investigation,	confidentiality	will	be	maintained	concerning	the
allegations.		Should	the	investigation	establish	that	an	individual	has	engaged	in	conduct	prohibited	under
this	Policy,	disciplinary	action	warranted	by	the	results	of	the	investigation	will	be	taken	against	the	offending
employee(s).	To	be	clear,	any	employee	found	to	be	engaging	in	conduct	prohibited	under	this	Policy	will	be
subject	to	discipline.

Employees	who	fail	to	cooperate	with	an	investigation,	or	who	knowingly	provide	false	information	in
connection	with	a	complaint	or	an	investigation,	will	be	subject	to	discipline	as	well.

Prohibition	Against	Retaliation



Peach	State	Nephrology	prohibits	and	will	not	tolerate	any	form	of	retaliation	against	an	employee	who	has
filed	a	complaint	in	good	faith	or	an	employee	who,	in	good	faith,	has	cooperated	or	participated	in	an
investigation	of	a	complaint.		If	you	have	filed	a	complaint,	or	have	participated	in	an	investigation,	and
believe	that	you	are	being	or	have	been	retaliated	against,	you	MUST	immediately	report	this	matter	to	one
of	the	persons	mentioned	above	in	the	sub-section	titled	“Reporting	Complaints	of	Discrimination	or
Harassment.”

If	you	believe	that	you	have	been	subjected	to	discrimination	because	of	your	race,	color,	religion,	sex,	sexual
orientation,	alienage,	citizenship	status,	marital	status,	status	as	a	Vietnam	era	veteran,	national	origin,	age,
handicap,	disability,	or	any	other	characteristic	protected	by	federal,	state	and/or	local	law,	or	if	you	believe
that	you	have	been	retaliated	against	for	complaining	about	discrimination	or	participating	in	an	investigation,
it	is	your	responsibility	as	an	employee	to	utilize	the	complaint	procedure	established	in	this	Policy	for	the
purposes	of	preventing	and	correcting	this	unacceptable	workplace	behavior.



Background	Checks	-	Arrests/Convictions
Revised:	09/04/2015	|	Effective:	09/04/2015

To	ensure	that	individuals	who	join	the	Company	are	well	qualified	and	to	ensure	that	Peach	State	Nephrology
maintains	a	safe	and	productive	work	environment,	it	is	our	policy	to	conduct	pre-employment	background
checks	on	all	applicants	who	accept	an	offer	of	employment.	Background	checks	may	include	verification	of
any	information	on	the	applicant's	resume	or	application	form.

All	offers	of	employment	are	conditioned	on	receipt	of	a	background	check	report	that	is	acceptable	to	Peach
State	Nephrology.	All	background	checks	are	conducted	in	conformity	with	the	Federal	Fair	Credit	Reporting
Act,	the	Americans	with	Disabilities	Act,	and	state	and	federal	privacy	and	antidiscrimination	laws.	Reports	are
kept	confidential	and	are	only	viewed	by	individuals	involved	in	the	hiring	process.

If	information	obtained	in	a	background	check	would	lead	the	Company	to	deny	employment,	a	copy	of	the
report	will	be	provided	to	the	applicant,	and	the	applicant	will	have	the	opportunity	to	dispute	the	report's
accuracy.	Background	checks	may	include	a	criminal	record	check,	although	a	criminal	conviction	does	not
automatically	bar	an	applicant	from	employment.

Additional	checks	such	as	a	driving	record	or	credit	report	may	be	made	on	applicants	for	particular	job
categories	if	appropriate	and	job	related.

Peach	State	Nephrology	also	reserves	the	right	to	conduct	a	background	check	for	current	employees	to
determine	eligibility	for	promotion	or	reassignment	in	the	same	manner	as	described	above.

	

Specific	to	employees	in	Georgia

All	Employers:
Arrests:
Private	individuals	and	businesses	may	request	criminal	history	records	by	submitting	fingerprints	or	a
signed	consent	form	the	Georgia	Crime	Information	Center	(GCIC).	In	most	cases,	the	GCIC	will	not	release
records	of	arrests	or	charges	that	did	not	result	in	a	conviction,	or	sentences	for	certain	first	offender
crimes	or	for	crimes	where	the	individual	was	later	exonerated	or	the	charges	discharged	without	court
adjudication	of	guilt.

Convictions:	
Generally,	there	are	no	limitations	on	inquiring	or	using	arrest	and	conviction	information,	but	one	major
exception	concerns	convictions	under	Georgia’s	First	Offender	Program.	With	limited	exceptions,	a
discharge	under	the	program	before	July	1,	2004	"is	not	a	conviction	of	a	crime	under	the	laws	of	this	state
and	may	not	be	used	to	disqualify	a	person	in	any	application	for	employment	or	appointment	to	office	in
either	the	public	or	private	sector."	Georgia	law	authorizes	release	of	completed	first	offender	records	for
specific	offenses	when	conducting	pre-employment	criminal	history	record	checks	for	particular	job	fields,
e.g.	working	with	children,	persons	who	are	mentally	disabled,	or	the	elderly.



Work	Place	Bullying
Revised:	09/04/2015	|	Effective:	09/04/2015

The	purpose	of	this	policy	is	to	communicate	to	all	employees,	including	supervisors,	managers	and
executives,	that	Peach	State	Nephrology	will	not	in	any	instance	tolerate	bullying	behavior.	Employees	found
in	violation	of	this	policy	will	be	disciplined,	up	to	and	including	termination.

Peach	State	Nephrology	defines	bullying	as	repeated	inappropriate	behavior,	either	direct	or	indirect,	whether
verbal,	physical	or	otherwise,	conducted	by	one	or	more	persons	against	another	or	others,	at	the	place	of
work	and/or	in	the	course	of	employment.	Such	behavior	violates	the	Company’s	Code	of	Ethics,	which	clearly
states	that	all	employees	will	be	treated	with	dignity	and	respect.

Bullying	may	be	intentional	or	unintentional.	However,	it	must	be	noted	that	when	an	allegation	of	bullying	is
made,	the	intention	of	the	alleged	bully	is	irrelevant,	and	will	not	be	given	consideration	when	meting	out
discipline.	As	in	sexual	harassment,	it	is	the	effect	of	the	behavior	on	the	individual	that	is	important.	The
Company	considers	the	following	types	of	behavior	examples	of	bullying:

Verbal	bullying:	Slandering,	ridiculing	or	maligning	a	person	or	his	or	her	family;	persistent	name	calling
that	is	hurtful,	insulting	or	humiliating;	using	a	person	as	butt	of	jokes;	abusive	and	offensive	remarks.

Physical	bullying:	Pushing,	shoving,	kicking,	poking,	tripping,	assault	or	threat	of	physical	assault,	damage
to	a	person’s	work	area	or	property

Gesture	bullying:	Nonverbal	threatening	gestures;	glances	that	can	convey	threatening	messages.

Exclusion:	Socially	or	physically	excluding	or	disregarding	a	person	in	work-related	activities.

In	addition,	the	following	examples	may	constitute	or	contribute	to	evidence	of	bullying	in	the	workplace:

Persistent	singling	out	of	one	person.
Shouting	or	raising	voice	at	an	individual	in	public	or	in	private.
Using	verbal	or	obscene	gestures.
Not	allowing	the	person	to	speak	or	express	himself	of	herself	(i.e.,	ignoring	or	interrupting).
Personal	insults	and	use	of	offensive	nicknames.
Public	humiliation	in	any	form.
Constant	criticism	on	matters	unrelated	or	minimally	related	to	the	person’s	job	performance	or
description.
Ignoring	or	interrupting	an	individual	at	meetings.
Public	reprimands.
Repeatedly	accusing	someone	of	errors	that	cannot	be	documented.
Deliberately	interfering	with	mail	and	other	communications.
Spreading	rumors	and	gossip	regarding	individuals.
Encouraging	others	to	disregard	a	supervisor’s	instructions.
Manipulating	the	ability	of	someone	to	do	his	or	her	work	(e.g.,	overloading,	underloading,	withholding
information,	assigning	meaningless	tasks,	setting	deadlines	that	cannot	be	met,	giving	deliberately
ambiguous	instructions).
Inflicting	menial	tasks	not	in	keeping	with	the	normal	responsibilities	of	the	job.
Taking	credit	for	another	person’s	ideas.
Refusing	reasonable	requests	for	leave	in	the	absence	of	work-related	reasons	not	to	grant	leave.
Deliberately	excluding	an	individual	or	isolating	him	or	her	from	work-related	activities,	such	as
meetings.
Unwanted	physical	contact,	physical	abuse	or	threats	of	abuse	to	an	individual	or	an	individual’s
property	(defacing	or	marking	up	property).



Discipline/Corrective	Action	Policy
Revised:	09/04/2015	|	Effective:	09/04/2015

Violation	of	Company	policies	and	rules	may	warrant	disciplinary	action.	The	Company	has	established	a
policy	of	corrective	action	or	discipline	that	may	include	verbal	warnings,	written	warnings,	and	suspension.
The	system	is	not	formal	and	the	Company	may,	in	its	sole	discretion,	utilize	whatever	form	of	discipline	is
deemed	appropriate	under	the	circumstances,	up	to,	and	including,	termination	of	employment.	The
Company's	policy	of	discipline	in	no	way	limits	or	alters	the	at-will	employment	relationship.	



Section:	Hours	of	Work	and	Pay

Hours	of	Work
Revised:	09/04/2015	|	Effective:	09/04/2015

The	company	will	maintain	work	hours	for	its	employees	in	accordance	with	federal	and	state	regulations,
production	needs,	and	the	maintenance	of	an	efficient	and	effective	schedule	of	work.

The	Fair	Labor	Standards	Act	requires	employers	to	maintain	an	accurate	record	of	hours	worked	and	to	pay
one	and	one-half	times	the	regular	hourly	rate	of	pay	to	every	nonexempt	employee	who	works	overtime.
Overtime	will	be	defined	as	all	hours	worked	over	forty	in	a	workweek.	The	Fair	Labor	Standards	Act	permits
exemption	of	certain	professional,	administrative,	and	executive	positions	and	certain	sales	positions,	as
defined	in	the	statues,	from	compliance	with	the	act.	

The	official	workweek	for	all	employees	begins	at	12:01	a.m.	on	Monday	and	ends	at	12:00	midnight	the
following	Friday.

The	regular	business	day	is	from	09:00am	to	05:00	pm

Training	Time---	Any	meetings,	lectures,	and	training	programs	that	an	employee	is	required	to	attend	will	be
considered	compensable	time.



Time	Keeping
Revised:	09/04/2015	|	Effective:	09/04/2015

Accurately	recording	time	worked	is	the	responsibility	of	every	employee.	Federal	and	state	laws	require
Peach	State	Nephrology	to	keep	an	accurate	record	of	time	worked	in	order	to	calculate	employee	pay	and
benefits.	Time	worked	is	all	the	time	actually	spent	on	the	job	performing	assigned	duties.

Nonexempt	employees	should	accurately	record	the	time	they	begin	and	end	their	work,	as	well	as	the
beginning	and	ending	time	of	each	meal	period.	They	should	also	record	the	beginning	and	ending	time	of
any	split	shift	or	departure	from	work	for	personal	reasons.	Overtime	work	must	always	be	approved	before	it
is	performed.

Altering,	falsifying,	tampering	with	time	records,	or	recording	time	on	another	employee's	time	record	may
result	in	disciplinary	action,	up	to	and	including	termination	of	employment.	

If	corrections	or	modifications	are	made	to	the	time	record,	both	the	employee	and	the	Supervisor	must	verify
the	accuracy	of	the	changes	by	initialing	the	time	record.

Nonexempt	employees	are	responsible	for	accurately	recording	the	hours	they	work.	This	information	also
helps	Peach	State	Nephrology	comply	with	the	laws	that	require	us	to	keep	accurate	records	of	"time	worked"
in	order	to	correctly	calculate	employee	pay	and	benefits.	"Time	worked"	is	defined	as	all	the	time	nonexempt
staff	spend	performing	assigned	duties.

If	you	are	a	nonexempt	employee,	you	must	accurately	record	the	time	you	begin	and	end	your	work,	as	well
as	the	beginning	and	ending	time	of	any	meal	periods,	split	shifts,	or	if	you	leave	the	workplace	for	personal
reasons.	Also,	you	always	need	to	receive	advance	approval	before	working	any	overtime	hours.

We	consider	attempts	to	falsify	timekeeping	records	a	very	serious	matter.	Therefore,	any	of	the	following
actions	may	result	in	disciplinary	action,	up	to	and	including	termination:	altering,	falsifying,	tampering	with
time	records,	or	recording	another	employee's	time	record.	

You	are	also	responsible	for	signing	your	time	records	to	certify	their	accuracy.	Your	Supervisor	will	then
review	and	initial	the	time	records	before	submitting	for	payroll	processing.	In	addition,	if	corrections	or
revisions	are	made	to	the	time	record,	both	the	employee	and	Supervisor	must	initial	the	changes	on	the	time
record	as	being	accurate.

Salary	Administration
Revised:	09/04/2015	|	Effective:	09/04/2015

The	salary	administration	program	at	Peach	State	Nephrology	helps	us	have	consistent	pay	practices,	comply
with	federal	and	state	laws,	support	our	commitment	to	Equal	Employment	Opportunity,	and	offer	competitive
salaries	within	our	labor	market.

We	are	committed	to	paying	equitable	wages	that	are	based	on	the	requirements	and	responsibilities	of	each
job	and	that	are	comparable	to	the	wages	paid	to	employees	in	similar	jobs	in	other	organizations	in	the	area.

If	you	have	a	question	about	compensation	in	your	area	or	for	your	job,	talk	with	your	Supervisor.	If	you	have
a	question	about	Peach	State	Nephrology's	salary	administration,	contact	your	Supervisor.



Paydays
Revised:	09/04/2015	|	Effective:	09/04/2015

Hourly	employees	are	paid	every	two	weeks	on	Friday.	If	a	holiday	falls	on	a	regular	scheduled	payday,
payday	will	be	on	following	Monday.

Salaried	employees	will	be	paid	every	two	weeks	on	Friday.	If	a	holiday	falls	on	a	regular	scheduled	pay	day,
pay	day	will	be	on	following	Monday.

Direct	deposit	is	available	and	employees	are	encouraged	to	utilize	this	service.

Overtime
Revised:	09/04/2015	|	Effective:	09/04/2015

It	is	company	policy	that	work	shall	be	completed,	whenever	possible,	with	one	shift	only.	When	overtime
work	must	be	scheduled,	equal	opportunity	for	participation	will	be	given	among	the	employees	who	are
capable	of	performing	the	work	to	be	done.

DEFINITION	OF	TERMS:

1.	Casual	Overtime:
Means	overtime	of	an	irregular	nature,	not	expected	to	continue	for	more	than	a	day	or	so.	An	example	of
casual	overtime	is	overtime	authorized	to	meet	an	emergency	or	unexpected	absenteeism.	Casual	overtime
includes	daily	or	Saturday	work	provided	the	above	conditions	are	met.	
2.	Regularly	Scheduled	Overtime:
Means	overtime	that	occurs	at	regular	intervals	and	that	is	usually	accurately	predicted	for	any	given	period
of	time.	For	instance,	if	because	of	production	need	a	department	head	announces	to	his/her	department	that
a	certain	number	of	people	would	be	required	to	work	ten	hours	overtime	each	week	for	the	next	six	weeks,
this	would	be	classed	as	regularly	scheduled	overtime.

Employees	assigned	overtime	work	must	be	judged	by	the	company	as	capable	of	performing	the	work	to	be
done.	Opportunity	for	casual	overtime	on	a	particular	job	will	normally	be	given	to	the	employee	who	has
been	working	on	that	job	during	the	regular	shift.	Opportunity	for	Saturday	overtime	of	a	casual	nature	will
normally	be	given	to	the	employee	who	does	this	work	during	the	regular	week.

There	will	be	no	partiality	shown	to	any	employee	in	the	distribution	of	overtime.

As	a	condition	of	employment,	an	employee	is	expected	to	work	overtime	and	on	any	shift	when	assigned	by
his/her	immediate	supervisor.	In	the	event	an	employee	has	a	justifiable	excuse	and	is	unable	to	work
overtime,	he/she	should	notify	his/her	immediate	supervisor	so	that	an	alternate	may	be	selected.

All	overtime	requests	must	be	approved	by	the	Supervisor.	Overtime	will	be	paid	to	hourly	and	salaried
(nonexempt)	payroll	employees	for	those	hours	worked	over	and	above	forty	hours	in	a	workweek	at	the	rate
of	1-1/2	times	regular	base	rate.

For	the	purpose	of	this	policy,	paid	vacations	will	be	treated	as	time	worked.	No	other	absence	will	be	counted
as	time	worked.	Sunday	will	be	considered	as	a	regular	workday.

MISCELLANEOUS:

No	employees	will	be	asked	or	required	to	take	time	off	from	his/her	regular	work	schedule	due	to	his/her
having	worked	overtime.

Any	hourly	or	salaried	(nonexempt)	employee	found	on	the	premises	at	other	than	normal	work	hours	without
an	approved	overtime	authorization	request	will	be	asked	to	clock	out	but	will,	of	course,	be	paid	for	the	full
time	worked.



Payroll	Deductions
Revised:	09/04/2015	|	Effective:	09/04/2015

The	company	is	required	by	law	to	deduct	Federal	and	State	Withholding	Tax	(where	applicable)	from	your
paycheck.	The	amount	of	tax	is	determined	by	your	earnings	and	the	number	of	dependents	you	claim.	At
year	end	you	will	receive	a	W-2	form	showing	your	total	earnings	and	the	amount	of	taxes	withheld.	

Deductions	for	Social	Security	at	the	rate	established	by	law	are	deducted	from	your	paycheck.	The	company
matches	your	contributions	to	the	Social	Security	tax.	Other	deductions	may	include	premiums	for	insurance,
savings	plan,	garnishments,	etc.	If	an	employee	believes	that	there	has	been	an	error	in	pay,	he/she	should
contact	your	Supervisor.

Child	Support/New	Hire	Law
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	complies	with	the	law	of	the	land	regarding	New	Hire/Child	Support	Law.	If	you	are
subject	to	a	child	support	order,	monies	will	be	withheld	from	your	paycheck	in	accordance	with	our	state's
regulations.

Child	support	is	the	court-ordered	payment	by	the	non-custodial	parent	to	the	custodial	parent	for	the	care
and	welfare	of	the	child.	

Garnishments
Revised:	09/04/2015	|	Effective:	09/04/2015

A	court-ordered	legal	claim	against	the	wages	of	an	employee	by	a	creditor	for	nonpayment	of	a	debt	and
served	by	the	constituted	legal	authority	is	called	a	garnishment,	and	it	must	be	recognized	and	executed	by
the	company.	

When	a	garnishment	is	received	by	the	company,	we	will	advise	the	employee	that	a	garnishment	has	been
served	on	the	company.	The	employee	will	be	counseled	to	seek	assistance	in	working	out	his/her	financial
problems.

Final	Paycheck
Revised:	09/04/2015	|	Effective:	09/04/2015

The	company	follows	the	state	regulations	regarding	deadlines	for	employees	to	receive	their	final	paycheck.



Section:	Mandatory	Employee	Benefits

Social	Security
Revised:	09/04/2015	|	Effective:	09/04/2015

The	payment	of	Social	Security	and	Medical	Benefits	is	made	by	you	and	the	company.	The	company	matches
your	contribution	to	Social	Security	and	Medicare	and	thereby	pays	one-half	of	the	cost	of	your	Retirement
and	Medicare	Benefits	under	the	Social	Security	Act.

Social	Security	provides	a	variety	of	benefits,	including	retirement	income,	death	benefits,	disability	benefits
and	monthly	income	for	certain	dependent	survivors	of	covered	employees.

For	additional	information	regarding	Social	Security	eligibility	and	benefits,	go	to	www.socialsecurity.gov.	

Unemployment	Insurance
Revised:	09/04/2015	|	Effective:	09/04/2015

The	company	pays	the	entire	cost	of	unemployment	insurance.	This	insurance	provides	a	weekly	income	for
those	who	may	be	laid	off	or	who	may	have	lost	their	job	through	no	fault	of	their	own.	

The	amount	of	this	income	varies	with	the	individual	and	state	in	which	he/she	resides	because	it	is	based	on
average	earnings.	Eligibility	requirements	and	the	amount	of	benefits	that	you	may	receive	are	specified	by
state	law.

Workers'	Compensation	Insurance
Revised:	09/04/2015	|	Effective:	09/04/2015

Employees	are	provided	Workers'	Compensation	coverage	from	the	day	they	begin	work.	The	company	pays
the	entire	cost	of	this	coverage.	Employees	are	covered	by	Workers'	Compensation	if	they	are	incapacitated
by	injury	or	illness	arising	out	of	their	employment.

Employees	must	report	all	accidents	to	their	supervisor	immediately,	regardless	of	how	minor.	If	a	work-
related	injury	requires	medical	attention	by	a	physician	or	any	other	medical	facility	that	produces	a	bill,	a
claim	must	be	made	out	the	same	day	by	the	employee's	supervisor.	If	the	injury	causes	the	person	to	be
away	from	work	beyond	three	days,	this	injury	must	be	reported	to	the	state	Workers'	Compensation	Division.	

The	employee's	supervisor	is	responsible	for	submitting	a	copy	of	the	original	claim	to	the	state	office.
Additionally,	a	copy	of	this	claim	must	be	forwarded	to	the	Supervisor,	who	will	forward	it	to	the	insurance
company.	

Employees	are	not	authorized	to	go	to	a	physician	without	first	advising	their	supervisor	or	manager.
Employees	will	not	be	eligible	for	regular	compensation	or	vacation	or	holiday	pay	in	addition	to	any	Workers'
Compensation	received.	

Family	Medical	Leave	Act
Revised:	09/04/2015	|	Effective:	09/04/2015

Our	Company	will	comply	with	the	Family	and	Medical	Leave	Act	implementing	Regulations	as	revised
effective	February	2013.	The	company	posts	the	mandatory	FMLA	Notice	and	upon	hire	provides	all	new
employees	with	notices	required	by	the	U.S.	Department	of	Labor	(DOL)	on	Employee	Rights	and
Responsibilities	under	the	Family	and	Medical	Leave	Act.

The	function	of	this	policy	is	to	provide	employees	with	a	general	description	of	their	FMLA	rights.	In	the	event



of	any	conflict	between	this	policy	and	the	applicable	law,	employees	will	be	afforded	all	rights	required	by
law.

If	you	have	any	questions,	concerns,	or	disputes	with	this	policy,	you	must	contact	your	immediate	Supervisor
or	the	HR	Department	in	writing.

A.	General	Provisions

Under	this	policy,	the	Company	will	grant	up	to	12	weeks	(or	up	to	26	weeks	of	military	caregiver	leave	to
care	for	a	covered	servicemember	with	a	serious	injury	or	illness)	during	a	12-month	period	to	eligible
employees.	The	leave	may	be	paid,	unpaid	or	a	combination	of	paid	and	unpaid	leave,	depending	on	the
circumstances	of	the	leave	and	as	specified	in	this	policy.

B.	Eligibility

To	qualify	to	take	family	or	medical	leave	under	this	policy,	the	employee	must	meet	all	of	the	following
conditions:

1)	The	employee	must	have	worked	for	the	company	for	12	months	or	52	weeks.	The	12	months	or	52	weeks
need	not	have	been	consecutive.	Separate	periods	of	employment	will	be	counted,	provided	that	the	break	in
service	does	not	exceed	seven	years.	Separate	periods	of	employment	will	be	counted	if	the	break	in	service
exceeds	seven	years	due	to	National	Guard	or	Reserve	military	service	obligations	or	when	there	is	a	written
agreement,	including	a	collective	bargaining	agreement,	stating	the	employer’s	intention	to	rehire	the
employee	after	the	service	break.	For	eligibility	purposes,	an	employee	will	be	considered	to	have	been
employed	for	an	entire	week	even	if	the	employee	was	on	the	payroll	for	only	part	of	a	week	or	if	the
employee	is	on	leave	during	the	week.

2)	The	employee	must	have	worked	at	least	1,250	hours	during	the	12-month	period	immediately	before	the
date	when	the	leave	is	requested	to	commence.	The	principles	established	under	the	Fair	Labor	Standards	Act
(FLSA)	determine	the	number	of	hours	worked	by	an	employee.	The	FLSA	does	not	include	time	spent	on	paid
or	unpaid	leave	as	hours	worked.	Consequently,	these	hours	of	leave	should	not	be	counted	in	determining
the	1,250	hours	eligibility	test	for	an	employee	under	FMLA.

3)	The	employee	must	work	in	a	worksite	where	50	or	more	employees	are	employed	by	the	company	within
75	miles	of	that	office	or	worksite.	The	distance	is	to	be	calculated	by	using	available	transportation	by	the
most	direct	route.

C.	Type	of	Leave	Covered

To	qualify	as	FMLA	leave	under	this	policy,	the	employee	must	be	taking	leave	for	one	of	the	reasons	listed
below:

1)	The	birth	of	a	child	and	in	order	to	care	for	that	child.

2)	The	placement	of	a	child	for	adoption	or	foster	care	and	to	care	for	the	newly	placed	child.

3)	To	care	for	a	spouse,	child	or	parent	with	a	serious	health	condition	(described	below).

4)	The	serious	health	condition	(described	below)	of	the	employee.

An	employee	may	take	leave	because	of	a	serious	health	condition	that	makes	the	employee	unable	to
perform	the	functions	of	the	employee's	position.

A	serious	health	condition	is	defined	as	a	condition	that	requires	inpatient	care	at	a	hospital,	hospice	or
residential	medical	care	facility,	including	any	period	of	incapacity	or	any	subsequent	treatment	in	connection
with	such	inpatient	care	or	a	condition	that	requires	continuing	care	by	a	licensed	health	care	provider.

This	policy	covers	illnesses	of	a	serious	and	long-term	nature,	resulting	in	recurring	or	lengthy	absences.
Generally,	a	chronic	or	long-term	health	condition	that	would	result	in	a	period	of	three	consecutive	days	of
incapacity	with	the	first	visit	to	the	health	care	provider	within	seven	days	of	the	onset	of	the	incapacity	and	a
second	visit	within	30	days	of	the	incapacity	would	be	considered	a	serious	health	condition.	For	chronic
conditions	requiring	periodic	health	care	visits	for	treatment,	such	visits	must	take	place	at	least	twice	a	year.

Employees	with	questions	about	what	illnesses	are	covered	under	this	FMLA	policy	or	under	the	company's
sick	leave	policy	are	encouraged	to	consult	with	the	Human	Resource	Manager.



If	an	employee	takes	paid	sick	leave	for	a	condition	that	progresses	into	a	serious	health	condition	and	the
employee	requests	unpaid	leave	as	provided	under	this	policy,	the	company	may	designate	all	or	some
portion	of	related	leave	taken	as	leave	under	this	policy,	to	the	extent	that	the	earlier	leave	meets	the
necessary	qualifications.

4)	Qualifying	exigency	leave	for	families	of	members	of	the	National	Guard	or	Reserves	or	of	a	regular
component	of	the	Armed	Forces	when	the	covered	military	member	is	on	covered	active	duty	or	called	to
covered	active	duty.

An	employee	whose	spouse,	son,	daughter	or	parent	either	has	been	notified	of	an	impending	call	or	order	to
covered	active	military	duty	or	who	is	already	on	covered	active	duty	may	take	up	to	12	weeks	of	leave	for
reasons	related	to	or	affected	by	the	family	member’s	call-up	or	service.	The	qualifying	exigency	must	be	one
of	the	following:

(1)	short-notice	deployment;	(2)	military	events	and	activities;	3)	child	care	and	school	activities;	(4)	financial
and	legal	arrangements;	5)	counseling;	6)	rest	and	recuperation;	(7)	post-deployment	activities;	and	8)
additional	activities	that	arise	out	of	active	duty,	provided	that	the	employer	and	employee	agree,	including
agreement	on	timing	and	duration	of	the	leave.

(a)	Eligible	employees	are	entitled	to	FMLA	leave	to	care	for	a	current	member	of	the	Armed	Forces,	including
a	member	of	the	National	Guard	or	Reserves,	or	a	member	of	the	Armed	Forces,	the	National	Guard	or
Reserves	who	is	on	the	temporary	disability	retired	list,	who	has	a	serious	injury	or	illness	incurred	in	the	line
of	duty	on	active	duty	for	which	he	or	she	is	undergoing	medical	treatment,	recuperation,	or	therapy;	or
otherwise	in	outpatient	status;	or	otherwise	on	the	temporary	disability	retired	list.	Eligible	employees	may
not	take	leave	under	this	provision	to	care	for	former	members	of	the	Armed	Forces,	former	members	of	the
National	Guard	and	Reserves,	and	members	on	the	permanent	disability	retired	list.

(b)	In	order	to	care	for	a	covered	servicemember,	an	eligible	employee	must	be	the	spouse,	son,	daughter,	or
parent,	or	next	of	kin	of	a	covered	servicemember.

(1)	A	"son	or	daughter	of	a	covered	servicemember"	means	the	covered	servicemember's	biological,	adopted,
or	foster	child,	stepchild,	legal	ward,	or	a	child	for	whom	the	covered	servicemember	stood	in	loco	parentis,
and	who	is	of	any	age.

(2)	A	"parent	of	a	covered	servicemember"	means	a	covered	servicemember's	biological,	adoptive,	step	or
foster	father	or	mother,	or	any	other	individual	who	stood	in	loco	parentis	to	the	covered	servicemember.	This
term	does	not	include	parents	"in	law".

(3)	Under	the	FMLA,	a	"spouse"	means	a	husband	or	wife	as	defined	under	the	law	in	the	state	where	the
employee	resides.	[Note:	Employers	in	states	allowing	gay	marriage	or	civil	unions	should	be	particularly
cognizant	of	the	interplay	between	federal	and	state	law	in	this	evolving	area	of	law.	On	June	26,	2013,	the
U.S.	Supreme	Court,	in	United	States	v.	Windsor,	found	unconstitutional	Section	3	of	the	federal	Defense	of
Marriage	Act	(DOMA),	which	had	prohibited	the	federal	government	from	acknowledging	marriages	between
same-sex	couples.	Same-sex	marriages	were	recognized	as	legal	by	12	states	and	the	District	of	Columbia	at
the	time	of	the	ruling.

Now	that	same-sex	spouses	are	'spouses'	under	federal	law	if	they	are	'spouses'	under	state	law,	all	federal
laws	and	regulations	that	include	spouses	include	the	broader	same-sex	definition	in	those	states	where
same-sex	marriage	is	legal.	FMLA	refers	to	state	law	for	the	definition	of	'spouse.'	Thus,	for	FMLA,	an
employee	can	take	leave	for	a	serious	medical	condition,	"including	military-family	leave,	of	the	same-sex
spouse	if	the	employee	lives	in	a	state	that	allows	same-sex	marriage".	However,	since	the	court	did	not
consider	Section	2	of	DOMA,	states	still	have	the	right	not	to	recognize	same-sex	marriages	originating	in
other	states	or	territories,	Therefore,	in	the	13	states	that	recognize	gay	marriage—California,	Connecticut,
Delaware,	Iowa,	Maine,	Maryland,	Massachusetts,	Minnesota,	New	Hampshire,	New	York,	Rhode	Island,
Vermont	and	Washington,	plus	the	District	of	Columbia—applicability	of	the	FMLA	would	depend	on	the	state
definition	of	marriage.	Additionally,	children	of	same-sex	meaning	an	employee	is	entitled	to	take	FMLA	leave
for	their	care,	as	well.]

(5)	The	"next	of	kin	of	a	covered	servicemember"	is	the	nearest	blood	relative,	other	than	the	covered
servicemember's	spouse,	parent,	son,	or	daughter,	in	the	following	order	of	priority:	blood	relatives	who	have
been	granted	legal	custody	of	the	servicemember	by	court	decree	or	statutory	provisions,	brothers	and
sisters,	grandparents,	aunts	and	uncles,	and	first	cousins,	unless	the	covered	servicemember	has	specifically
designated	in	writing	another	blood	relative	as	his	or	her	nearest	blood	relative	for	purposes	of	military



caregiver	leave	under	the	FMLA.	When	no	such	designation	is	made,	and	there	are	multiple	family	members
with	the	same	level	of	relationship	to	the	covered	servicemember,	all	such	family	members	shall	be
considered	the	covered	servicemember's	next	of	kin	and	may	take	FMLA	leave	to	provide	care	to	the	covered
servicemember,	either	consecutively	or	simultaneously.	When	such	designation	has	been	made,	the
designated	individual	shall	be	deemed	to	be	the	covered	servicemember's	only	next	of	kin.	For	example,	if	a
covered	servicemember	has	three	siblings	and	has	not	designated	a	blood	relative	to	provide	care,	all	three
siblings	would	be	considered	the	covered	servicemember's	next	of	kin.	Alternatively,	where	a	covered
servicemember	has	a	sibling(s)	and	designates	a	cousin	as	his	or	her	next	of	kin	for	FMLA	purposes,	then	only
the	designated	cousin	is	eligible	as	the	covered	servicemember's	next	of	kin.	An	employer	is	permitted	to
require	an	employee	to	provide	confirmation	of	covered	family	relationship	to	the	covered	servicemember.

"Covered	active	duty"	means:

(a)	"Covered	active	duty"	for	members	of	a	regular	component	of	the	Armed	Forces	means	duty	during
deployment	of	the	member	with	the	Armed	Forces	to	a	foreign	country.

(b)	"Covered	active	duty"	for	members	of	the	reserve	components	of	the	Armed	Forces	(members	of	the	U.S.
National	Guard	and	Reserves)	means	duty	during	deployment	of	the	member	with	the	Armed	Forces	to	a
foreign	country	under	a	call	or	order	to	active	duty	in	a	contingency	operation.	(c)	in	the	case	of	a	member	of
a	regular	component	of	the	Armed	Forces,	duty	during	the	deployment	of	the	member	with	the	Armed	Forces
to	a	foreign	country;	and

The	leave	may	commence	as	soon	as	the	individual	receives	the	call-up	notice.	(Son	or	daughter	for	this	type
of	FMLA	leave	is	defined	the	same	as	for	child	for	other	types	of	FMLA	leave	except	that	the	person	does	not
have	to	be	a	minor.)	This	type	of	leave	would	be	counted	toward	the	employee's	12-week	maximum	of	FMLA
leave	in	a	12-month	period.

(6)	Military	caregiver	leave	(also	known	as	covered	servicemember	leave)	to	care	for	an	injured	or	ill
servicemember	or	veteran.

An	employee	whose	son,	daughter,	parent	or	next	of	kin	is	a	covered	servicemember	may	take	up	to	26
weeks	in	a	single	12-month	period	to	take	care	of	leave	to	care	for	that	servicemember.

Next	of	kin	is	defined	as	the	closest	blood	relative	of	the	injured	or	recovering	servicemember.

The	term	"covered	servicemember”"means:

(a)	a	member	of	the	Armed	Forces	(including	a	member	of	the	National	Guard	or	Reserves)	who	is	undergoing
medical	treatment,	recuperation,	or	therapy,	is	otherwise	in	outpatient	status,	or	is	otherwise	on	the
temporary	disability	retired	list,	for	a	serious	injury	or	illness;	or

(b)	a	veteran	who	is	undergoing	medical	treatment,	recuperation,	or	therapy,	for	a	serious	injury	or	illness	and
who	was	a	member	of	the	Armed	Forces	(including	a	member	of	the	National	Guard	or	Reserves)	at	any	time
during	the	period	of	5	years	preceding	the	date	on	which	the	veteran	undergoes	that	medical	treatment,
recuperation,	or	therapy.

The	term	"serious	injury	or	illness"	means:

(a)	in	the	case	of	a	member	of	the	Armed	Forces	(including	a	member	of	the	National	Guard	or	Reserves),
means	an	injury	or	illness	that	was	incurred	by	the	member	in	line	of	duty	on	active	duty	in	the	Armed	Forces
(or	existed	before	the	beginning	of	the	member’s	active	duty	and	was	aggravated	by	service	in	line	of	duty	on
active	duty	in	the	Armed	Forces)	and	that	may	render	the	member	medically	unfit	to	perform	the	duties	of	the
member's	office,	grade,	rank,	or	rating;	and

(b)	in	the	case	of	a	veteran	who	was	a	member	of	the	Armed	Forces	(including	a	member	of	the	National
Guard	or	Reserves)	at	any	time	during	a	period	when	the	person	was	a	covered	servicemember,	means	a
qualifying	(as	defined	by	the	Secretary	of	Labor)	injury	or	illness	incurred	by	a	covered	servicemember	in	the
line	of	duty	on	active	duty	that	may	render	the	servicemember	medically	unfit	to	perform	the	duties	of	his	or
her	office,	grade,	rank	or	rating.

(c)	Outpatient	status,	with	respect	to	a	covered	servicemember,	means	the	status	of	a	member	of	the	Armed
Forces	assigned	to	either	a	military	medical	treatment	facility	as	an	outpatient;	or	a	unit	established	for	the
purpose	of	providing	command	and	control	of	members	of	the	Armed	Forces	receiving	medical	care	as
outpatients.



D.	Amount	of	Leave

An	eligible	employee	can	take	up	to	12	weeks	for	the	FMLA	circumstances	(1)	through	(5)	above	under	this
policy	during	any	12-month	period.	The	company	will	measure	the	12-month	period	as	a	rolling	12-month
period	measured	backward	from	the	date	an	employee	uses	any	leave	under	this	policy.	Each	time	an
employee	takes	leave,	the	company	will	compute	the	amount	of	leave	the	employee	has	taken	under	this
policy	in	the	last	12	months	and	subtract	it	from	the	12	weeks	of	available	leave,	and	the	balance	remaining
is	the	amount	the	employee	is	entitled	to	take	at	that	time.

An	eligible	employee	can	take	up	to	26	weeks	for	the	FMLA	circumstance	(6)	above	(military	caregiver	leave)
during	a	single	12-month	period.	For	this	military	caregiver	leave,	the	company	will	measure	the	12-month
period	as	a	rolling	12-month	period	measured	forward.	FMLA	leave	already	taken	for	other	FMLA
circumstances	will	be	deducted	from	the	total	of	26	weeks	available.

If	a	husband	and	wife	both	work	for	the	company	and	each	wishes	to	take	leave	for	the	birth	of	a	child,
adoption	or	placement	of	a	child	in	foster	care,	or	to	care	for	a	parent	(but	not	a	parent	"in-law")	with	a
serious	health	condition,	the	husband	and	wife	may	only	take	a	combined	total	of	12	weeks	of	leave.	If	a
husband	and	wife	both	work	for	the	company	and	each	wishes	to	take	leave	to	care	for	a	covered	injured	or	ill
servicemember,	the	husband	and	wife	may	only	take	a	combined	total	of	26	weeks	of	leave.

E.	Employee	Status	and	Benefits	During	Leave

While	an	employee	is	on	leave,	the	company	will	continue	the	employee's	health	benefits	during	the	leave
period	at	the	same	level	and	under	the	same	conditions	as	if	the	employee	had	continued	to	work.

If	the	employee	chooses	not	to	return	to	work	for	reasons	other	than	a	continued	serious	health	condition	of
the	employee	or	the	employee's	family	member	or	a	circumstance	beyond	the	employee's	control,	the
company	will	require	the	employee	to	reimburse	the	company	the	amount	it	paid	for	the	employee's	health
insurance	premium	during	the	leave	period.

Under	current	company	policy,	the	employee	pays	a	portion	of	the	health	care	premium.	While	on	paid	leave,
the	employer	will	continue	to	make	payroll	deductions	to	collect	the	employee's	share	of	the	premium.	While
on	unpaid	leave,	the	employee	must	continue	to	make	this	payment,	either	in	person	or	by	mail.	The	payment
must	be	received	in	the	Accounting	Department	by	the	day	of	each	month.	If	the	payment	is	more	than	30
days	late,	the	employee's	health	care	coverage	may	be	dropped	for	the	duration	of	the	leave.	The	employer
will	provide	15	days'	notification	prior	to	the	employee's	loss	of	coverage.

If	the	employee	contributes	to	a	life	insurance	or	disability	plan,	the	employer	will	continue	making	payroll
deductions	while	the	employee	is	on	paid	leave.	While	the	employee	is	on	unpaid	leave,	the	employee	may
request	continuation	of	such	benefits	and	pay	his	or	her	portion	of	the	premiums,	or	the	employer	may	elect
to	maintain	such	benefits	during	the	leave	and	pay	the	employee's	share	of	the	premium	payments.	If	the
employee	does	not	continue	these	payments,	the	employer	may	discontinue	coverage	during	the	leave.	If	the
employer	maintains	coverage,	the	employer	may	recover	the	costs	incurred	for	paying	the	employee's	share
of	any	premiums,	whether	or	not	the	employee	returns	to	work.

F.	Employee	Status	After	Leave

An	employee	who	takes	leave	under	this	policy	may	be	asked	to	provide	a	fitness	for	duty	(FFD)	clearance
from	the	health	care	provider.	This	requirement	will	be	included	in	the	employer’s	response	to	the	FMLA
request.	Generally,	an	employee	who	takes	FMLA	leave	will	be	able	to	return	to	the	same	position	or	a
position	with	equivalent	status,	pay,	benefits	and	other	employment	terms.	The	position	will	be	the	same	or
one	which	is	virtually	identical	in	terms	of	pay,	benefits	and	working	conditions.	The	company	may	choose	to
exempt	certain	key	employees	from	this	requirement	and	not	return	them	to	the	same	or	similar	position.

G.	Use	of	Paid	and	Unpaid	Leave

An	employee	who	is	taking	FMLA	leave	because	of	the	employee's	own	serious	health	condition	or	the	serious
health	condition	of	a	family	member	must	use	all	paid	vacation,	personal	or	sick	leave	prior	to	being	eligible
for	unpaid	leave.	Sick	leave	may	be	run	concurrently	with	FMLA	leave	if	the	reason	for	the	FMLA	leave	is
covered	by	the	established	sick	leave	policy.

Disability	leave	for	the	birth	of	the	child	and	for	an	employee's	serious	health	condition,	including	workers'
compensation	leave	(to	the	extent	that	it	qualifies),	will	be	designated	as	FMLA	leave	and	will	run	concurrently
with	FMLA.	For	example,	if	an	employer	provides	six	weeks	of	pregnancy	disability	leave,	the	six	weeks	will	be



designated	as	FMLA	leave	and	counted	toward	the	employee's	12-week	entitlement.	The	employee	may	then
be	required	to	substitute	accrued	(or	earned)	paid	leave	as	appropriate	before	being	eligible	for	unpaid	leave
for	what	remains	of	the	12-week	entitlement.	An	employee	who	is	taking	leave	for	the	adoption	or	foster	care
of	a	child	must	use	all	paid	vacation,	personal	or	family	leave	prior	to	being	eligible	for	unpaid	leave.

An	employee	who	is	using	military	FMLA	leave	for	a	qualifying	exigency	must	use	all	paid	vacation	and
personal	leave	prior	to	being	eligible	for	unpaid	leave.	An	employee	using	FMLA	military	caregiver	leave	must
also	use	all	paid	vacation,	personal	leave	or	sick	leave	(as	long	as	the	reason	for	the	absence	is	covered	by
the	company’s	sick	leave	policy)	prior	to	being	eligible	for	unpaid	leave.

H.	Intermittent	Leave	or	a	Reduced	Work	Schedule

The	employee	may	take	FMLA	leave	in	12	consecutive	weeks,	may	use	the	leave	intermittently	(take	a	day
periodically	when	needed	over	the	year)	or,	under	certain	circumstances,	may	use	the	leave	to	reduce	the
workweek	or	workday,	resulting	in	a	reduced	hour	schedule.	In	all	cases,	the	leave	may	not	exceed	a	total	of
12	workweeks	(or	26	workweeks	to	care	for	an	injured	or	ill	servicemember	over	a	12-month	period).

The	company	may	temporarily	transfer	an	employee	to	an	available	alternative	position	with	equivalent	pay
and	benefits	if	the	alternative	position	would	better	accommodate	the	intermittent	or	reduced	schedule,	in
instances	of	when	leave	for	the	employee	or	employee's	family	member	is	foreseeable	and	for	planned
medical	treatment,	including	recovery	from	a	serious	health	condition	or	to	care	for	a	child	after	birth,	or
placement	for	adoption	or	foster	care.

For	the	birth,	adoption	or	foster	care	of	a	child,	the	company	and	the	employee	must	mutually	agree	to	the
schedule	before	the	employee	may	take	the	leave	intermittently	or	work	a	reduced	hour	schedule.	Leave	for
birth,	adoption	or	foster	care	of	a	child	must	be	taken	within	one	year	of	the	birth	or	placement	of	the	child.

If	the	employee	is	taking	leave	for	a	serious	health	condition	or	because	of	the	serious	health	condition	of	a
family	member,	the	employee	should	try	to	reach	agreement	with	the	company	before	taking	intermittent
leave	or	working	a	reduced	hour	schedule.	If	this	is	not	possible,	then	the	employee	must	prove	that	the	use
of	the	leave	is	medically	necessary.

I.	Certification	for	the	Employee's	Serious	Health	Condition

The	company	will	require	certification	for	the	employee's	serious	health	condition.	The	employee	must
respond	to	such	a	request	within	15	days	of	the	request	or	provide	a	reasonable	explanation	for	the	delay.
Failure	to	provide	certification	may	result	in	a	denial	of	continuation	of	leave.	Medical	certification	will	be
provided	using	the	DOL	Certification	of	Health	Care	Provider	for	Employee’s	Serious	Health	Condition
(http://www.dol.gov/esa/whd/forms/WH-380-E.pdf	).

The	company	may	directly	contact	the	employee's	health	care	provider	for	verification	or	clarification
purposes	using	a	health	care	professional,	an	HR	professional,	leave	administrator	or	management	official.
The	company	will	not	use	the	employee's	direct	Supervisor	for	this	contact.	Before	the	company	makes	this
direct	contact	with	the	health	care	provider,	the	employee	will	be	a	given	an	opportunity	to	resolve	any
deficiencies	in	the	medical	certification.	In	compliance	with	HIPAA	Medical	Privacy	Rules,	the	company	will
obtain	the	employee's	permission	for	clarification	of	individually	identifiable	health	information.

The	company	has	the	right	to	ask	for	a	second	opinion	if	it	has	reason	to	doubt	the	certification.	The	company
will	pay	for	the	employee	to	get	a	certification	from	a	second	doctor,	which	the	company	will	select.	The
company	may	deny	FMLA	leave	to	an	employee	who	refuses	to	release	relevant	medical	records	to	the	health
care	provider	designated	to	provide	a	second	or	third	opinion.	If	necessary	to	resolve	a	conflict	between	the
original	certification	and	the	second	opinion,	the	company	will	require	the	opinion	of	a	third	doctor.	The
company	and	the	employee	will	mutually	select	the	third	doctor,	and	the	company	will	pay	for	the	opinion.
This	third	opinion	will	be	considered	final.	The	employee	will	be	provisionally	entitled	to	leave	and	benefits
under	the	FMLA	pending	the	second	and/or	third	opinion.

J.	Certification	for	the	Family	Member's	Serious	Health	Condition

The	company	will	require	certification	for	the	family	member's	serious	health	condition.	The	employee	must
respond	to	such	a	request	within	15	days	of	the	request	or	provide	a	reasonable	explanation	for	the	delay.
Failure	to	provide	certification	may	result	in	a	denial	of	continuation	of	leave.	Medical	certification	will	be
provided	using	the	DOL	Certification	of	Health	Care	Provider	for	Family	Member's	Serious	Health	Condition
(http://www.dol.gov/esa/whd/forms/WH-380-F.pdf	).



The	company	may	directly	contact	the	employee's	family	member's	health	care	provider	for	verification	or
clarification	purposes	using	a	health	care	professional,	an	HR	professional,	leave	administrator	or
management	official.	The	company	will	not	use	the	employee's	direct	Supervisor	for	this	contact.	Before	the
company	makes	this	direct	contact	with	the	health	care	provider,	the	employee	will	be	a	given	an	opportunity
to	resolve	any	deficiencies	in	the	medical	certification.	In	compliance	with	HIPAA	Medical	Privacy	Rules,	the
company	will	obtain	the	employee’s	family	member's	permission	for	clarification	of	individually	identifiable
health	information.

The	company	has	the	right	to	ask	for	a	second	opinion	if	it	has	reason	to	doubt	the	certification.	The	company
will	pay	for	the	employee's	family	member	to	get	a	certification	from	a	second	doctor,	which	the	company	will
select.	The	company	may	deny	FMLA	leave	to	an	employee	whose	family	member	refuses	to	release	relevant
medical	records	to	the	health	care	provider	designated	to	provide	a	second	or	third	opinion.	If	necessary	to
resolve	a	conflict	between	the	original	certification	and	the	second	opinion,	the	company	will	require	the
opinion	of	a	third	doctor.	The	company	and	the	employee	will	mutually	select	the	third	doctor,	and	the
company	will	pay	for	the	opinion.	This	third	opinion	will	be	considered	final.	The	employee	will	be	provisionally
entitled	to	leave	and	benefits	under	the	FMLA	pending	the	second	and/or	third	opinion.

K.	Certification	of	Qualifying	Exigency	for	Military	Family	Leave

The	company	will	require	certification	of	the	qualifying	exigency	for	military	family	leave.	The	employee	must
respond	to	such	a	request	within	15	days	of	the	request	or	provide	a	reasonable	explanation	for	the	delay.
Failure	to	provide	certification	may	result	in	a	denial	of	continuation	of	leave.	This	certification	will	be	provided
using	the	DOL	Certification	of	Qualifying	Exigency	for	Military	Family	Leave
(http://www.dol.gov/esa/whd/forms/WH-384.pdf	).

L.	Certification	for	Serious	Injury	or	Illness	of	Covered	Servicemember	for	Military	Family	Leave

The	company	will	require	certification	for	the	serious	injury	or	illness	of	the	covered	servicemember.	The
employee	must	respond	to	such	a	request	within	15	days	of	the	request	or	provide	a	reasonable	explanation
for	the	delay.	Failure	to	provide	certification	may	result	in	a	denial	of	continuation	of	leave.	This	certification
will	be	provided	using	the	DOL	Certification	for	Serious	Injury	or	Illness	of	Covered	Servicemember
(http://www.dol.gov/esa/whd/forms/WH-385.pdf	).

M.	Recertification

The	company	may	request	recertification	for	the	serious	health	condition	of	the	employee	or	the	employee's
family	member	no	more	frequently	than	every	30	days	and	only	when	circumstances	have	changed
significantly,	or	if	the	employer	receives	information	casting	doubt	on	the	reason	given	for	the	absence,	or	if
the	employee	seeks	an	extension	of	his	or	her	leave.	Otherwise,	the	company	may	request	recertification	for
the	serious	health	condition	of	the	employee	or	the	employee's	family	member	every	six	months	in
connection	with	an	FMLA	absence.	The	company	may	provide	the	employee's	health	care	provider	with	the
employee’s	attendance	records	and	ask	whether	need	for	leave	is	consistent	with	the	employee's	serious
health	condition.

N.	Procedure	for	Requesting	FMLA	Leave

All	employees	requesting	FMLA	leave	must	provide	verbal	or	written	notice	of	the	need	for	the	leave	to	the	HR
manager.	Within	five	business	days	after	the	employee	has	provided	this	notice,	the	HR	manager	will
complete	and	provide	the	employee	with	the	DOL	Notice	of	Eligibility	and	Rights
(http://www.dol.gov/esa/whd/fmla/finalrule/WH381.pdf	).

When	the	need	for	the	leave	is	foreseeable,	the	employee	must	provide	the	employer	with	at	least	30	days'
notice.	When	an	employee	becomes	aware	of	a	need	for	FMLA	leave	less	than	30	days	in	advance,	the
employee	must	provide	notice	of	the	need	for	the	leave	either	the	same	day	or	the	next	business	day.	When
the	need	for	FMLA	leave	is	not	foreseeable,	the	employee	must	comply	with	the	company’s	usual	and
customary	notice	and	procedural	requirements	for	requesting	leave,	absent	unusual	circumstances.

O.	Designation	of	FMLA	Leave

Within	five	business	days	after	the	employee	has	submitted	the	appropriate	certification	form,	the	HR
manager	will	complete	and	provide	the	employee	with	a	written	response	to	the	employee's	request	for	FMLA
leave	using	the	DOL	Designation	Notice	(http://www.dol.gov/esa/whd/forms/WH-382.pdf	).

P.	Intent	to	Return	to	Work	From	FMLA	Leave



On	a	basis	that	does	not	discriminate	against	employees	on	FMLA	leave,	the	company	may	require	an
employee	on	FMLA	leave	to	report	periodically	on	the	employee’s	status	and	intent	to	return	to	work.

Specific	to	employees	in	Georgia
Georgia	provides	up	to	12	weeks	of	family	and	medical	leave	per	year	for	state	employees.	Employees
must	be	employed	for	at	least	12	months	and	1,040	hours	to	be	eligible.

Pregnancy	Leave
Revised:	09/04/2015	|	Effective:	09/04/2015

If	a	pregnant	employee	is	temporarily	unable	to	perform	her	job	because	of	pregnancy	she	will	be	treated	the
same	as	any	other	temporarily	disabled	employee.

Pregnant	employees	are	permitted	to	work	as	long	as	they	are	able	to	perform	their	jobs.	If	an	employee	has
been	absent	from	work	as	a	result	of	a	pregnancy-related	condition	and	recovers,	she	will	be	able	to	return	to
work.

We	will	hold	the	position	open	for	a	pregnancy-related	absence	the	same	length	of	time	jobs	are	held	open	for
employees	on	sick	or	disability	leave.

Military	Leave
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	will	grant	a	military	leave	of	absence	if	you	are	absent	from	work	because	you	are
serving	in	the	U.S.	uniformed	services	in	accordance	with	the	Uniformed	Services	Employment	and
Reemployment	Rights	Act	(USERRA).	You	must	give	your	Supervisor	advance	notice	of	upcoming	military
service,	unless	military	necessity	prevents	advance	notice	or	it	is	otherwise	impossible	or	unreasonable.

You	will	not	be	paid	for	military	leave.	However,	you	may	use	any	available	accrued	paid	time	off,	such	as
vacation	or	sick	leave,	to	help	pay	for	the	leave.	

Continuation	of	health	insurance	benefits	is	available	as	required	by	USERRA	based	on	the	length	of	the	leave
and	subject	to	the	terms,	conditions	and	limitations	of	the	applicable	plans	for	which	you	are	otherwise
eligible.	

Your	benefits,	such	as	vacation,	sick	leave,	or	holiday	benefits,	will	not	accrue	during	a	military	leave.	When
you	return	from	leave,	the	benefits	will	start	accruing	again.

If	you	are	on	military	leave	for	up	to	30	days,	you	must	return	to	work	on	the	first	regularly	scheduled	work
period	after	your	service	ends	(allowing	for	reasonable	travel	time).	If	you	are	on	military	leave	for	more	than
30	days,	you	must	apply	for	reinstatement	in	accordance	with	USERRA	and	applicable	state	laws.

When	you	return	from	military	leave	(depending	on	the	length	of	your	military	service	in	accordance	with
USERRA),	you	will	be	placed	either	in	the	position	you	would	have	attained	if	you	had	stayed	continuously
employed	or	in	a	comparable	position.	For	the	purpose	of	determining	benefits	that	are	based	on	length	of
service,	you	will	be	treated	as	if	you	had	been	continuously	employed.

If	you	have	questions	about	military	leave,	contact	your	Supervisor	for	more	information.



Benefit	Continuation-COBRA
Revised:	09/04/2015	|	Effective:	09/04/2015

The	federal	Consolidated	Omnibus	Budget	Reconciliation	Act	(COBRA)	was	enacted	to	ensure	that	employees
and	their	dependents	can	continue	their	health	insurance	once	they	are	no	longer	eligible	under	our	health
plan.

There	are	strict	rules	about	when	you	are	eligible	for	COBRA	benefits.	COBRA	allows	an	eligible	employee
and/or	dependents	to	choose	to	continue	their	health	insurance	when	a	"qualifying	event"	happens.	Qualifying
events	include	the	employee's	resignation,	termination,	leave	of	absence,	shorter	work	hours,	divorce,	legal
separation,	or	death.	Another	qualifying	event	is	when	a	dependent	child	stops	being	eligible	for	coverage
under	your	health	insurance.

If	you	continue	your	insurance	under	COBRA,	you	will	pay	the	full	cost	of	the	insurance	at	Peach	State
Nephrology	group	rates	plus	an	administration	fee.	When	you	are	eligible	for	our	health	insurance	plan,	you
will	receive	a	written	notice	describing	your	COBRA	rights.	This	notice	contains	important	information	about
your	rights	and	what	to	do	if	you	need	COBRA	so	it	is	important	that	you	read	it	carefully	and	maintain	it	with
your	insurance	documents.

If	you	have	any	questions	regarding	COBRA,	please	contact	your	Supervisor.

Specific	to	employees	in	Georgia
Continuation	of	coverage	in	Georgia	applies	to	companies	with	less	than	20	employees	for	six	(6)	months
in	a	prior	calendar	year.	Group	plans	for	2	-	19	employees	qualify	for	3	months.

Military	Family	Leave
Revised:	09/04/2015	|	Effective:	09/04/2015

Our	company	complies	with	the	Military	Family	Leave	entitlements	under	the	Family	and	Medical	Leave	Act
(FMLA).	Eligibility	requirements	are	identical	to	those	required	under	FMLA:

Employee	must	have	completed	twelve	months	of	employment.	Employment	need	not	be	consecutive;
however	employment	prior	to	a	continuous	break	in	service	of	7	years	of	more	will	not	be	counted
unless	the	break	is	due	of	employee's	fulfillment	of	military	obligations;	
Employee	must	have	worked	for	1,250	hours	over	the	previous	12	months;	
Employer	must	have	50	employees	within	75	miles.

Exigency	Leave

Eligible	employees	with	a	spouse,	son,	daughter,	or	parent	on	active	duty	or	call	to	duty	status	in	the	National
Guard	or	Reserves	in	support	of	a	contingency	operation	may	use	their	12-week	leave	entitlement	to	address
certain	qualifying	exigencies.	Employees	may	not	take	leave	if	the	family	member	is	in	the	regular	Armed
Forces.	The	call	to	duty	must	be	federal,	not	state.

Qualifying	exigencies	include	any	one	or	more	of	the	following	non-medical,	non-routine	activities:

1.	 Short-term	notice	deployment	activities
2.	 Military	events	and	related	activities
3.	 Childcare	and	school	activities
4.	 Financial	and	legal	arrangements
5.	 Counseling	activities
6.	 Rest	and	recuperation	activities
7.	 Post-deployment	activities,	and/or
8.	 Additional	activities	as	mutually	agreed	upon	between	employee	and	the	company.

Military	Caregiver	Leave



The	Military	Caregiver	Leave	permits	eligible	employees	to	take	up	to	26	weeks	of	leave	to	care	for	a	covered
service	member	during	a	single	12-month	period.	A	covered	service	member	is	a	current	member	of	the
Armed	Forces,	including	a	member	of	the	National	Guard	or	Reserves,	who	has	a	serious	injury	or	illness
incurred	in	the	line	of	duty	on	active	duty	that	may	render	the	service	member	medically	unfit	to	perform	his
or	her	duties	for	which	the	service	member	is	undergoing	medical	treatment,	recuperation,	or	therapy,	or	is	in
outpatient	status,	or	is	on	the	temporary	disability	retired	list.	Caregiver	may	be	a	spouse,	son,	daughter,
parent	or	next	of	kin	of	the	covered	service	member.

Employee	Notice

Employees	must	provide	30	days	advance	notice	of	the	need	to	take	Military	Caregiver	Leave.	If	leave	is
foreseeable	but	30	days'	notice	is	not	possible,	the	employee	must	provide	notice	as	soon	as	possible	–
generally,	either	the	same	or	next	business	day.	The	employee	must	provide	notice	of	the	need	for
foreseeable	due	to	a	qualifying	exigency	as	soon	as	feasible.	

Certification

The	same	timing	requirements	for	certification	apply	to	all	requests	for	FMLA	Leave,	including	those	for
military	leave.

Spouses	employed	by	the	same	employer	are	limited	to	a	combined	total	of	26	workweeks	in	a	single	12-
month	period	if	the	leave	is	to	care	for	a	covered	servicemember	with	a	serious	injury	or	illness,	and	for	the
birth	and	care	of	a	newborn	child,	for	placement	of	a	child	for	adoption	or	foster	care,	or	to	care	for	a	parent
who	has	a	serious	health	condition.

FMLA	Leave	may	be	taken	intermittently	whenever	medically	necessary	to	care	for	a	covered	servicemember.
FMLA	may	also	be	taken	intermittently	for	a	qualifying	exigency	arising	out	of	the	active	duty	status	or	call	to
active	duty	of	a	covered	military	member.	When	leave	is	needed	for	planned	medical	treatment,	the
employee	must	make	a	reasonable	effort	to	schedule	treatment	so	as	not	to	unduly	disrupt	the	employer's
operations.



Military	Caregiver	Leave
Revised:	09/04/2015	|	Effective:	09/04/2015

The	Military	Caregiver	Leave	permits	eligible	employees	to	take	up	to	26	weeks	of	leave	to	care	for	a	covered
servicemember	during	a	single	12	month	period.	A	covered	servicemember	is	a	current	member	of	the	Armed
Forces,	including	a	member	of	the	National	Guard	or	Reserves,	who	has	a	serious	injury	or	illness	incurred	in
the	line	of	duty	on	active	duty	that	may	render	the	servicemember	medically	unfit	to	perform	his	or	her	duties
for	which	the	servicemember	is	undergoing	medical	treatment,	recuperation,	or	therapy,	or	is	in	outpatient
status,	or	is	on	the	temporary	disability	retired	list.

Caregiver	may	be	a	spouse,	son,	daughter,	parent	or	next	of	kin	of	the	covered	servicemember.	The	same
timing	requirements	for	certification	apply	to	all	requests	for	FMLA	Leave,	including	those	for	military	leave.

Employee	Notice

Employees	must	provide	30	days'	advance	notice	of	the	need	to	take	Military	Caregiver	Leave.	If	leave	is
foreseeable	but	30	days	notice	is	not	possible,	the	employee	must	provide	notice	as	soon	as	possible	-
generally,	either	the	same	or	next	business	day.	The	employee	must	provide	notice	of	the	need	for
foreseeable	due	to	a	qualifying	exigency	as	soon	as	feasible.	

Certification

The	same	timing	requirements	for	certification	apply	to	all	requests	for	FMLA	Leave,	including	those	for
military	leave.

Spouses	employed	by	the	same	employer	are	limited	to	a	combined	total	of	26	workweeks	in	a	single	12-
month	period	if	the	leave	is	to	care	for	a	covered	servicemember	with	a	serious	injury	or	illness,	and	for	the
birth	and	care	of	a	newborn	child,	for	placement	of	a	child	for	adoption	or	foster	care,	or	to	care	for	a	parent
who	has	a	serious	health	condition.

FMLA	Leave	may	be	taken	intermittently	whenever	medically	necessary	to	care	for	a	covered	servicemember.
FMLA	may	also	be	taken	intermittently	for	a	qualifying	exigency	arising	out	of	the	active	duty	status	or	call	to
active	duty	of	a	covered	military	member.	When	leave	is	needed	for	planned	medical	treatment,	the
employee	must	make	a	reasonable	effort	to	schedule	treatment	so	as	not	to	unduly	disrupt	the	employer's
operations.



Section:	Optional	Employee	Benefits

Employee	Benefits
Revised:	09/04/2015	|	Effective:	09/04/2015

Eligible	employees	at	Peach	State	Nephrology	receive	many	benefits.	Some	benefits	are	required	by	law	and
cover	all	employees.	The	legally	required	benefits	include	Social	Security,	workers'	compensation,	and
unemployment	insurance.

There	are	several	factors	that	decide	if	you	are	eligible	for	a	benefit.	One	important	factor	is	your	employment
classification.	See	your	Supervisor	to	find	out	for	which	benefit	programs	you	are	eligible.

This	employee	handbook	contains	policies	describing	some	of	the	benefit	programs,	or	you	may	find	more
information	somewhere	else,	such	as	the	Summary	Plan	Document.

The	Company	provides	the	following	benefit	programs	to	eligible	employees:
Holidays	&	Paid	Time	Off	(PTO)

Some	benefits	are	provided	to	the	employee	and	some	are	voluntary	or	co-pay.	The	company	will	provide	you
with	information	on	both	types	of	benefits.

Holidays
Revised:	09/04/2015	|	Effective:	09/04/2015

The	company	provides	the	following	holidays	to	all	eligible	employees:

Regular	Full	Time	Employees	Regular	Part	Time	Employees

The	company	observes	the	following	holidays:

New	Year's	Day	Memorial	Day	Independence	Day	Labor	Day	Thanksgiving	Day	Day	After	Thanksgiving
Veteran's	Day	Day	Before	Christmas	(Christmas	Eve)	Christmas	Day	New	Year's	Eve

When	a	holiday	falls	on	Sunday,	the	following	Monday	shall	be	observed.	When	a	holiday	falls	on	Saturday,
the	preceding	Friday	will	be	observed.	Certain	holidays,	such	as	Christmas	Eve,	shall	be	observed	on	the	day
on	which	it	falls.

Nonexempt	employees	working	on	a	designated	holiday	will	be	paid	for	the	holiday	regular	time	and	a	half
hour	rate	for	those	hours	worked.	Exempt	employees	will	be	allowed	a	different	day	off	with	pay.

Part-time	and	temporary	employees	are	eligible	for	holiday	pay.

Bereavement
Revised:	09/04/2015	|	Effective:	09/04/2015

In	the	event	of	the	death	of	an	employee's	
Father	Mother	Brother	Sister	Spouse	Child,	unpaid	time	off	will	be	given	up	to	a	maximum	of	3	days.

If	more	than	3	days	are	needed,	the	employee	is	permitted	to	take	personal	days,	vacation	days,	or	leave
without	pay,	with	the	approval	of	your	immediate	Supervisor.	

Part-time	and	temporary	employees	may	take	leave	without	pay	upon	the	death	of	a	member	of	the
immediate	family.



School-Related	Leave
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	recognizes	that	it	benefits	the	parent,	the	children	and	the	community	when	a	parent
is	able	to	take	time	off	from	work	to	attend	functions	and	meetings	related	to	an	employee's	children's
education.	Therefore,	the	company	allows	employees	to	take	leave	from	work	for	this	purpose	as	described
below.

Company	employees	are	entitled	to	use	up	to	six	hours	of	paid	leave	per	calendar	year	to	attend	school
functions,	meet	with	school	teachers	and	administration,	or	assist	in	the	child's	classroom.

When	possible,	an	employee	who	needs	this	kind	of	leave	is	expected	to	notify	the	immediate	supervisor	at
least	one	week	before	the	leave	is	needed.	When	it	is	not	possible	to	notify	the	supervisor	one	week	in
advance	of	the	need	for	leave,	the	employee	must	notify	the	supervisor	as	soon	as	possible.



Service	Animal	Policy
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	prohibits	bringing	a	pet	(a	domestic	animal	kept	for	pleasure	or	companionship)	to
work	or	having	a	pet	in	Peach	State	Nephrology-controlled	buildings	and	premises,	with	the	exception	of
service	animals	providing	Americans	with	Disabilities	Act	(ADA)	reasonable	accommodations	for	a	person	with
disabilities.

Service	Animals

According	to	the	ADA,	a	service	animal	is	defined	as	"any	animal	individually	trained	to	work	or	perform	tasks
for	the	benefit	of	an	individual	with	a	disability,	including,	but	not	limited	to,	guiding	individuals	with	impaired
vision,	alerting	individuals	to	an	impending	seizure	or	protecting	individuals	during	one,	and	alerting
individuals	who	are	hearing	impaired	to	intruders,	or	pulling	a	wheelchair	and	fetching	dropped	items."

A	person	with	a	disability	uses	a	service	animal	as	an	auxiliary	aid.	In	compliance	with	the	ADA,	service
animals	are	welcome	in	all	buildings	on	company	property	and	may	attend	any	class,	meeting	or	other	event.
There	may	be	an	exception	to	certain	areas.

Employees	requesting	accommodation	for	a	disability	that	includes	a	service	animal	must	contact	the	human
resource	(HR)	department	and	complete	a	Documentation	of	Disability	form.	All	service	animals	must	be
registered	with	the	HR	department.

Requirements	of	service	animals	and	their	owners	include:

All	animals	need	to	be	immunized	against	rabies	and	other	diseases	common	to	that	type	of	animal.	All
vaccinations	must	be	current.
Animals	must	wear	a	rabies	vaccination	tag.
All	dogs	must	be	licensed	per	state	law.
Service	animals	must	wear	an	owner	identification	tag	(which	includes	the	name	and	phone	number	of
the	owner)	at	all	times.
Animals	must	be	in	good	health.
Animals	must	be	on	a	leash,	harness	or	other	type	of	restraint	at	all	times,	unless	the	owner/partner	is
unable	to	retain	an	animal	on	leash	due	to	a	disability.
The	owner	must	be	in	full	control	of	the	animal	at	all	times.	The	care	and	supervision	of	the	animal	is
solely	the	responsibility	of	the	owner/partner.
The	owner/partner	must	provide	the	HR	department	staff	with	information	as	to	how	the	animal
accommodates	for	the	individual's	disability.

Reasonable	behavior	is	expected	from	service	animals	while	on	company	property.	The	owners	of	disruptive
and	aggressive	service	animals	may	be	asked	to	remove	them	from	the	Company	facilities.	If	the	improper
behavior	happens	repeatedly,	the	owner	may	be	told	not	to	bring	the	service	animal	into	any	facility	until	the
owner	takes	significant	steps	to	mitigate	the	behavior.

Cleanliness	of	the	service	animal	is	mandatory.	Consideration	of	others	must	be	taken	into	account	when
providing	maintenance	and	hygiene	of	service	animals.	The	owner/partner	is	expected	to	clean	and	dispose	of
all	animal	waste.



Section:	Employee	Conduct/	Responsibilities

Attendance/Punctuality
Revised:	09/04/2015	|	Effective:	09/04/2015

We	expect	Peach	State	Nephrology	employees	to	be	reliable	and	punctual.	You	should	report	for	work	on	time
and	as	scheduled.	If	you	cannot	come	to	work	or	you	will	be	late	for	any	reason,	you	must	notify	your
immediate	supervisor	as	soon	as	possible.

Unplanned	absences	can	disrupt	work,	inconvenience	other	employees,	and	affect	productivity.	If	you	have	a
poor	attendance	record	or	excessive	lateness,	you	may	be	subject	to	disciplinary	action,	up	to	and	including
termination	of	employment.



Standard	of	Conduct
Revised:	09/04/2015	|	Effective:	09/04/2015

The	purpose	of	this	policy	is	to	outline	what	Peach	State	Nephrology	expects	from	its	employees	in	terms	of
appropriate	behavior.	Employees	who	violate	the	work	rules	are	subject	to	disciplinary	action,	up	to	and
including	termination.

Infractions	of	the	following	work	rules	are	deemed	to	be	unacceptable	and	may	result	in	termination	upon	the
first	offense.

Unacceptable	Violations

1.	Theft	of	company	property	or	personal	property	of	another	employee.
2.	Punching	another	employee's	time	card	or	permitting	someone	to	punch	your	time	card.
3.	Falsification	of	an	application	or	company	record.
4.	Sleeping	while	on	duty.
5.	Unauthorized	disclosure	of	confidential	information.
6.	Serious	violation	of	harassment	policy.
7.	Fighting,	threatening,	or	attempting	bodily	injury	to	another	person	on	the	company	property.
8.	Deliberately	damaging	company	property,	property	belonging	to	a	co-worker	or	to	a	vendor.
9.	Failure	to	wear	safety	equipment	where	required.
10.	Unauthorized	use	of	company	time,	materials,	tools,	etc.	for	personal	gain.
11.	Unauthorized	alteration	of	company	machinery	or	equipment.
12.	Violation	of	safety	rules	which	could	result	in	serious	injury	to	self	or	others.
13.	Reporting	to	work	under	the	influence	of	drugs	and/or	alcohol.
14.	Possession	of	guns,	knives,	weapons,	explosives,	etc.	on	company	property.
15.	Testing	positive	for	drugs	on	a	company-administered	drug	test.
16.	Refusal	to	cooperate	with	the	investigation	of	a	work-related	matter.
17.	Insubordination.
18.	Indecent	or	immoral	behavior	on	company	property.
19.	Conviction	of	a	felony.

General	Violations

The	following	violations	do	not	generally	pose	a	major	threat	to	the	operation	of	the	business	or	to	the	safety
and	well-being	of	the	individual	or	other	employees.

1.	Horseplay
2.	Contributing	to	unsanitary	conditions
3.	Leave	work	area	without	permission
4.	Failure	to	provide	an	acceptable	quality	of	work
5.	Repeated	tardiness	or	absence;	failure	to	report	to	work	without	satisfactory	reason
6.	Smoking	in	restricted	areas
7.	Unauthorized	solicitations	or	posting	of	materials	on	company	bulletin	board
8.	Improper	operation	of	any	vehicle	on	company	property
9.	Unauthorized	use	of	company	telephones	or	computers

The	above	lists	are	not	all-inclusive	and	the	company	reserves	the	right	to	take	corrective	action	for	any
behavior	it	deems	inappropriate	for	the	efficient	operation	of	the	business.

Managers	and	supervisors	will	follow	the	progressive	discipline	policy	for	violations	of	the	Code	of	Conduct.

Progressive	Discipline
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology's	progressive	discipline	policy	and	procedures	are	designed	to	provide	a	structured
corrective	action	process	to	improve	and	prevent	a	recurrence	of	undesirable	employee	behavior	and



performance	issues.	It	has	been	designed	consistent	with	Peach	State	Nephrology	organizational	values,
human	resource	(HR)	best	practices	and	employment	laws.

Outlined	below	are	the	steps	of	our	progressive	discipline	policy	and	procedure.	The	Company	reserves	the
right	to	combine	or	skip	steps	depending	on	the	facts	of	each	situation	and	the	nature	of	the	offense.	The
level	of	disciplinary	intervention	may	also	vary.	Some	of	the	factors	that	will	be	considered	are	whether	the
offense	is	repeated	despite	coaching,	counseling	or	training,	the	employee's	work	record,	and	the	impact	the
conduct	and	performance	issues	have	on	the	organization.

Procedure

Step	1:	Counseling	and	verbal	warning

Step	1	creates	an	opportunity	for	the	immediate	supervisor	to	schedule	a	meeting	with	an	employee	to	bring
attention	to	the	existing	performance,	conduct	or	attendance	issue.	The	supervisor	should	discuss	with	the
employee	the	nature	of	the	problem	or	the	violation	of	company	policies	and	procedures.	The	supervisor	is
expected	to	clearly	describe	expectations	and	steps	the	employee	must	take	to	improve	performance	or
resolve	the	problem.

Within	five	business	days	of	this	meeting,	the	supervisor	will	prepare	written	documentation	of	a	Step	1
meeting.	The	employee	will	be	asked	to	sign	this	document	to	demonstrate	his	or	her	understanding	of	the
issues	and	the	corrective	action.

Step	2:	Written	warning

Although	it	is	hoped	that	the	employee	will	promptly	correct	any	performance,	conduct	or	attendance	issues
that	were	identified	in	Step	1,	the	Company	recognizes	that	this	may	not	always	occur.	The	Step	2	written
warning	involves	more	formal	documentation	of	the	performance,	conduct	or	attendance	issues	and
consequences.

During	Step	2,	the	immediate	supervisor	and	manager	or	director	will	meet	with	the	employee	to	review	any
additional	incidents	or	information	about	the	performance,	conduct	or	attendance	issues	as	well	as	any	prior
relevant	corrective	action	plans.	Management	will	outline	the	consequences	for	the	employee	of	his	or	her
continued	failure	to	meet	performance	or	conduct	expectations.

A	formal	performance	improvement	plan	(PIP)	requiring	the	employee's	immediate	and	sustained	corrective
action	may	be	issued	within	five	business	days	of	a	Step	2	meeting.	A	warning	outlining	that	the	employee
may	be	subject	to	additional	discipline	up	to	and	including	termination	if	immediate	and	sustained	corrective
action	is	not	taken	may	also	be	included	in	the	written	warning.

	Step	3:	Suspension	and	final	written	warning

There	may	be	performance,	conduct	or	safety	incidents	so	problematic	and	harmful	that	the	most	effective
action	may	be	the	temporary	removal	of	the	employee	from	the	workplace.	When	immediate	action	is
necessary	to	ensure	the	safety	of	the	employee	or	others,	the	immediate	supervisor	may	suspend	the
employee	pending	the	results	of	an	investigation.

Suspensions	that	are	recommended	as	part	of	the	normal	progression	of	this	progressive	discipline	policy	and
procedure	are	subject	to	approval	from	a	next-level	manager	and	HR.

Depending	on	the	seriousness	of	the	infraction,	the	employee	may	be	suspended	without	pay	in	full-day
increments	consistent	with	federal,	state	and	local	wage-and-hour	employment	laws.	Nonexempt/hourly
employees	may	not	substitute	or	use	an	accrued	paid	vacation	or	sick	day	in	lieu	of	the	unpaid	suspension.
Due	to	Fair	Labor	Standards	Act	(FLSA)	compliance	issues,	unpaid	suspension	of	salaried/exempt	employees	is
reserved	for	serious	workplace	safety	or	conduct	issues.	HR	will	provide	guidance	so	that	the	discipline	is
administered	without	jeopardizing	the	FLSA	exemption	status.

Pay	may	be	restored	to	the	employee	if	an	investigation	of	the	incident	or	infraction	absolves	the	employee.

Step	4:	Recommendation	for	termination	of	employment

The	last	and	most	serious	step	in	the	progressive	discipline	procedure	is	a	recommendation	to	terminate
employment.	Generally,	the	Company	will	try	to	exercise	the	progressive	nature	of	this	policy	by	first
providing	warnings,	a	final	written	warning	or	suspension	from	the	workplace	before	proceeding	to	a
recommendation	to	terminate	employment.	However,	Peach	State	Nephrology	reserves	the	right	to	combine



and	skip	steps	depending	on	the	circumstances	of	each	situation	and	the	nature	of	the	offense.	Furthermore,
employees	may	be	terminated	without	prior	notice	or	disciplinary	action.

Management’s	recommendation	to	terminate	employment	must	be	approved	by	HR	and	the	division	director
or	designate.	Final	approval	may	be	required	from	the	CEO	or	designate.

Appeal	Process

Employees	will	have	the	opportunity	to	present	information	that	may	challenge	information	management	has
used	to	issue	disciplinary	action.	The	purpose	of	this	process	is	to	provide	insight	into	extenuating
circumstances	that	may	have	contributed	to	the	employee’s	performance	or	conduct	issues	while	allowing	for
an	equitable	solution.

If	the	employee	does	not	present	this	information	during	any	of	the	step	meetings,	he	or	she	will	have	five
business	days	after	that	meeting	to	present	such	information.

Performance	and	Conduct	Issues	Not	Subject	to	Progressive	Discipline

Behavior	that	is	illegal	is	not	subject	to	progressive	discipline,	and	such	behavior	may	be	reported	to	local	law
enforcement	authorities.

Similarly,	theft,	substance	abuse,	intoxication,	fighting	and	other	acts	of	violence	at	work	are	also	not	subject
to	progressive	discipline	and	may	be	grounds	for	immediate	termination.

Documentation

The	employee	will	be	provided	copies	of	all	progressive	discipline	documentation,	including	all	PIPs.	The
employee	will	be	asked	to	sign	copies	of	this	documentation	attesting	to	his	or	her	receipt	and	understanding
of	the	corrective	action	outlined	in	these	documents.

Copies	of	these	documents	will	be	placed	in	the	employee's	official	personnel	file.

Important	note:	Nothing	in	this	policy	provides	any	contractual	rights	regarding	employee	discipline	or
counseling,	nor	should	anything	in	this	policy	be	read	or	construed	as	modifying	or	altering	the	employment-
at-will	relationship	between	Peach	State	Nephrology	and	its	employees.

Cell	Phone	Usage
Revised:	09/04/2015	|	Effective:	09/04/2015

We	provide	cell	phones	to	some	employees	for	business	use.	Employees	with	cell	phones	are	allowed	to	use
them	for	short	personal	calls	within	reasonable	limits.	Sometimes	we	may	check	cell	phone	bills	to	make	sure
this	policy	is	being	followed.	

Peach	State	Nephrology	prohibits	employees	using	cell	phones	for	business	while	they	are	driving.	If	you	are
driving	and	need	to	use	a	cell	phone,	you	should	pull	off	the	road	and	stop	before	you	place	a	call	or	talk	on
the	phone.

Use	of	personal	cell	phones	is	discouraged,	as	it	is	disruptive	to	the	workflow	of	the	office.	Personal	cell
phones	should	be	turned	off	while	at	work.	Use	of	your	personal	cell	phone	is	permitted	during	your	lunch
break.

Specific	to	employees	in	Georgia
Georgia	prohibits	drivers	younger	than	18	from	using	hand	held	cell	phones	while	driving.	School	bus
drivers	are	banned	from	any	cell	phone	use	while	driving.	All	drivers	are	prohibited	from	texting	while
driving.



Conflict	of	Interest
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	has	guidelines	to	avoid	real	or	potential	conflicts	of	interest.	It	is	your	duty	as	an
employee	of	Peach	State	Nephrology	to	follow	the	following	guidelines	about	conflicts	of	interest.	If	you	have
questions	about	what	constitutes	conflict	of	interest,	contact	the	Supervisor.

When	conducting	business	with	another	company,	you	must	work	within	the	guidelines	set	up	and	controlled
by	the	management	team	of	Peach	State	Nephrology.	Business	dealings	with	other	companies	should	not
result	in	unusual	gains	for	those	companies.	"Unusual	gains"	is	defined	as	bribes,	product	bonuses,	special
fringe	benefits,	unusual	price	breaks,	and	other	windfalls	that	will	benefit	the	other	company	or	an	employee
at	the	other	company.

What	is	a	conflict	of	interest?	An	actual	or	potential	conflict	of	interest	is	when	you	are	in	a	position	to
influence	a	decision	or	have	business	dealings	on	behalf	of	Peach	State	Nephrology	that	might	result	in	a
personal	gain	for	you	or	for	one	of	your	relatives.	

We	do	not	automatically	assume	that	there	is	a	conflict	of	interest	if	you	have	a	relationship	with	another
company.	However,	if	you	have	any	influence	on	transactions	involving	purchases,	contracts,	or	leases,	you
must	tell	an	officer	of	the	organization	as	soon	as	possible.	By	telling	us	that	there	is	the	possibility	of	an
actual	or	potential	conflict	of	interest,	we	can	set	up	safeguards	to	protect	everyone	involved.

The	possibility	for	personal	gain	is	not	limited	to	situations	where	you	or	your	relative	has	a	significant
ownership	in	a	firm	with	which	Peach	State	Nephrology	does	business.	Personal	gains	can	also	result	from
situations	where	you	or	your	relative	receives	a	kickback,	bribe,	substantial	gift,	or	special	consideration
because	of	a	transaction	or	business	dealing	involving	Peach	State	Nephrology.



Drug	Free	Workplace
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	is	committed	to	being	a	drug-free	and	safe	workplace.	Our	employees	must	be
physically	and	mentally	fit	to	perform	their	duties	in	a	safe	and	efficient	manner.	Therefore,	no	employee	shall
work	or	report	to	work	while	under	the	influence	of	alcohol,	illegal	drugs,	or	any	substance	that	would	affect
his/her	ability	to	perform	the	job	in	a	safe	and	efficient	manner.	

No	employee	shall	consume,	display,	or	have	in	his/her	possession,	including	the	workplace	or	in	company
vehicles,	alcoholic	beverages	or	illegal	drugs	at	any	time	during	the	workday,	including	during	lunch,	breaks,
and	on-call	hours.	To	do	so	could	jeopardize	the	safety	of	other	employees,	company	equipment,	and	the
company's	relations	with	the	public,	and	is	a	prime	cause	for	disciplinary	action,	up	to	and	including
discharge.	The	exception	to	this	rule	is	when	the	Supervisor	at	company	functions	or	other	business	activities,
authorizes	consumption	of	alcoholic	beverages.	

When	employees	are	required	to	take	any	kind	of	prescription	or	nonprescription	medication	that	may
potentially	affect	their	job	performance,	they	are	required	to	report	this	to	their	immediate	Supervisor,	who
will	determine	if	it	is	necessary	to	temporarily	place	them	on	another	assignment	or	take	other	appropriate
action.

To	protect	the	best	interests	of	employees	and	the	public,	the	company	will	take	whatever	measures	are
necessary	to	determine	if	alcohol	or	illegal	drugs	are	located	on	or	are	being	used	on	company	property.
Measures	that	may	be	used	will	include	but	not	be	limited	to	searches	of	people	and	of	personal	property
located	on	company	premises,	which	may	be	conducted	by	law	enforcement	authorities	or	by	management,
as	well	as	drug	and	/or	alcohol	tests	to	be	conducted	when	there	is	reasonable	suspicion	of	substance	abuse.	

When	urinalysis	and/or	blood	tests	are	requested	or	necessary,	samples	will	be	taken	under	the	supervision	of
an	appropriate	health-care	professional.	The	above-mentioned	searches	and	drug	tests	will	not	be	conducted
if	an	individual	refuses	to	submit;	however,	refusal	to	submit	will	result	in	immediate	removal	from	service
and	may	result	in	termination.

Employees	experiencing	problems	with	alcohol	or	other	drugs	are	urged	to	voluntarily	seek	assistance	to
resolve	such	problems	before	they	become	serious	enough	to	require	management	referral	or	disciplinary
action.	If	you	have	questions	regarding	this	policy	or	issues	related	to	drug	or	alcohol	use	at	work,	you	can
raise	your	concerns	with	your	immediate	Supervisor	or	the	Supervisor	without	fear	of	reprisal.

Under	the	Drug	Free	Workplace	Act,	if	you	perform	work	for	a	government	contract	or	grant,	you	must	notify
Peach	State	Nephrology	if	you	have	a	criminal	conviction	for	drug-related	activity	that	happened	at	work.	You
must	make	the	report	within	five	(5)	days	of	the	conviction.



Workplace	Safety
Revised:	09/04/2015	|	Effective:	09/04/2015

The	Occupational	Safety	and	Health	Act	(OSHA)	require	all	employers	to	provide	a	safe	and	healthful
workplace	for	their	employees.	In	this	regard,	it	is	important	that	adequate	policies	and	procedures	be
developed	and	adhered	to	in	order	to	ensure	safe,	efficient	operating	conditions,	thereby	safeguarding
employees	and	facilities.

Our	company	will	not	knowingly	permit	unsafe	conditions	to	exist,	nor	will	it	permit	employees	to	indulge	in
unsafe	acts.	Violations	of	company	rules	and	regulations	will	result	in	disciplinary	action.	The	company
believes	that	the	safety	of	employees	and	physical	property	can	best	be	ensured	by	a	meaningful	program.

Employee---Since	the	employee	on	the	job	is	frequently	more	aware	of	unsafe	conditions	than	anyone	else,
employees	are	encouraged	to	make	recommendations	and/or	suggestions	regarding	unsafe	conditions	to	their
immediate	supervisor	so	that	they	may	be	corrected.

Supervisors---Supervisors	are	responsible	for	the	working	conditions	within	their	department.	A	supervisor
should	remain	alert	at	all	times	to	dangerous	and	unsafe	conditions,	so	that	he/she	may	recommend
corrective	action,	discipline	employees	who	habitually	create	or	indulge	in	unsafe	practices,	assess	new	or
changed	situations	for	inherent	dangers,	and	follow	up	on	employee	suggestions	for	corrective	action	so	that
unsafe	conditions	are	not	instituted	or	permitted	to	continue.

Non-Smoking	Policy
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	is	a	smoke-free	workplace	in	order	to	maintain	the	highest	possible	safety	conditions
and	because	we	are	concerned	about	our	employees'	health.	We	also	encourage	smokers	to	quit	smoking.	

Any	questions	regarding	our	Non-Smoking	policy,	please	contact	the	Supervisor.

Reporting	Work	Related	Injuries
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	pays	100%	of	the	premium	on	insurance	provided	by	our	Workers'	Compensation
under	the	WC	Act.	This	law	was	designed	to	provide	you	with	benefits	for	any	injury	which	you	receive	arising
out	of	your	employment	with	the	company.

Under	the	provisions	of	the	law,	if	you	are	injured	while	at	work	for	the	company,	this	injury	must	be	reported
immediately	to	your	supervisor,	no	matter	how	slight	it	might	seem.	Failure	to	do	so	could	result	in	your	claim
for	Workers'	Compensation	benefits	to	be	denied	by	the	insurer.

For	further	information,	please	refer	to	our	Workers'	Compensation	policy.



Confidentiality
Revised:	09/04/2015	|	Effective:	09/04/2015

Information	regarded	as	confidential,	including	payroll,	financial	statements,	customer	lists,	price	lists	and
other	information,	should	be	handled	carefully.	Managers	should	instruct	their	staff	coming	in	contact	with	this
information	as	to	what	is	confidential	and	should	require	that	staff	write	"PERSONAL	AND	CONFIDENTIAL"	on
such	materials	on	the	outside	of	any	envelopes	and	correspondence.	

Employees	should	be	instructed	that	upon	receipt	of	materials	marked	Personal	and	Confidential,	these
materials	should	be	left	sealed,	to	be	opened	by	the	individual	to	whom	they	are	addressed.

Confidential	information	regarding	the	company	or	the	customers	we	serve	should	in	no	way	be	divulged
verbally,	in	written	correspondence	or	e-mail.	Failure	to	abide	by	this	policy	will	result	in	disciplinary	action,	up
to	and	including	discharge.

Computer	Policy,	Including	Internet	Usage	and	Email
Revised:	09/04/2015	|	Effective:	09/04/2015

Internet	access	is	provided	to	individuals	based	upon	business	needs	to	benefit	the	Company	through
connection	to	worldwide	information	resources.	Employees	have	a	responsibility	to	maintain	and	enhance
Peach	State	Nephrology's	public	image	while	accessing	the	Internet	by	following	these	guidelines:

Employees	using	Internet	access	via	Company	hardware	and	software	are	representing	Peach	State
Nephrology.	As	such,	their	conduct	should	be	ethical	and	lawful	at	all	times.	Channels	may	be	accessed	for
official	company	business	to	gain	technical	or	analytical	information	and	to	establish	business	contacts.

Internet	access	should	not	be	used	for	personal	gain	or	advancement	of	personal	views,	for	solicitation	of	non-
company	business,	or	result	in	the	disruption	of	the	company	network	operation	or	interfere	with	personal
productivity	at	work.

Employees	are	responsible	for	the	content	of	all	text,	audio,	or	images	they	place	or	send	over	the	Internet.
Fraudulent,	harassing,	or	obscene	messages	are	prohibited.	All	messages	on	the	Internet	should	be	identified
with	the	employee's	name.	Employees	may	not	obscure	the	origin	of	messages	and	the	information	published
should	not	violate	or	infringe	upon	the	rights	of	others.	Abusive,	profane	or	offensive	language	transmitted
through	the	Company	system	is	strictly	prohibited.

Employees	may	not	download	software	without	the	express	acknowledgement	and	support	of	the	Network
Administrator	to	ensure	that	proper	licenses	are	obtained	and	viruses	are	not	transmitted.

Employees	may	not	send	or	upload	Company	copyrighted	materials,	trade	secrets,	proprietary	information,	or
similar	materials	to	third	parties.	Employees	may	not	violate	the	copyright	laws	in	regard	to	receipt/download
of	materials	available	on	the	Internet	by	copying	and	disseminating	information,	except	for	purposes	falling
under	the	category	of	"fair	use".

All	messages	created,	sent,	or	retrieved	over	the	Internet	are	the	property	of	the	Company	and	should	be
considered	public	information.	The	Company	reserves	the	right	to	access	and	monitor	all	messages	and	files
on	the	computer	system	at	any	time.	All	communications	can	be	disclosed	to	law	enforcement	officials	or
other	third	parties	without	prior	consent	of	the	sender	or	the	receiver.

Harassment	of	any	kind	is	strictly	prohibited.	Messages	with	derogatory	or	inflammatory	remarks	regarding
race,	religion,	national	origin,	sexual	orientation,	or	other	protected	attributes	may	not	be	transmitted.

Violations	of	the	Internet	Code	of	Conduct	may	result	in	disciplinary	action	up	to	and	including	termination
and	illegal	activities	may	result	in	prosecution	by	legal	authorities.



Workplace	Etiquette
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	can	be	a	pleasant	place	to	work	when	all	employees	show	respect	and	courtesy	to
each	other.	Sometimes	there	are	problems	when	employees	do	not	realize	that	they	are	bothering	or
annoying	other	people.	If	this	happens	to	you,	you	should	first	try	to	solve	the	problem	by	politely	telling	your
co-worker	what	is	bothering	you.

We	encourage	you	to	keep	an	open	mind.	If	another	employee	tells	you	about	something	that	you	are	doing
that	makes	it	hard	for	that	person	to	work,	try	to	understand	the	other	person's	point	of	view.

The	following	are	some	guidelines	and	suggestions	for	how	to	be	considerate	of	others	at	work.	You	will	not
necessarily	be	disciplined	if	you	do	not	follow	these	suggestions,	but	the	guidelines	will	help	you	get	along
with	others.	If	you	have	comments	or	suggestions	about	workplace	etiquette,	contact	Supervisor.

Return	copy	machine	and	printer	settings	to	their	default	settings	after	changing	them.	Replace	paper	in	the
copy	machine	and	printer	paper	trays	when	they	are	empty.	Retrieve	print	jobs	in	a	timely	manner	and	be
sure	to	collect	all	your	pages.	Be	prompt	when	using	the	manual	feed	on	the	printer.	Keep	the	area	around	the
copy	machine	and	printers	orderly	and	picked	up.	Be	careful	not	to	take	or	discard	others'	print	jobs	or	faxes
when	collecting	your	own.	Avoid	public	accusations	or	criticisms	of	other	employees.	Address	such	issues
privately	with	those	involved	or	your	Supervisor.	Try	to	minimize	unscheduled	interruptions	of	other
employees	while	they	are	working.	Communicate	by	email	or	phone	whenever	possible,	instead	of	walking
unexpectedly	into	some	one's	office	or	workspace.	Be	conscious	of	how	your	voice	travels,	and	try	to	lower
the	volume	of	your	voice	when	talking	on	the	phone	or	to	others	in	open	areas.	Keep	socializing	to	a
minimum,	and	try	to	conduct	conversations	in	areas	where	the	noise	will	not	be	distracting	to	others.
Minimize	talking	between	workspaces	or	over	cubicle	walls.	Instead,	conduct	conversations	with	others	in
their	workspace.	Try	not	to	block	walkways	while	carrying	on	conversations.	Refrain	from	using	inappropriate
language	(swearing)	that	others	may	overhear.	Avoid	discussions	of	your	personal	life/issues	in	public
conversations	that	can	be	easily	overheard.	Monitor	the	volume	when	listening	to	music,	voice	mail,	or	a
speakerphone	that	others	can	hear.	Make	a	fresh	pot	of	coffee	if	you	take	the	last	cup,	if	you	think	others	may
want	a	cup	of	coffee.	Refrain	from	bringing	strong	smelling	food	into	the	work	place.	Also,	refrain	from	strong
smelling	perfume	and	after-shave	lotion.	Clean	up	after	yourself	and	do	not	leave	behind	waste	or	discarded
papers.

Workplace	Violence
Revised:	09/04/2015	|	Effective:	09/04/2015

The	company	will	not	tolerate	workplace	violence.	Any	employee	who	commits	an	act	of	violence	at	work
against	a	person	or	property	will	face	disciplinary	action	up	to	and	including	discharge.	If	circumstances
warrant,	the	matter	will	be	referred	to	legal	authorities	for	prosecution.	Workplace	violence	is	violence	against
employees	and	is	committed	by	persons	who	either	have	an	employment-related	connection	with	the
company	or	are	outsiders,	and	involves:	

1.	Physical	acts	against	persons	or	employer	property
2.	Verbal	threats,	or	vicious	statements	that	are	meant	to	harm	or	cause	a	hostile	environment
3.	Written	threats,	vicious	cartoons	or	notes,	and	other	written	material	that	is	meant	to	threaten	or	create	a
hostile	environment
4.	Visual	acts	that	are	threatening	or	intended	to	convey	injury	or	hostility

All	employees	are	expected	to	report	any	act	of	violence.	Employees	should	bring	their	concern	directly	to	the
attention	of	their	immediate	supervisor.	All	such	reports	shall	be	fully	investigated.	Any	employee	who	takes
any	adverse	action	against	a	person	who	reports	any	act	of	violence	or	a	suspicion	of	violence	shall	be	subject
to	immediate	discipline,	up	to	and	including	discharge.



Social	Networking	Policy	-	Short	Version
Revised:	09/04/2015	|	Effective:	09/04/2015

The	company	recognizes	that	social	media	is	an	integral	part	of	doing	business	today.	The	proper	role	of	social
networking	is	to	convey	information	about	the	company,	its	products	and	services,	search	for	possible	new
markets	and	discuss	company	activities	and	events.

Only	persons	authorized	to	do	so	may	prepare	or	modify	content	for	the	company’s	official	website(s)	and/or
blogs.	You	are	expected	to	comply	with	the	following	guidelines:

1.	 Employees	must	identify	themselves	by	name	and	their	position	in	the	company.
2.	 Written	approval	to	publish	copyrighted	information	must	be	obtained	in	advance.	If	you	are	using

information	provided	by	another	person,	be	certain	you	have	permission	to	use	it	and	acknowledge	the
author’s	contribution.

3.	 Maintain	the	highest	level	of	professionalism.	Be	respectful	to	all,	the	company,	your	co-workers,
customers	and	competitors.	Remember	you	represent	the	company	and	will	be	held	responsible	for	your
posts.

4.	 Do	not	disclose	any	confidential	information	about	the	company	and/or	its	customers.
5.	 Check	your	facts	before	you	publish.	Honesty	is	imperative	as	information	can	be	verified	quickly	on	the

internet.	False	statements	will	damage	both	the	company’s	and	your	credibility.
6.	 Promptly	correct	your	mistakes	to	avoid	misunderstanding	and	irritation.

Information	published	on	the	internet	becomes	part	of	a	permanent	record.	Exercise	good	judgment	and
common	sense.	If	in	doubt,	don’t	post	until	you	clear	it	through	the	appropriate	channels.

	All	social	networking	activities	must	be	in	compliance	with	the	company’s	policy	on	electronic
communication.

Personal	Blogs/Social	Networking

Employees	are	not	allowed	to	use	company-owned	equipment,	including	computers,	company	licensed
software	or	other	electronic	equipment	or	facilities	on	company	time	to	conduct	personal	blogging	or	social
network	activities.

Employees	may	not	use	the	company	logo	or	trademark	on	their	personal	blogs	or	networks.

Employees	may	not	post	photographs	of	other	employees,	customers,	or	vendors	on	personal	posts.

Employees	are	not	to	link	from	a	personal	blog	or	social	network	to	the	company’s	internal	or	external
websites.

Bloggers	are	responsible	for	their	commentary	on	blogs	and	social	networks.	Bloggers	can	be	held	personally
liable	for	commenting	that	is	slanderous,	obscene,	defamatory	or	libelous	by	any	offended	party.

Social	networking	and	blogging	must	be	done	on	the	employee’s	equipment	during	breaks	or	lunch.

If	you	have	any	questions	regarding	the	proper	use	of	social	networking/blogging,	please	contact	your
Supervisor.

Social	Media	Policy	-	Long	Version
Revised:	09/04/2015	|	Effective:	09/04/2015

At	Peach	State	Nephrology	we	understand	that	social	media	can	be	a	fun	and	rewarding	way	to	share	your	life
and	opinions	with	family,	friends	and	co-workers	around	the	world.	However,	use	of	social	media	also	presents
certain	risks	and	carries	with	it	certain	responsibilities.	To	assist	you	in	making	responsible	decisions	about
your	use	of	social	media,	we	have	established	these	guidelines	for	appropriate	use	of	social	media.		This
policy	applies	to	all	who	work	for	Peach	State	Nephrology.		



GUIDELINES

In	the	rapidly	expanding	world	of	electronic	communication,	social	media	can	mean	many	things.		Social
media	includes	all	means	of	communicating	or	posting	information	or	content	of	any	sort	on	the	Internet,
including	to	your	own	or	someone	else's	web	log	or	blog,	journal	or	diary,	personal	web	site,	social	networking
or	affinity	web	site,	web	bulletin	board	or	a	chat	room,	whether	or	not	associated	or	affiliated	with	Peach	State
Nephrology,	as	well	as	any	other	form	of	electronic	communication.		Ultimately,	you	are	solely	responsible	for
what	you	post	online.	Before	creating	online	content,	consider	some	of	the	risks	and	rewards	that	are
involved.	Keep	in	mind	that	any	of	your	conduct	that	adversely	affects	your	job	performance,	the	performance
of	fellow	associates	or	otherwise	adversely	affects	members,	customers,	suppliers,	people	who	work	on	behalf
of	Peach	State	Nephrology	or	our	legitimate	business	interests	may	result	in	corrective	action	up	to	and
including	termination.

Know	and	follow	the	rules

Carefully	read	these	guidelines,	our	Ethics	Policy	and	Discrimination	&	Harassment/Anti-Harassment	Policy,
and	ensure	your	postings	are	consistent	with	these	policies.	Inappropriate	postings	that	may	include
discriminatory	remarks,	harassment,	and	threats	of	violence	or	similar	inappropriate	or	unlawful	conduct	will
not	be	tolerated	and	may	subject	you	to	corrective	action	up	to	and	including	termination.

Be	respectful

Always	be	fair	and	courteous	to	fellow	employees,	customers,	suppliers	or	people	who	work	on	behalf	of
Peach	State	Nephrology.	It	is	important	to	keep	in	mind	that	you	are	more	likely	to	resolved	work	related
complaints	by	speaking	directly	with	your	co-workers	or	by	utilizing	our	Open	Door	Policy	than	by	posting
complaints	to	a	social	media	outlet.	Nevertheless,	if	you	decide	to	post	complaints	or	criticism,	avoid	using
statements,	photographs,	video	or	audio	that	reasonably	could	be	viewed	as	malicious,	obscene,	threatening
or	intimidating,	that	disparage	customers,	employees	or	suppliers,	or	that	might	constitute	harassment	or
bullying.	Examples	of	such	conduct	might	include	offensive	posts	meant	to	intentionally	harm	someone's
reputation	or	posts	that	could	contribute	to	a	hostile	work	environment	on	the	basis	of	race,	sex,	disability,
religion	or	any	other	status	protected	by	law	or	company	policy.

Be	honest	and	accurate

Make	sure	you	are	always	honest	and	accurate	when	posting	information	or	news,	and	if	you	make	a	mistake,
correct	it	quickly.	Be	open	about	any	previous	posts	you	have	altered.		Remember	that	the	Internet	archives
almost	everything;	therefore,	even	deleted	postings	can	be	searched.	Never	post	any	information	or	rumors
that	you	know	to	be	false	about	Peach	State	Nephrology,	fellow	employees,	customers,	suppliers,	people
working	on	behalf	of	Peach	State	Nephrology	or	competitors.

Post	only	appropriate	and	respectful	content

Maintain	the	confidentiality	of	Peach	State	Nephrology	trade	secrets	and	private	or	confidential
information.	Trades	secrets	may	include	information	regarding	the	development	of	systems,	processes,
products,	know-how	and	technology.	Do	not	post	internal	reports,	policies,	procedures	or	other	internal
business-related	confidential	communications.
Respect	financial	disclosure	laws.	It	is	illegal	to	communicate	or	give	a	"tip"	on	inside	information	to
others	so	that	they	may	buy	or	sell	stocks	or	securities.	Such	online	conduct	may	also	violate	the	Insider
Trading	Policy.
Do	not	create	a	link	from	your	blog,	website	or	other	social	networking	site	to	a	Peach	State	Nephrology
website	without	identifying	yourself	as	an	employee	of	Peach	State	Nephrology.
Express	only	your	personal	opinions.	Never	represent	yourself	as	a	spokesperson	for	Peach	State
Nephrology.	If	Peach	State	Nephrology	is	a	subject	of	the	content	you	are	creating,	be	clear	and	open
about	the	fact	that	you	are	an	employee	and	make	it	clear	that	your	views	do	not	represent	those	of
Peach	State	Nephrology,	fellow	employees,	customers,	suppliers	or	people	working	on	behalf	of	Peach
State	Nephrology.	If	you	do	publish	a	blog	or	post	online	related	to	the	work	you	do	or	subjects
associated	with	Peach	State	Nephrology,	make	it	clear	that	you	are	not	speaking	on	behalf	of	Peach
State	Nephrology.	It	is	best	to	include	a	disclaimer	such	as	"The	postings	on	this	site	are	my	own	and	do
not	necessarily	reflect	the	views	of	Peach	State	Nephrology."

Using	social	media	at	work

Refrain	from	using	social	media	while	on	work	time	or	on	equipment	we	provide,	unless	it	is	work-related	as



authorized	by	your	manager	or	consistent	with	the	Company	Equipment	Usage	Policy.		Do	not	use	Peach	State
Nephrology	email	addresses	to	register	on	social	networks,	blogs	or	other	online	tools	utilized	for	personal
use.

Retaliation	is	prohibited

Peach	State	Nephrology	prohibits	taking	negative	action	against	any	employee	for	reporting	a	possible
deviation	from	this	policy	or	for	cooperating	in	an	investigation.	Any	employee	who	retaliates	against	another
employee	for	reporting	a	possible	deviation	from	this	policy	or	for	cooperating	in	an	investigation	will	be
subject	to	further	corrective	action,	up	to	and	including	termination.

Media	contacts

Employees	should	not	speak	to	the	media	on	behalf	without	contacting	Peach	State	Nephrology	management.
All	media	inquiries	should	be	directed	to	them.

For	more	information

If	you	have	questions	or	need	further	guidance,	please	contact	your	Supervisor.

Non-Smoking	(Including	Electronic	Cigarettes)
Revised:	09/04/2015	|	Effective:	09/04/2015

To	protect	the	health,	welfare	and	safety	of	the	visitors,	employees	and/or	volunteers,	the	Peach	State
Nephrology	knows	that:

Smoking	is	unhealthy	and	detrimental	to	the	health	of	others.
Cigarettes	once	consumed	in	public	spaces	are	often	discarded	on	the	ground,	thus	causing	a	litter
problem.
As	members	of	the	Community	we	are	thought	of	as	role	models,	and	smoking	has	a	negative	effect	on
individuals’	lifestyle	choices.

Therefore,	the	Peach	State	Nephrology	agrees	to	prohibit	smoking	within	50	feet	of	entrances	for	any	or	all
Company	offices	or	buildings.

"Smoking"	means	inhaling,	exhaling,	burning,	or	carrying	any	lighted	or	heated	cigar,	cigarette,
or	pipe.

	"Tobacco	Products"	means	all	forms	of	tobacco,	including	but	not	limited	to	cigarettes,	cigars,
pipes,	water	pipes	(hookah),	electronic	cigarettes,	and	smokeless	tobacco	products.

COMPLIANCE	PROCEDURES

Appropriate	signs	shall	be	posted
The	community	and	employees	will	be	notified	about	this	policy.
Staff	will	make	periodic	observations	of	the	areas	specified	above.
Any	visitors	found	violating	this	policy	may	be	subject	to	removal	from	the	premises.

Any	employee	found	violating	the	policy	will	be	dealt	with	in	accordance	to	the	employee	discipline	policy.	



Section:	Miscellaneous

Ethics	Policy
Revised:	09/04/2015	|	Effective:	09/04/2015

Peach	State	Nephrology	conducts	its	business	fairly,	impartially,	in	an	ethical	and	proper	manner,	and	in
compliance	with	all	laws	and	regulations.	We	are	committed	to	conducting	its	business	with	integrity
underlying	all	relationships,	including	those	with	customers,	suppliers	and	communities,	and	among
employees.	The	highest	standards	of	ethical	business	conduct	are	required	of	our	employees	in	performance
of	their	responsibilities.	Employees	will	not	engage	in	conduct	or	activity	that	may	raise	questions	as	to	the
company's	honesty,	impartiality	or	reputation	or	otherwise	cause	embarrassment	to	the	company.	Employees
will	avoid	any	action,	whether	or	not	specifically	prohibited	in	the	personnel	policies,	which	might	result	in	or
reasonably	be	expected	to	create	an	appearance	of:	

--	Using	your	position	for	private	gain.
--	Giving	preferential	treatment	to	any	person	or	entity.
--	Adversely	affecting	the	confidence	of	the	public	in	the	integrity	of	the	company.

Every	employee	has	the	responsibility	to	ask	questions,	seek	guidance,	report	suspected	violations	and
express	concerns	regarding	compliance	with	this	policy.	Peach	State	Nephrology	will	maintain	a	program	to
communicate	to	employees	its	commitment	to	integrity	and	uncompromising	values.	The	program	will	inform
employees	of	policies	and	procedures	regarding	ethical	business	conduct	and	assist	them	in	resolving
questions	and	in	reporting	suspected	violations.	Retaliation	against	employees	who	use	these	reporting
mechanisms	to	raise	genuine	concerns	will	not	be	tolerated.	

Supervisor	is	responsible	for	providing	policy	guidance	and	issuing	procedures	to	assist	employees	in
complying	with	Peach	State	Nephrology	expectations	of	ethical	business	conduct	and	uncompromising	values.
This	policy	constitutes	the	standards	of	ethical	business	conduct	required	of	all	employees.	

HIPAA	Policy
Revised:	09/26/2015	|	Effective:	09/04/2015

The	company	is	covered	by	the	requirements	of	the	Health	Insurance	Portability	and	Accountability	Act
(HIPAA).	We	will	follow	the	HIPAA	privacy	and	security	provisions	which	apply	to	Protected	Health	Information
(PHI)	maintained	by	the	company.

Protected	Health	Information	(PHI)	PHI	is	individually	identifiable	health	information	including	demographic
data	that	relates	to:
--	the	individual's	past,	present	or	future	physical	or	mental	health	or	condition,	
--	the	provision	of	health	care	to	the	individual,	or	
--	the	past,	present,	or	future	payment	for	the	provision	of	health	care	to	the	individual.

Individually	identifiable	health	information	includes	many	common	identifiers	(e.g.,	name,	address,	birth	date,
Social	Security	Number).	

All	employees	who	have	access	to	PHI	will	receive	the	appropriate	training	relating	to	the	HIPAA	regulations.
Any	breach	of	privacy	or	confidentiality	will	be	subject	to	disciplinary	action.

The	Supervisor	is	designated	as	the	HIPAA	Compliance	Officer	(HCO).	Any	questions	or	concerns	regarding	the
HIPAA	regulations	should	be	referred	to	the	HCO.

All	records	governed	by	the	HIPAA	policy	will	be	maintained	for	a	period	of	six	years	unless	a	state	law
requires	a	longer	period	of	retention.	After	the	required	retention	period,	the	records	will	be	destroyed
according	the	company's	record	destruction	policy.



Bloodborne	Pathogens	Policy
Revised:	09/04/2015	|	Effective:	09/04/2015

In	the	event	an	injury	results	in	the	release	of	blood	of	other	bodily	fluids	which	would	contain	pathogens,	i.e.,
HIV	or	HBV	(hepatitis),	immediately	take	steps	to	insure	the	injured	party	is	given	first	aid	according	to	our
safety	policy.

Spilled	fluids	are	not	to	be	cleaned	up	without	the	proper	protective	equipment	and	materials.	The	spilled
bodily	fluids	must	be	cleaned	up	according	to	the	following	procedure:

1.	Notify	the	appropriate	supervisor	as	to	the	identity	of	the	person(s)	doing	the	cleaning	and	the
circumstances	surrounding	the	injury.
2.	Put	on	protective	gloves	which	are	kept	in	(give	exact	location).
3.	Spread	absorbent	material	on	the	spilled	fluids.	Place	contaminated	material	in	a	leak-proof	plastic	bag.
4.	Sanitize	the	area	with	the	solution	provided	in	our	Emergency	First	Responder	kit.
5.	Follow	up	with	cleaning	the	affected	area	with	hot,	soapy	water.
6.	Remove	your	gloves	and	place	in	the	bag	with	the	contaminated	material.
7.	Discard	the	bag	in	the	trash	containment	area.
8.	Wash	your	hands	thoroughly	in	hot,	soapy	water.

After	the	cleanup	is	completed	and	checked	by	the	supervisor,	the	supervisor	should	complete	an	accident
report	according	to	our	safety	policy.



Section:	Acknowledgement

Acknowledgement	of	Receipt	of	Company	Handbook
Revised:	09/04/2015	|	Effective:	09/04/2015

This	handbook	has	been	prepared	to	provide	you	with	a	general	understanding	of	our	personnel	policies,	work
rules	and	benefits.	All	employees	are	responsible	for	becoming	familiar	with	our	policies	and	procedures.	If
you	have	any	questions	regarding	the	material	in	the	handbook,	please	contact	your	supervisor	or	any	other
member	of	management	for	clarification.	The	handbook	should	not	be	construed	as	an	employment	contract
or	agreement	for	employment	for	any	specified	period	of	time.	We	reserve	the	right	to	make	changes	to	these
policies	at	any	time.	When	changes	are	necessary,	we	will	provide	you	with	amended	pages	for	your
handbook.

I	acknowledge	receipt	of	the	Peach	State	Nephrology	handbook:	

Employee	Name	

(Please	Print)	___________________________________________	

Employee	Signature	______________________________

Date:	_________________


