	
	





[bookmark: _Toc499046416]Welcome!
On behalf of your co-workers at Company|variable=Company, we welcome you to our company and wish you every success as a Company|variable=Company employee. We are glad you have chosen to be a member of our team. We believe that each employee contributes to our growth and success and, in turn, Company|variable=Company wishes to provide maximum opportunity and incentive for the growth and wellbeing of all our employees and their families.
This handbook was developed to describe some of our expectations and to outline employment policies, programs, and benefits available to eligible employees. We hope that this manual is, and will continue to be, helpful to you so that you will have a better understanding of Company|variable=Company’s philosophy, what we stand for, and the way we operate. You should familiarize yourself with the contents of this manual as soon as possible and direct any questions you may have to your supervisor|variable=supervisor, terminal manager, or Human Resources.
In general, employees should raise concerns and questions with their supervisor|variable=supervisor. However, if an employee believes the matter should be discussed directly with human resources|variable=human resources without first discussing the matter with his/her supervisor|variable=supervisor, he/she may do so.
In the event a satisfactory solution cannot be reached after an employee has discussed the matter with his/her supervisor|variable=supervisor and/or human resources|variable=human resources, any one of the three may involve higher levels of management to reach a solution. Under no circumstances will Company|variable=Company tolerate retaliation against an employee who has raised a concern.
Our growth as a company and as individuals depends upon adherence to these guidelines, as well as respect for and cooperation with one another. We look forward to having you as a part of our team.
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This manual is designed to acquaint you with Company|variable=Company and to provide you with information about working conditions, employee compensation and benefits, and some of the policies affecting your employment. Company|variable=Company is an “at-will” employer, and nothing in this handbook constitutes a contract or guarantee of employment. You should read and understand all provisions of this manual. No employee manual can anticipate every circumstance or question that may arise, and as Company|variable=Company grows, the policies may need to be changed. As a result, Company|variable=Company reserves the right to revise, supplement, or rescind any policy or portion of this manual, as it deems appropriate. These changes may be communicated to you verbally, in writing, or via future revisions to the manual.
If you have any questions, please contact your supervisor|variable=supervisor.
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Members of the Company|variable=Company team possess unique values that are essential to our success. These values form the basis of, and the philosophy behind, everything we do. They are fundamental to the way we do business. Company|variable=Company is committed to the continued development of the business, recognizing achievement, responding to concerns, exhibiting a commitment to professional and ethical behavior, and providing equal opportunity and respect to its employees.
Teamwork and results are important words at Company|variable=Company. Every member of this diverse, multi-cultural team is essential to our success. Each one has a right to be treated with dignity and respect and to receive fair compensation for work done.
At Company|variable=Company, we are committed to providing value-added, quality customer service in a positive working environment. Because our customers expect consistent quality and value, safety comes first. We can only meet our customers’ expectations and lay a solid foundation for the continued growth of Company|variable=Company if we make safety a daily priority in the workplace.
Patient Relations Statement
Patients are our reason for being. Consequently, they deserve to be greeted promptly and respectfully, whether in person, on the telephone, in chat, or in e-mail. Our services should be provided in a way that meets their needs for convenience, and our systems must be continually reevaluated to ensure that we are meeting our patients’ needs and desires. Requests for adjustments to our usual procedures should be recognized and cheerfully granted whenever possible.
Patients who are ill, or who are concerned that they may be ill, are often not their normal selves. Staff should realize that anxiety sometimes results in behavior that seems rude or self-centered and should respond to patients’ needs and not their behaviors.
All of our conversations with patients and with each other need to be conducted with an awareness of the message our behavior conveys. Patients should never hear staff discussing other patients among themselves. Personal conversations or personal telephone calls by the staff should occur out of the patients’ hearing. Otherwise, patients may conclude that they are not our first priority.
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Message from CEO
Vision/Goals Statement
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