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Fax: 
(866) 908-0221
Welcome to Therapy Dynamics.  We are pleased that you have chosen to work with Therapy Dynamics.  It is our goal to provide you with a satisfying and productive work environment.

Therapy Dynamics is an equal opportunity employer.  Any qualified clinician is eligible to be employed by Therapy Dynamics.

This booklet is designed to facilitate your working experience.  In contains answers to many questions that may occur during your employment with Therapy Dynamics.  Should you need additional assistance and/or information about your working relationship with Therapy Dynamics, you are always free to contact our management office:

Therapy Dynamics
501 N. Orlando Avenue
Suite 313-186
Winter Park, FL 32789
Phone:
(407) 271-9284 

Fax: 
(866) 908-0221
Website: http://www.therapy-dynamics.com
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Registration/Qualifications

We appreciate your taking the time to complete the hiring process with Therapy Dynamics.  In order to comply with State Department of Health Requirements, Joint Commission Guidelines and out internal quality assurance protocols, the following personal documents will be kept on file:

THERAPY DYNAMICS EMPLOYMENT APPLICATION

SKILLS CHECKLIST

LICENSE/REGISTRATION

PROFESSIONAL CERTIFICATION

BCLS/ACLS

ACKNOWLEDGEMENT FORM/MANDATED TOPICS

I-9 FORM - FEDERAL GOVERNMENT PAYROLL DECUTIONS

FORM W-4 - FEDERAL GOVERNMENT PAYROLL DEDUCTIONS

HEPATITIS ACCEPTANCE/DECLINATION FORM

TWO CLINICAL REFERENCES

PHYSICAL EXAMINATION FORM - INCLUDING TB RESULTS AND IMMUNIZATION RECORD

MALPRACTICE INSURANCE FORM

RESUME

A PASSPORT SIZE PHOTO OF YOURSELF

EMPLOYEE MANUAL ACKNOWLEDGEMENT

CONTINUING EDUCATION CERTIFICATES

Assignment Protocols

In accordance with our business code, Therapy Dynamics insists that our clinical staff maintain the highest standard of ethical and professional behavior.  In all dealings with our clients, their employees, their patients and each other, we require that you conduct yourself with the highest degree of integrity, honesty, loyalty and dedication to Therapy Dynamics and our clients.

Particular policies and rules to help you achieve and maintain this include:

· Always demonstrate a cooperative attitude.

· Always call when unable to fulfill or if you are running late to an assignment

· Have your credentials available, should the client request that you present original documentation.

· Always wear appropriate attire and use professional discretion concerning jewelry, make-up and personal grooming.
· Always visibly display your ID Badge
· Do not extend lunch and/or other breaks without previously requesting permission to do so.
Call Therapy Dynamics immediately if:

· If you arrive at the facility and they inform you that you are not needed or not on their schedule.
· The facility changes your department/unit assignment
· The facility asks you to act as a supervisor for assigned shift
· You believe the conduct of the facility and/or facility employees is unsafe and/or illegal.
· You believe that your license is in jeopardy.
· An incident occurs (should this happen, a formal incident report will be taken and appropriate actions - which may include terminating services to client, medical treatment, mediation - will be taken).
· If you are released from your assignment during the course of the shift.
· If you are approached by a client employee regarding direct hire from the facility.
Standards of Conduct

Therapy Dynamics is committed to providing you with challenging, interesting and rewarding assignments.  In order to be able to continue to meet this commitment we need you to perform your job to the best of your ability.  When you are on assignment, you are a representative of our entire company and it is vital that you are professional in your conduct.  Specifically, once you are offered an assignment we ask you follow the following protocols:

Accepting An Assignment

Your employment with Therapy Dynamics is an at will agreement - as such, you are free to accept or reject any assignment that is offered to you.  We ask that you accept only those assignments that you are certain you will fulfill.  Understandably, there are times when unexpected illness or emergencies occur which will necessitate cancellation of our assignment.  Should this occur, you are required to call Therapy Dynamics's office as soon as possible so we can make alternative arrangements with the client.  Our office is accessible 24 hours a day 7 days per week for you to leave a message.  Should you fail to contact the office and not report to the facility, administrative action, up to and including employment termination, may occur.

Appearance, Attitude, Absenteeism and Lateness

When a client calls Therapy Dynamics for our services, they are most often short staffed.  They expect our employees to assist them in these times, so we expect you to report to the assignment ready to work and pitch in, in a timely fashion.  If you know you will arrive late, we ask that you contact both Therapy Dynamics and the client directly and inform them of your anticipated arrival.  Many of our client facilities impose a dress code on their staff and Therapy Dynamics staff - if this is the case, we will inform you prior to your first shift in this facility.  You must abide by this dress code while working in this facility.  If you cannot comply, we ask that you inform us prior to working at this facility, so alternate arrangements can be made for both you and the facility.  

Pay Procedures

Therapy Dynamics values its employees and guarantees bi-weekly payment for all employees provided that completed, authorized timesheets are furnished by the payroll deadline.  As an additional benefit to our employees, Therapy Dynamics is pleased to provide direct deposit services.  Should you be interested in this, please contact our business office, so the proper information can be processed and funds electronically transmitted to the account you identify.

Please use only one timesheet per assignment per week.  For example:  if you work 2 days at one facility and 3 days at another, you should submit 2 distinct time sheets.  One paycheck is issued bi-weekly.  You will be paid in full for all approved hours.  Any overtime hours must be requested and approved by a facility representative in advance.  Deductions will be made for mandatory income taxes, social security and other city, state or federal deductions as required by law.

Individual time sheets are to be completed weekly and signed by an authorized facility representative.  Time sheets submitted without signature cannot be processed for payment.

For some facilities a Therapy Dynamics sign-in book may be used to record your hours worked.  The sign-in book contains sign-in sheets on which you must sign in and out for each shift worked.  In addition, you may be asked to log breaks, the Unit/Department where you worked and if you worked overtime or through your breaks.  It is absolutely essential to sign-in upon arrival and out upon departure.  Failure to do so may result in a delay of your paycheck.  If the book is not available for signature, contact the supervisor or call Therapy Dynamics office.  If a facility uses a sign-in book, you are not required to complete an individual time card.

Therapy Dynamics is your employer.  You are paid by Therapy Dynamics.  It is imperative that you do not discuss your pay rate with anyone but your Therapy Dynamics staffing representative.

Benefits

Therapy Dynamics is pleased to provide our employees the opportunity to take advantage of the following benefits:

Direct Deposit of Bi-Weekly Pay - by completing the enrollment form, your bi-weekly pay can be electronically transmitted to the bank account of your choosing.

Paid Time Off - As you work and accumulate hours of service you are entitled to earn credits toward paid time off.  To be eligible to participate, you must first work a minimum of 500 hours.  After reaching this threshold, you earn one hour of paid time for every 35 hours worked thereafter.

Holidays - Therapy Dynamics observes the following holidays:  New Year's Day, Martin Luther King Jr's Birthday, Memorial Day, July 4th, Labor Day, Thanksgiving Day and Christmas Day.  Should your assignment require you to work on any of these days, you will be paid time and a half for the hours you work.

Medical Insurance Coverage

Worker's Compensation Insurance Coverage

Continuing Education Support

Performance Evaluations - Therapy Dynamics is committed to providing you with a quality career opportunity, so we will offer clinical and administrative feedback via performance reviews.

Bonuses - Referral bonuses are offered for any employee who refers a qualified clinician who completes an assignment through Therapy Dynamics.

Benefits provided are subject to change.  Eligibility requirements for insurance coverage's may vary.

Substance Abuse and Antifraud Policies

Therapy Dynamics is committed to provide safe, dependable and economical services to its customers, contributing towards a safe workplace and promoting high standards of employee health.  To achieve this, Therapy Dynamics must employ a work force that is free from the adverse effects of alcoholic beverages and illegal drugs obtained illegally or taken for the purpose of abuse.  To meet this requirement, the Drug Free Workplace Policy is instituted for all full time, contract and supplemental employees.  If Therapy Dynamics has knowledge that an employee was removed for cause from a client's facility or that the employee has failed a substance abuse test as required by this policy, the employee will be subject to administrative action up to and including termination.

At the request of some clients urinalysis and drug testing may be required prior to an employee being accepted for assignment.  Should this be the case, the employee must make himself or herself available for the test and Therapy Dynamics will bear the cost of the testing.  If the employee refuses to submit to the testing, they will not be able to work at this facility and may jeopardize their employment with Therapy Dynamics.

It is your responsibility to provide current, valid credentials and other required documentation to maintain active employment with the Therapy Dynamics.  Original certificate must be presented for the following credentials:

· Diplomas

· License

· Registration

· Certifications

· ACLS

· BCLS

· Malpractice Insurance

· Health Reports

Any person who is unable to present original documentation may be ineligible for employment.  Altering any credentialing document will not be tolerated.  Should such action be performed, the employee is subject to administrative action up to and including termination.  

Employee Grievance Policy

Employment and advancement opportunities are provided to all individuals, based upon merits, qualifications and abilities.  Therapy Dynamics does not discriminate in employment opportunities on the basis of race, color, religion, sex, national origin, age or any other characteristic protected by law.  This policy governs all aspects of employment including selection, job assignments, compensation, discipline, termination and access to benefits and trainings.

Therapy Dynamics strives to maintain an environment free from discrimination and harassment where employees treat each other with respect, dignity and courtesy.  To this end, Therapy Dynamics considers unacceptable any conduct or comment regarding a person's age, race, color, creed, sex, national origin, disability or other protected status that fail to respect the dignity or feelings of the individual.  Accordingly, discriminatory conduct characterized as harassment is prohibited and will not be tolerated.

Should you at any time feel you have received treatment that is by definition harassing, discriminatory and/or slanderous, Therapy Dynamics requires that you following the following protocol:

1.  Do not leave your job assignment - doing so, even if harassment and/or discrimination has occurred - may result in patient abandonment.

2. Immediately notify the Therapy Dynamics corporate offices and clearly state the nature of your complaint and ask than an incident report be completed and a copy provided to you (see form).

3. Immediately notify your immediate supervisor at the facility.  Should this be the person who has perpetrated the harassment/discrimination/slander, notify their immediate supervisor.

4. Follow the instructions of the supervisor at the facility and ask that a Therapy Dynamics Management Representative be included in hearing these instructions.

5. Await instructions and information from Therapy Dynamics about corrective actions, assignment changes and/or further action as required.
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Sample Incident Report

Incident Report

Date:






Recorded By:

Time:

Date of Incident:

Persons Involved in Incident:

Full Name/Title

Description of Incident:

Location of Incident




Time of Incident








____AM   _____PM

Witnesses:

Action Taken:

Reviewed by:





Date:

Further Action Required:

Performance Evaluation Policy

Therapy Dynamics conducts annual performance reviews for both administrative and clinical staff.  These meetings are positive interactions - designated to mutually improve management and employee relations and to further support and promote our staff.  Administrative reviews are conducted by the employee's immediate supervisor.  Clinical employees' reviews are conducted by both the supervising staff and the clinical director.  Therapy Dynamics seeks your input during these reviews because this opportunity provides you with a formal forum to discuss the positive and negative aspects of your employment situation.

Sample Performance Evaluation

1. Have weekly/monthly goals been established?
2. Are these goals being met?  Why or why not?
3. How many job orders/new hires/new contracts were filled/signed this past month?
4. What is the most challenging aspect of your job?
5. Do you receive adequate support in performing your assigned duties? Explain.
6. What aspect of your job do you like the most?
7. What aspect of your job do you dislike the most?
8. How does your job performance impact other employees - administrative/clinical?
9. Name and explain two of your strengths.
10. Name and explain 2 areas you would like to improve.
11. What are your personal goals (relating to your job) for the next 3/6/9 months?
12. How do you plan to achieve these goals?
13. If you could receive any training related to an aspect of your job - what would you choose?
Emergency Preparedness Plan

Emergencies do happen.  By anticipating emergencies and planning responses, we can greatly reduce their impact to our business and our employees.  Emergencies include personal injuries, fires, explosions, chemical spills, gas release or vandalism.  They can include natural disasters like riots and terrorist activities.

Emergencies that can be reasonably expected to occur in the workplace include:

· Natural weather disasters - like hurricanes and/or blizzards

· Man-made disasters - like vandalism and/or terrorist attacks

· Mechanical disasters - like fires, gas explosions and/or water main breaks

· Technological disasters - like computer viruses and/or database hacking

Specific actions will be required dependent upon the type of emergency.  The following protocols regarding employees on assignment that will be followed are:

· Clinical employees will be contacted to ascertain the level of disaster in the area where they are working (some employees will be geographically far enough away that the disaster may not effect them as seriously).

· Where disaster is severest - patient's safety will be addressed first and then a decision will be made as to the release of the clinical employee - should the employee be allowed and/or instructed to leave their work site - facility specific evacuation procedures and/or governmental procedures will be followed.

· Administrative employees will first secure vital records and information and then will be instructed to leave according to first building's evaluation protocols and then according to community instructions.

· Work will be resumed as soon as possible from offsite locations.

· Decisions concerning patient safety, employee safety and client needs will be made and instructions ranging from staying at work to leaving as soon as if safe will be provided to employees.

· All employees on assignment will receive instructions from Therapy Dynamics regarding return to work procedures and how to address timesheets.

Instant Confirmation Policy

Scheduling priority will be given to Therapy Dynamics clinical staff that has given us the ability to instantly confirm them on assignments.  These practitioners will be placed on assignments before any other "per diem" staff is called and during slow periods or down times in the market.  Therapy Dynamics staffing coordinators will specifically market these individuals to our clients for work.  Therapy Dynamics's clinical staff is in no way limited by this arrangement.  You can change your availability at any time and for any reason, provided that you have not been confirmed on an assignment for that day.  You may also work for other per diem pools.  We just require you to make Therapy Dynamics your priority.  We ask that before you accept work elsewhere, you call us first to make yourself available for that day or week.

Please complete this form and sign below if you would like to participate in our Instant Confirmation program.

Our staffing coordinator must know the conditions by which you can be instantly confirmed.  Please complete the following:

Geographical radius from home (please five specific mile radius - i.e.:  50 miles one way)

Specific types of settings:

Days of the week and hours of the day:

Approval for last minute or same day assignments:

Please print your name_________________________________________

Signature____________________________________________________

Date_________________________________

Best Telephone Number to Reach You___________________________

Administrative Issues

Office Availability:  Should you have any questions regarding your employment our office is available to you from 6AM to 7PM seven days a week.  If your concern is of an emergent nature, our office is accessible - via our emergency contact procedures, which are clearly outlined when the office is called after 7PM.

Being hired on a Permanent Basis:  If one of our clients wishes to employ you directly, you must contact Therapy Dynamics immediately.  If you are interested in converting to the facility's payroll, Therapy Dynamics will arrange for the conversion and release.

Personnel Records:  It is Therapy Dynamics's objective to maintain complete and accurate records regarding each employee and position to comply with legal requirements pertaining to the retention and release of said records and to preserve the confidentiality of said records.  Personnel records are confidential in nature and therefore access to them is limited. Specific information like completed I9 documents and medical records are kept separately and securely from general personnel files.  Personnel information that must be disclosed to 3rd parties upon request and may be disclosed without the employee's knowledge and/or consent include:  

The employee's position and title

The employee's job classification

The employee's dates of employment

The employee's annual salary

Non-disclosure of compensation:  It is strictly prohibited for employees to discuss their salary and compensation packages with other employees.  Failure to abide by this policy may result in termination.

Stay in Touch:  After completion of each assignment, you are required to call the office and let us know your availability so we may place you on a new assignment.

Emergencies:  As an employee of Therapy Dynamics, you are covered under the laws of Social Security, Worker's Compensation and Unemployment Insurance.  If ever there is a medical emergency, accident or injury sustained while on the job, be sure to report it directly and immediately to a Therapy Dynamics coordinator.

I, (employee name) acknowledge that I have read and understand the Employee Manual that was presented to me by:




(Therapy Dynamics)

During the course of my employment with Therapy Dynamics, I agree to follow the procedures outlined in this manual and understand that if I do not, administrative action may result.

____________________________________

Print Name

__________________________________

Signature

_______________________________

Date

_________________________________________

(Therapy Dynamics Name) Representative

__________________________________________

Representative Signature

___________________________________

Date

