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Acknowledgement and Receipt of Employee Handbook 

 
 
I have received a copy of the Cincinnati Eye Institute (CEI) Employee Handbook, which 
outlines the employment policies and benefits of CEI.  I will familiarize myself with the 
information in this handbook and understand my employment will be governed by these 
policies.  I also understand the information and policies contained in the handbook are 
necessarily subject to change and may be revised or deleted by CEI at any time. I 
understand that policies and the handbook are maintained on the staff intranet site, and 
that it is my responsibility to monitor that site to stay informed.   
 
I understand and agree that in the event I intentionally and/or maliciously damage any 
equipment or instruments, or I owe CEI any monetary amounts advanced, that CEI has 
my permission to deduct the cost of the damage or any amounts advanced from my 
wages. 
 
I also understand the handbook contains general statements of employment policy, and 
is not to be construed as an agreement or contract of employment.   I understand my 
employment is at will, which means CEI may terminate my employment for any reason 
at any time, with or without notice or just cause.  I also understand my at will 
employment cannot be modified by any oral or written statement or action made by 
anyone at CEI. 
 
 
      _____________________________________ 
      Employee Signature 
 
      _____________________________________ 
      Employee Printed Name    
              
 
Date: _______________________ 
 
 
 
 
 
Employee copy 
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Welcome to Cincinnati Eye Institute! 
 
 
PURPOSE 
 
This handbook has been developed to assist CEI employees in answering questions 
they may have regarding our operations.  Please read this handbook carefully.  
Employees are responsible for knowing and understanding its contents. 
 
This handbook, and other matters addressed within, including but not limited to 
references to the “CEI Personnel Policies” is only presented as a matter of general 
information.  It is not intended to create, nor does it create, a contract of employment 
between CEI and any of its employees for either employment or the providing of 
benefits.  Employment at CEI is at-will. 
 
Formal documents, such as plans, procedures, policy statements, insurance policies 
and trust agreements, set forth the eligibility, participation, coverage, benefits, 
limitations, exclusions and other requirements and provisions which govern these plans, 
procedures, and policies.  Employees must refer to these formal documents, available 
through Human Resources (HR), to locate the actual provisions that govern each plan, 
procedure and policy.  Employees may not rely on this handbook or any other 
representation. 
 
CEI may implement new or different plans, procedures, and policies at any time.  
Additionally, CEI may modify, revoke, suspend, terminate, or change any or all of its 
plans, procedures and policies, both in this handbook and in the formal documents, in 
whole or in part, at any time, retroactively or prospectively, and with or without prior 
notice to employees. 
 
Patients – CEI’s first and primary goal is to provide the best possible patient care.  CEI 
is committed to respecting the confidentiality and dignity of each patient.  CEI will 
provide quality care to each person, regardless of race, creed, sex, age, religion, 
national origin, mental or physical disability, sexual orientation or sources of payment.  
These are the basic considerations for determining and delivering care to CEI’s 
patients. 
 
Employees – CEI recognizes that employees are the most valuable resource.  CEI’s 
future growth and success are dependent on motivation, dedication, teamwork, and 
satisfaction.  Therefore, CEI strives to provide an environment that stimulates individual 
achievements and encourages professional growth and development.  CEI recognizes 
every employee as a unique individual with special skills and talents.  A wage and 
benefit program that is just and competitive serves as a vital component in maintaining 
an optimal work environment. 
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From Our President… 
 
 
 
 
 
Welcome to Cincinnati Eye Institute (CEI)!  We are pleased that you have joined our 
terrific staff and hope you will enjoy your employment with us.  Our mission is clear: to 
enhance the quality of our patients’ lives by compassionately providing the highest level 
of eye care.  We will accomplish this mission while keeping the highest ethical 
standards, maintaining CEI’s corporate values and having fun all at the same time. 
 
Our patients deserve the very best care and the CEI team is highly regarded for its 
ability to consistently deliver a high service level.  You will find CEI to be a very dynamic 
and fluid environment.  It is imperative that each of us remains focused on the entire 
team and always be ready to assist in any capacity. 
 
CEI’s leadership team has an open door policy.  We encourage you to seek help and/or 
assistance whenever necessary and we acknowledge the importance of your 
supervisory channels. 
 
Finally, I encourage you to familiarize yourself with this handbook and CEI’s mission, 
vision and values.  Best wishes to you with your employment at CEI. 
 
Sincerely Yours, 

 
Clyde Bell 
President and Chief Executive Officer 
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~ Mission ~ 
To enhance the quality of our patients’ lives by compassionately providing 

the highest level of eye care. 

 

~ Vision ~ 

To be recognized as the first and 
best choice for eye care. 

 

~ Values ~ 

Being The Best 
Strive to attract the most talented physicians and employees 

 who lead by example and contribute to the improvement of the well-being of our 
patients. 

 
Integrity 

Guides all aspects of our professional relationship 
with patients, employees and other health care providers. 

 
Compassionate Care 

Delivered in a professional manner that reflects the guiding  
principle “treat someone, as you would want to be treated.” 

 
 

Mutual Respect 
Open communication, tolerance and acknowledgement of our 

differences throughout the organization and in our interactions with others. 
 

 
Collegial Work Environment 

An enjoyable workplace that nurtures mutual 
respect, professional growth and individual achievement. 

 
Industrious Effort 

Hard work that is efficient, productive and 
engenders appreciation among team members. 

 
Research and Education 

Clinically relevant research and education that contributes 
to the field of ophthalmology and the eye care for our patients. 
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EMPLOYMENT INFORMATION 
 
Topics of interest to CEI employees are presented in the following section in 
alphabetical order. 
 
Accreditation, Certification, Licensure and Registration 
If the position requires accreditation, certification, licensure, or registration, the 
employee is responsible for keeping such credentialing current.  At regular intervals, 
employees will be asked to produce these documents to verify current status.   
 
Anniversary Date 
Anniversary date is the most recent date an employee began continuous service with 
CEI.  Please write it down in the front of this handbook.  It will be used as the basis for 
computing length of service, certain benefits, and service awards. 
 
Attendance/Tardiness 
CEI expects prompt and reliable attendance.  You are expected to be in your work area 
and ready to work at your scheduled starting time, and to continue working until the end 
of your shift.  Missing work, reporting for work late or leaving early may result in 
corresponding reductions in your wages and/or disciplinary action. 
  
If you are going to be late or absent from work, you are expected to notify your 
supervisor as far in advance of your scheduled starting time as possible.   It is your 
responsibility to make sure that your manager is notified and failure to do so no less 
than fifteen (15) minutes prior to the scheduled start time may subject you to disciplinary 
action.  Certain departments have more specific reporting expectations. 
Unreported Absence (No call, No Show) – An absence which has not been reported within 
one hour of a scheduled work shift will be considered an unreported absence.  Failure to report 
for work or to notify the supervisor/manager may be considered voluntary resignation/job 
abandonment without notice.   

Reported Unscheduled Absence – A failure to report on the job for reasons other than those 
listed below.  Receipt of PTO or EIB for an unscheduled absence does not exempt an employee 
from disciplinary counseling when warranted. 

The following guidelines may be used in determining when a situation may be considered as a 
reported unscheduled absence: 

1. An employee who reports to work and leaves work ill after having worked at least three (3) 
hours of a scheduled shift will not have the situation counted as an unscheduled absence or 
failure to comply within scheduled work hours.  Leaving work early, however, will be counted 
as a tardy. 

2. An employee who reports to work and leaves work ill prior to working at least three (3) hours 
of the scheduled shift will be considered to have one occurrence of absence and the day left 
early will be counted as an unscheduled absence. 

3. Time off arranged in advance and approved by the manager will not be counted as an 
unscheduled absence. 

4. An employee who must leave work early or is unable to report for work due to an 
emergency, which can be verified by management, may not have the situation counted as 
an unscheduled absence.  Examples of such emergencies may include an automobile 
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accident or an emergency hospitalization.  Child care should be arranged for ahead of time 
and is therefore not considered an emergency. 

5. Absence from work due to valid work related injury or illness is not considered an 
unscheduled absence.  The same is true for absences caused by jury duty, bereavement 
leave, previously scheduled PTO, and leaves of absence. 

6. Requesting time off when no PTO balance exists will be denied in all but emergency 
situations as determined by the clinic leader or supervisor. Calling off on the day of a 
scheduled work day will subject the employee to disciplinary action.   

7. Failure to comply with attendance and tardiness guidelines may result in disciplinary 
counseling.  Counseling may be more severe if an employee demonstrates simultaneous 
problems with attendance and tardiness and/or other disciplinary infractions. 

a. An employee who has had four (4) or more unscheduled absent days or has been 
absent on two (2) occasions amounting to four (4) or more days in the past twelve 
(12) months may be subject to discipline. 

b. An employee who has had five (5) or more unscheduled instances of arriving late or 
leaving early in the past twelve (12) months may be subject to discipline. 

 
Breakroom 
CEI attempts to provide lunchroom facilities for employees at each CEI location.  Size 
and amenities vary with each location.  It is expected that employees who utilize the 
room will clean up after themselves. 
 
Bulletin Boards 
Official bulletin boards are located throughout CEI buildings.  They are used for posting 
announcements required by law and information of general interest to employees, such 
as upcoming programs.  Check these bulletin boards regularly since employees are 
responsible for observance of all posted information. 
 
Change of Personal Information 
Please notify HR of any change in: 
1. address or telephone number 
2. marital status 
3. legal name 
4. beneficiary 
5. credentialing 
6. tax exemptions 
7. person to notify in case of emergency 
This list is not all-inclusive.  For various reasons, it is important that HR has accurate 
and current information. Most changes are made in our employee self-service system. 
 
Employees should also notify their supervisor of any change in the following: 
1. address or telephone number 
2. legal name 
3. person to notify in case of emergency 
 
Classification of Employees 
The following categories of employees are eligible for certain group employee benefits: 
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1. Full Time: Eligible for all benefits if budgeted to work at least 36 
hours/week. 

2. Full Time (30): Budgeted to work at least 30 hours, but less than 36 
hours/week.  Eligible for most benefits; some are granted at a 
prorated level. 

3. Part Time (<20): Budgeted to work less than 20 hours/week.  Not eligible for 
most benefits. 

4. Per Diem: Employees hired into a non-budgeted position; expected to 
work occasional shifts on an as-needed basis.  Not eligible for 
most benefits. 

5. Temporary 
 (non-agency): 

Eligible for some benefits if budgeted to work at least 30 
hours/week and assignment is expected to last at least three 
months.  May have scheduled hours for a period of time not to 
exceed twelve months. 

6. Seasonal/Temp: Not eligible for benefits. 

7. Agency: Not eligible for benefits.  May have scheduled hours for a 
period not to exceed six months. 

8. Hourly Non-Exempt: Employees who must report their time each day and are 
subject to overtime. 

9. Exempt salaried: Employees who are exempt from federal wage and hour 
guidelines and do not punch in/out each day.     

  
Specific eligibility, waiting periods, cost, enrollment periods, and elimination periods 
pertaining to separate benefits are listed under each benefit wherever applicable and/or 
may also be subject to any special requirements of an insurance company.   
 
Confidential Information 
Any information, including but not limited to patient/client information, to which you have 
access on the job is to be held in strictest confidence.  Accordingly, it must not be 
repeated, communicated, directly or indirectly, to any person (including but not limited to 
friends and relatives) outside of CEI without appropriate authorization.  Certain 
information, however, may be shared or discussed among other CEI employees as is 
necessary to perform business duties.  Such discussions should be limited to CEI’s 
premises. 
 
Releasing confidential information without appropriate authorization or any other 
violation of the HIPAA regulations may result in disciplinary action up to and including 
discharge. All employees of CEI are required to attend a HIPAA class (or equivalent).   
 
The following list of various types of information, while not intended to be complete, will 
always be considered confidential information: 

1. Any information regarding a patient’s condition, treatment, and/or personal 
affairs. 

2. Patient charts. 

3. Employee records, including but not limited to, wages and performance 
reviews. 

4. CEI information contained in computer files. 
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5. CEI plans and programs being developed. 

6. Records and information regarding litigation in which CEI may be involved. 

 
HIPAA Privacy issues can arise when using cell/smart phones in areas of Cincinnati 
Eye Institute where patients and/or patient information may end up in photos or audio 
recordings. Patients and/or discussions of patient information may be in the 
background, which is picked up in the photo or audio recording.  
 
As personal cell/smart phone/other devices have become commonly accepted, it is 
important to understand the risks associated with their use particularly when it involves 
CEI business. E-mail/texts/other information sent from cell/smart phones is not 
encrypted when transmitted and could be considered a HIPAA Privacy violation. 
Additionally, anyone who has their CEI email account synced to their smartphone must 
password protect their phone.  Using cell phones for dictation is discouraged as the 
information can be overheard by others. 
 
Customer/Patient Service 
CEI is known for providing excellent care to our patients.  In order to maintain that 
reputation it is an expectation that staff treat all patients, coworkers and others within 
the practice with respect, listen to individuals fully, identify the needs and assist in 
resolving concerns. It is important to always remember that patients are the key to CEI’s 
success. 
 
Drug and Alcohol Testing 
In accordance with federal law, CEI strictly prohibits the use, possession or transfer of 
illegal drugs, drug paraphernalia or alcohol while on duty or on CEI property.  CEI 
requires each final candidate for employment to submit to drug and/or alcohol testing.  
Additionally, CEI may require employees to submit to drug and/or alcohol testing upon 
request.  These tests will be conducted by an independent health facility, clinic, 
laboratory, or physician selected and compensated by CEI. 
 
1. Employees may be asked to submit to drug/alcohol testing for any of the following: 

 on a suspicion basis, 

 in the event of an accident resulting in injury or property damage,  

 for any reason to be determined by CEI management (must be approved by 
CEI’s BOD Chairman or President). 

2. Final candidates for hire must submit to a pre-employment drug test. 

3. Such testing is a condition of employment and/or continued employment.  If the 
employee refuses to submit to the test provided by the testing facility or falsifies 
information or test results, he/she will be subject to disciplinary action, up to and 
including discharge.  The employee will be notified if the test result is confirmed 
positive for drugs and/or alcohol.  A confirmed positive test result will result in 
disciplinary action, up to and including termination of employment. 

4. Alcohol at a special CEI function may be authorized by the BOD in advance (such as 
an open house).  
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Employee Counseling 
Rules for the acceptable conduct of employees are necessary for the orderly operation 
of any business and for the benefit, protection and safety of persons and property.  An 
employee is expected to conduct himself/herself in an honest, responsible and polite 
manner with respect for his/her fellow employees, management, patients, and persons 
with whom we do business. 
 
CEI generally chooses (but is in no way obligated) to follow the principle of progressive 
discipline in an employee counseling format.  Counseling is typically verbal, written, final 
written, and if necessary, discharge.  An employee may be counseled if his/her 
behavior, conduct, or performance is deemed by management to be inappropriate.  
Management employees may or may not be held to this practice.  Keep in mind, 
however, CEI is an at-will employer.   
 
Employee Identification 
To identify CEI employees to patients and physicians, employees are requested to wear 
a CEI name badge whenever on CEI premises.  Name badges are issued by HR.  Lost 
or damaged name badges should be reported to HR.  Employees may be responsible 
for replacement cost. 
 
Employee Records 
A confidential personnel file will be maintained for every employee hired by CEI.  These 
files will be maintained for at least five years after an employee leaves CEI.  The 
employee personnel file is the property of CEI.  Generally, the employee personnel file 
contains the following information: 
1. Application 
2. Tax forms 
3. Payroll deduction authorizations 
4. Policy handbook acceptance sheet 
5. Credentialing, if applicable 
6. Minors agreement/work certificate, if applicable 
7. Performance appraisals 
8. Counseling, if applicable 
9. Garnishments, if applicable 
 
Other information relating to employees such as workers' compensation documents and 
I-9 verification are filed separately.  Records of physical examinations, lab tests and 
health histories (if applicable) are also filed separately.  Employee records are 
confidential and access is limited as follows: 
1. HR may review files. 
2. Managers and other management staff who have line authority over the employee or 

have a “business need to know” may review the files in the HR office. 
3. Former employees will not have access to employee record files. 
 
Employee records may not be removed from the Payroll or HR Department without 
permission of the VP of Human Resources or President. 
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General information concerning an employee cannot be released to outside persons 
without the written permission of the employee except: a) When requested by a law 
enforcement agency, or b) As necessary for the defense of CEI when involved in 
government investigation or court action. 
 
Employment Relationship 
An employee's acceptance and/or continuation of employment with CEI, including the 
receipt of wages and/or applicable fringe benefits, confirms your employment 
relationship as defined in this section.  An employee’s at-will employment with CEI is 
voluntarily entered into and employees are free to resign at any time and for any or no 
reason.  Likewise, CEI may end the at-will employment relationship at any time and for 
any or no reason. 
 
CEI’s Board of Directors or their designees are the only CEI representatives with 
authority to create an employment agreement binding on CEI, which differs from the 
employment relationship discussed above.  Any such agreement must be in writing and 
signed by both the employee and the Board of Directors/designee.  Therefore, 
employees shall not, and CEI does not expect employees to, take any action or refrain 
from taking any action based on any other CEI representative’s (e.g., supervisors, 
managers) promise, statement (oral or written), custom, or act. 
  
Employment of Relatives 
CEI permits members of the same family to work at the company. CEI will not, however, 
consider or accept employment applications from individuals whose employment would 
result in a supervisor/subordinate relationship or in a possible conflict of interest.  
Furthermore, CEI will not employ the spouse of a CEI physician, member of the CEI 
Board of Directors, or member of the Leadership Team without Board of Directors 
approval.  
  
Relatives are defined as: parent, spouse, child, sibling, grandparent, grandchild, aunt, 
uncle, cousin, in-law or step relative, or any person with whom the employee has a 
close personal relationship such as a domestic partner, romantic partner, or co-habitant.  
 
Should a promotion, transfer, or marriage result in two relatives working in the same 
department, within two weeks of the event, the two will need to determine which will 
transfer to another department, if available, or terminate.  If no decision is made within 
the 2 week period, the person in the lower paying position will be responsible for finding 
another position to which to transfer or provide 2 weeks’ notice of resignation.   
 
Equal Employment Opportunity 
CEI is committed to providing equal opportunity to all employees and applicants for 
employment in accordance with all applicable federal, state, and local fair employment 
laws.  CEI does not discriminate against qualified applicants or employees, in hiring or 
any decision affecting job status or pay, based on race, color, creed, religion, national or 
ethnic origin, sex, marital status, disability, sexual orientation, gender or age. 
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Equipment Care 
Blue Ash employees should report improperly functioning equipment or accidental 
breakage or loss of equipment to the Purchasing Department or designee.  Satellite and 
affiliate offices should report the same to their site coordinator. 
 
Exit Interview 
Employees are encouraged to complete an exit interview form and/or attend a personal 
interview when employment ends.  This may enable CEI to make appropriate changes 
and/or improvements where practicable. 
 
External Requests for Information 
Each employee should view every contact, written or verbal, and his/her responses, as 
important to CEI.  Outside inquiries or requests for information that represent exceptions 
to the norm should be referred to a Leadership Team member.   
 
It is CEI’s policy not to disclose any information about current or former employees 
unless and until the company has received a consent/release form that is acceptable to 
CEI and signed by the employee for whom the reference is requested. Any requests for 
information regarding former employees (reference checks) should be directed to 
Human Resources. 
 
Final Pay 
In most cases, final pay will be issued on the payday following the pay period ending 
date in which the last workday occurred.  Any unused PTO will be paid in the final 
payment if proper notice is given.  Employees are expected to give a minimum of two 
weeks written notice, and management employees are expected to give four weeks 
written notice.  Failure to give proper notice may result in loss of PTO payout.  Final pay 
may be held until the employee returns any/all CEI property (keys, lab coat, swipe card, 
etc.). 
 
Harassment 
CEI strives to provide a workplace free of unlawful harassment.  Unlawful harassment is 
considered an act of serious misconduct and will subject an employee to disciplinary 
action, including, in an appropriate case, termination of employment.  All employees and 
physicians are responsible for implementing and monitoring compliance with this policy. 
 
Unlawful harassment is defined as unwelcome or unsolicited verbal, physical or sexual 
conduct where submission to or rejection of such conduct is used as the basis for 
making employment decisions or which has the purpose or effect of substantially 
interfering with an employee’s job performance or which creates an intimidating, hostile, 
or offensive working environment.  Unlawful harassment may, in certain circumstances, 
include conduct of a patient, or supplier of goods or services to our company. 
 
Some examples of what may be considered unlawful harassment, depending on the 
facts and circumstances, are the following: 
1. Verbal harassment, e.g., derogatory or vulgar comments or jokes regarding race, 

sex, religion, national origin, sexual orientation, age or disability; threats of physical 
harm; or distribution of written or graphic material having such effects 
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2. Physical harassment, e.g., hitting, pushing, touching or other physical contact, or 
threats to take such action 

3. Sexual harassment, e.g., unwelcome or unsolicited sexual advances, demands for 
sexual favors, touching or other verbal or physical conduct of a sexual nature 

 
An employee who feels he/she may have been unlawfully harassed must promptly 
notify his/her supervisor and/or the VP of Human Resources, President or Vice 
President on the facts of the incident and the name(s) of the individual(s) involved.  
Allegations of harassment must be reported promptly so a fair investigation can take 
place. 

 
Each allegation of unlawful harassment will be investigated promptly and appropriate 
action will be taken.  There will be no retaliation for making or pursuing a good faith 
complaint.  To the extent possible, all complaints and related information will remain 
confidential to CEI. 

 
Any questions regarding this policy should be directed to the VP of Human Resources. 
 
Inclement Weather 
In the event of inclement weather which could have an impact on the operation of CEI, 
employees should be aware of possible schedule changes that could affect them.  If the 
decision is made to close CEI for an entire day, employees will be notified as soon as 
possible.  If CEI opens and is forced to close early because of the weather, all 
employees who reported to work will be paid for time worked.  Employees who do not 
come into work during weather emergencies will not be paid but may use PTO time if 
available.  All employees are urged to make every effort to get to work, without taking 
undue risks. 
 
Introductory Period 
The first 3 months to 6 months (depending on the position) of initial employment or in a 
new position are considered an introductory period.  During this period, employees will 
have an opportunity to demonstrate ability, interest and skill in the position, and work 
performance will be reviewed by a manager/physician.  If it is apparent to the employee 
or manager/physician that the job is not the right one, employees may resign or be 
terminated without prior notice or counseling.  Nothing associated with an employee’s 
introductory or non-introductory period in any way affects the at-will nature of the 
employment relationship of all CEI employees. 
 
Job Description 
Each position should have a job description including the basic duties and 
responsibilities of the position.  This document does not detail every task of the job; 
rather, it provides a good summary.  Each department may create an addendum to the 
job description if a more detailed description is warranted.  Job descriptions may be 
utilized throughout the course of the year, including the interview process and the 
annual evaluation process. 
 
Jury Duty 
CEI recognizes an employee’s responsibility and obligation as a citizen to serve local 
government when called for jury duty.   CEI encourages its employees to perform their 
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civic duties.  Payment for time away from work may come from the employee’s unused 
PTO allotment, or the employee may request time off without pay.  
 
Upon receiving the jury summons and/or jury schedule, employees should notify the 
manager so a replacement schedule can be established.  The employee should submit 
a PTO request or make arrangements (with the supervisor) to take time off without pay.    
 
If desired by the employee and his/her manager, CEI Administration may send a letter 
to the court explaining the employee’s absence cannot be covered and would adversely 
affect business operations.  If the request is denied, the employee will be allowed to 
serve as necessary. 
 
Lack of Work (LOW) 
CEI expects managers to adjust staffing levels to appropriately match fluctuations in the 
workload.  When the reduced activity level in a work area results in overstaffing, 
managers are expected to reduce staffing levels through the judicious use of LOW.  
LOW is authorized time off without pay for a previously scheduled work shift, resulting 
from overstaffing within a given area.  Determining the most cost effective staffing 
pattern can be difficult.  For those times when an area is not being utilized to capacity, 
the following should occur: 
1. Management should determine how many employees should be released early.  The 

employee(s) should punch out.  Employees will be paid their actual worked time, not 
their regular hours for that day. 

2. The manager should add LOW hours to the time sheet.   
3. An employee will not lose any benefit eligibility due to LOW time; however, there will 

be a decrease in pay for any days for which he/she was sent home early.  If the 
reduction in pay results in the inability to take voluntary deductions, the deduction 
will be suspended until such time the employee’s earnings can support the 
payments.  Any missed payments must be made up. 

4. When an LOW situation arises, the manager will first ask for volunteers to punch out 
early.  If that is not successful, the manager should then rotate employees based on 
seniority, taking into account the skills and abilities of the remaining scheduled staff.  
The manager should explain to any affected employees that punching out due to 
LOW will not change their benefit eligibility.   

5. The manager should review all time sheets each quarter to examine the actual LOW 
time and determine if a more permanent change in staffing hours is necessary.  

6. Employees who have been sent home due to LOW may elect to take no pay or take 
PTO, if available. 

 
Management Information Technologies 
CEI may provide employees access to telephones, computer equipment, programs, 
databases, e-mail, and the Internet (referred to as computer resources) for informational 
and educational purposes.  All users of CEI’s computer resources are expected to 
utilize these resources correctly and only for legal, ethical, and work related purposes.  
Computer resources may not be used for the following purposes: 
1. Violation of any applicable federal, state, or local laws, ordinances, rules, or 

regulations 
2. Harassment of other persons or parties 
3. Libel or slander of other persons or parties 
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4. Destruction of or damage to equipment, software, or data belonging to CEI or other 
users 

5. Gaining or attempting to gain unauthorized access to any computing, information, or 
communications devices or resources 

6. Unauthorized copying of copyright or other protected materials 
 
E-Mail/Voicemail – CEI provides electronic e-mail and telephone facilities to support 
communications, instructional, research, and service activities and associated 
administrative functions.  Any e-mail or telephone conversation that interferes with these 
activities and functions or does not respect the image and reputation of CEI is improper. 
 
Privacy – Utilization of CEI’s computer and/or phone resource should be considered a 
privilege granted by CEI.  There should be no assumption of privacy by the employee or 
other user.  CEI reserves the right to investigate employee computer resources 
utilization, including, but not limited to inspection, copying, storage, and the disclosure 
of the contents of electronic mail messages to any other files at any time. 
 
Each employee utilizing CEI computer resources is responsible for maintaining total 
user code and password integrity.  Do not share your password with anyone.  Do not 
attempt to use another employee’s user code or password for any purpose.  All software 
used at CEI must be approved by the IT department prior to installation.  Unauthorized 
software may affect the integrity of the system, in whole or in part. 
 
Meal Periods 
Employees working a shift of five or more consecutive hours usually are scheduled for a 
30-minute meal period (unpaid).  Hourly employees who want to leave the premises for 
meals must “punch out” when leaving and “punch in” upon returning. 
 
Breaks are not granted during the first or last 15 minutes of the work shift.  If a break 
period is not taken (for any reason), the employee should not be permitted to leave 
early and record the scheduled stop work time on the time sheet.  Breaks are not to be 
taken consecutively or as an extension of an unpaid meal period. 
 
Mileage/Expense Reimbursement 
Some employees travel to various CEI locations or business related appointments.  In 
most cases, the time clock can be used to transfer locations before leaving the original 
location.  This will ensure the hours are allocated to the appropriate location.  The 
payroll coordinator will add the mileage pay to the electronic time sheet.  In other cases, 
employees will be responsible for completing a mileage reimbursement form and 
submitting it to the manager for authorization.  Once authorized, the form will be sent to 
the Finance Department, and a mileage reimbursement will be added to the next pay 
check.  Miscellaneous expense reimbursement is administered through the same 
procedure using the Check Request form.  
 
Employees required to use their own automobile for work related matters must possess 
a valid driver’s license and be able to provide proof of insurance.  All fines incurred as a 
result of use of an automobile (e.g. driving or parking fines) shall be the responsibility of 
the driver.   
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Orientation 
Employees will be scheduled to attend CEI orientation on or near the first day of work.  
Orientation generally includes, but is not limited to, employment paperwork, code of 
conduct, phone training, OSHA training, Practice Management System, HIPAA, and an 
Information Technology overview.   In addition, there will be an informal orientation for 
each department. 
 
Outside Employment 
Outside employment must not interfere with an employee's work performance or 
attendance at CEI. 
 
Parking 
Upon hire, each employee is provided information regarding parking areas.  Employees 
should park only in their designated parking area.  Employees working at the Blue Ash 
location have specific parking lot assignments.  Other CEI locations also have 
designated parking areas.  Employees should keep in mind certain parking spaces are 
for patients only.  Please do not park in patient-only lots.  CEI is not responsible for any 
loss, theft, or damage to vehicles or any of its contents.  Remember to lock your car 
every day and park within the specified areas.  If employees should damage another car 
while parking or leaving, immediately report the incident, along with the license numbers 
of both vehicles and any other pertinent information to Administration.  If necessary, a 
police report will be taken. 
 
Pay Procedures 
Employees with time worked will be paid every two weeks on the Friday following the 
end of the pay period.  All employees will be paid by direct deposit to their account(s).  
As a condition of employment, employees are required to open and maintain an account 
at a banking facility which is a member of the Automatic Clearing House (ACH) system. 
Employee pay is confidential.  Discussion of employee pay is non-productive and 
inappropriate.   
 
Employee pay vouchers are available for viewing on the payroll website on payday and 
will describe the number of hours paid, gross earnings, taxes and other deductions, and 
net deposit to his/her checking/savings account(s).  Payroll deductions will be made for 
all required taxes and other deductions as required or mutually agreed upon by CEI and 
its employees. 
 
The workweek is seven days in length and determines how and when overtime is 
calculated.  The standard workweek begins at 12:00 a.m. on Sunday and ends at 11:59 
p.m. the following Saturday.   
 
Payroll problems should be reported to the Payroll Coordinator or the Finance 
Department. 
 
Each pay period, supervisors will review the time sheets via computer.  Employees will 
be responsible for communicating with the supervisor to ensure the time sheet is 
correct.  
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CEI conducts annual performance/salary evaluations.  Salary adjustments are not 
guaranteed, but may be granted if performance, market, and/or business conditions 
allow.  Employees may be excluded from a salary adjustment if their pay has been 
adjusted within the previous 11 months.  All pay adjustments require the approval of 
CEI Senior Management, and must be coordinated with HR. 
 
Personal Appearance 
CEI recognizes the importance of the professional appearance of its staff in maintaining 
an atmosphere conducive to the delivery of quality health care services.  To promote 
such an atmosphere, employees are expected to dress in a manner appropriate to the 
jobs that they perform.  Management reserves the right to determine what constitutes 
appropriate attire. 
 
GENERAL GUIDELINES: 

1. Technical/clinical staff, along with triage staff are to wear the approved clinical 
scrub coordinates.  The scrubs are to be properly laundered and pressed at all 
times.  Worn and “tattered” scrubs are to be replaced by the employee. Scrubs 
may be of any quality brand.  The approved colors/items are black pants, black 
lab coat, and black ceil or gray scrub top.   
 

Approved scrub color combinations for Technical/Clinical staff: 

Black pants with black scrub top 

Black pants with ceil scrub top 

Black pants with gray scrub top 

 

Black lab jackets are the only outer garment permitted.  Turtlenecks or shirts worn 

under the scrubs may be white, black or the same color as the scrub top.  

 

Note: Scrubs are to be worn at all times (including desk days).  

 

2. Patient services staff is to wear the approved scrub coordinates.  The scrubs are 
to be properly laundered and pressed at all times.  Scrubs may be of any quality 
brand.  The approved colors/items are black pants, black lab coat and black top.  
Pants must be an appropriate length.  Worn and/or “tattered” scrubs are to be 
replaced by the employee. 

Approved scrub color combinations for Patient Services Staff: 

Black pants with black scrub top 

Black lab jackets are the only outer garment permitted.   Turtlenecks or shirts 
worn under the scrubs may be any solid color, no prints.   

3. Shoes for technical/clinical/patient services/non clinical ASC staff should be solid 

white or black.  Examples of shoes that are inappropriate in the clinic setting 

include, but are not limited to:  shoes with open toes or holes throughout the 

“uppers” of the shoe; substantially worn or soiled/dirty shoes. 
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4. Surgery Schedulers and Financial Counselors may opt to follow technical/clinical 
staff guidelines or business casual attire (per manager’s discretion). 

5. Employees working in the ASC surgical setting will follow the guidelines 
determined by the department in order to prepare for working in the OR, pre or 
post op.   

6. Administration should wear business casual attire.  

7. CEI logo name badge is to be worn while working with patients and family 
members.  

8. Hairstyle, jewelry, makeup and fingernail length should be appropriately chosen to 
achieve a look of professional credibility.   

9. Ear piercings are the only acceptable visible body piercings.  Any non-ear body 
piercing should not be worn during office hours (including nose/tongue piercing).  
Clothing should cover any/all tattoos.  An excessive number of rings on fingers or 
earrings is not permitted; as determined by management. 

10. Employees are required to maintain good personal hygiene and refrain from 
excessive use of make-up and perfume/cologne.  

11. Smoking is prohibited at all CEI locations.  Staff who smoke should ensure the 
absence of smoke odor on hair and clothing. 

12. Employees are restricted from wearing the following: 
a. Denim material pants, dresses, skirts, shirts, or blouses, except when 

approved by BOD.   
b. Spandex, body conforming leggings, exercise wear/tube tops 
c. Capri pants 
d. Sweatshirts/sweatpants, jogging attire, flannel clothing, hoodies, fleece attire 

or other outerwear including CEI jackets. 
e. T-shirts with logos, except CEI approved  
f. Any clothing that does not completely cover midriff / torso area all the time 

(even while bending/reaching) 
g. Hats.  Hats should not be worn at work.  Under certain conditions a hat may be 

worn (i.e. for certain medical conditions).  Approval must be granted prior to 
wearing a hat at work. 

h. Visible undergarments  

13. This list is not all inclusive. Management reserves the right to make allowances for 
special occasions. 
 

Personal Items, Lockers & Packages 
CEI recognizes that some personal items are brought to the workplace.  To maintain a 
professional appearance, personal items in the workplace should be kept to a minimum.  
Valuables should not be brought to the office.  Purses and other personal items of value 
should be stored away from regular traffic areas and in drawers or behind closed doors.  
Employees are encouraged to avoid bringing valuable personal items (jewelry, large 
amounts of money, etc.) to the office. CEI is not responsible for personal items 
and/or valuables in the work areas.  Any loss of personal property is considered theft 
and should be reported to your supervisor and Administration immediately.  If 
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necessary, a police report will be taken.  CEI is not responsible for reimbursement of 
any loss.   
 
Personal items such as family photos, pictures, etc. are allowed in the office as long as 
space allows, and they are placed discretely, are not considered by others (including 
management, coworkers, physicians, or patients) to be offensive, inappropriate, or 
oversized.  Only employees who are assigned a personal workspace should bring such 
items to work. 
 
CEI may provide the use of a locker for employees working in specific areas.  
Employees may use this space to store outerwear and valuables.  CEI management 
may issue locks for the lockers.  While CEI will most often respect the employee’s 
privacy, CEI will have access to the locker at all times and lockers may be opened by 
CEI management personnel with or without the employee being present.  There should 
be no assumption of privacy. 
 
If the CEI employee provides his/her own lock, the combination must be provided to CEI 
management immediately.  CEI may, at any time, gain access to the locker, and may 
damage or destroy the lock in doing so.      
  
Personal Phone Calls/Cell Phones 
Telephones should be used for CEI business reasons.  Personal phone calls should be 
kept to a minimum and made/taken only when absolutely necessary.   Technical and 
other staff having patient contact should ensure that personal phone calls or texts do 
not disrupt or interfere with a patient’s time in the facility.   
 
Those who have direct patient contact may not wear/carry a personal cell phone unless 
the ring indicator is set to an inaudible setting.  Cell phone calls or texts should not be 
made or taken when the employee is with a patient.  Furthermore, staff should not leave 
a patient to take/make a phone call or text except in emergency situations. 
 
Employees may carry personal pagers (must be set on inaudible). The response to 
pages should be the same as indicated above for cell phones.   
 
CEI employees are discouraged from talking on hand held devices while driving for 
work related purposes.  CEI employees are prohibited from texting while driving for work 
related purposes.  
 
The security of confidential patient information is critically important.  It is expected that 
employees using a personal cell phone, Smartphone, tablet or other handheld device 
for work related emails, texts, apps, calendar and information should password protect 
the phone in order to keep the information secure in the event that the phone is lost or 
stolen. 
 
Cell Phone Reimbursement 
Cell phone reimbursement is a privilege that should not be abused.  CEI has the right at 
any time to discontinue reimbursement for any reason. 
 
Leadership Team: 
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 Minutes: If a cell phone is required for work purposes you may expense up to 
50% of your bill, with a maximum of $50 per month. 

 Data plans: Any member wishing to have a data plan expensed to CEI must get 
approval by the President.     

Managers/Supervisors 

 Any manager/supervisor not part of the Leadership Team who is required to have 
a cell phone for work purposes may expense a portion of their bill to CEI.  CEI 
will pay for the percentage of the cell phone bill used for CEI purposes up to 50% 
with a maximum of $50 per month.  The percentage of the cost is based on the 
plans minute charges.  This excludes all other charges including: text messaging, 
data plans, special services, etc.  Any manager/supervisor requesting 
reimbursement must have approval by a member of the VP Operations.   

 
Policies 
CEI maintains a number of HR Policies.  Once a policy has been approved, it is placed 
on the public drive which is accessible to all employees. Questions regarding policies 
may be forwarded to HR or your supervisor.  
 
Progressive Discipline 
CEI’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 CEI’s 
organizational values, HR best practices, and employment laws. 
 
Outlined below are generally the steps of CEI’s progressive discipline policy and 
procedure. CEI may 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.  
 
Step 1: 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. 
 
This discussion will be documented via follow up email and/or counseling form.   
 
Step 2: Written warning 
Although CEI hopes that the employee will promptly correct any performance, conduct, 
or attendance issues that were identified in Step 1, CEI recognizes that this may not 
always occur. The Step 2 written warning involves formal documentation of the 
performance, conduct, or attendance issues and consequences. 
 
During Step 2, the immediate supervisor and/or other area managers will meet with the 
employee to review any additional incidents or information about the performance, 
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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. 
 
Step 3: Final written warning 
There may be performance, attendance, or conduct incidents so problematic that the 
most effective action is to issue a final written warning.  This is the clear notice to the 
employee that their continued employment is in jeopardy and that specific and 
immediate improvements must occur.  While rare, if immediate action is necessary to 
ensure the safety of the employee or others, the supervisor may suspend the employee 
pending the results of an investigation. 
 
Step 4: Termination of employment 
The last and most serious step in the progressive discipline procedure is to terminate 
employment. Generally, CEI will try to exercise the progressive nature of this policy by 
first providing a series of warnings before proceeding to a recommendation to terminate 
employment. However, CEI 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.  
 
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.  Also refer to 16.05 Professional Conduct.   
 
Documentation 
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 CEI and 
its employees. 

 
 
Professional Conduct 
While at work and/or at voluntary company related functions, all CEI employees should 
conduct themselves in a professional manner at all times.  Each employee is an 
extension of CEI and CEI will be judged on the merit of each staff member.   
Conversations should always be in a soft and easy manner. 
 
All information pertaining to a patient is confidential and privileged information.  An 
employee is reminded that discussions about a patient or his/her case should be 
private, where other patients cannot overhear.  Likewise, when discussing a patient 
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over the phone, special care should be taken to ensure that others without a business 
need to know do not overhear the conversation. 
 
The following conduct is specifically prohibited and may subject a violating employee to 
disciplinary action up to and including termination of employment, even for a first time 
offense: 
1. The use of, or being under the influence of alcoholic beverages or illicit drugs on or 

about CEI property unless authorized by BOD for a special function or event (such 
as an open house) 

2. The use or possession of any weapon or firearm on CEI premises 
3. The use of profanity or abusive language/behavior toward anyone 
4. Insubordination, including the refusal or failure to follow a supervisor’s, manager’s, 

director’s, or physician’s instructions 
5. Falsifying any record or report, including employment applications, time records, 

patient charts, schedules, etc. 
6. Possession, sale, or use of a controlled substance, other than as prescribed by a 

physician, whether on or off CEI property and whether on or off the job 
 
Resignation 
It is understandable that there are times and reasons an employee will voluntarily 
resign.  Because it may be necessary to obtain a replacement in order to continue 
uninterrupted service, employees are expected to give a minimum of two weeks written 
notice, and management employees are expected to give four weeks written notice.  
Failure to give such notice may result in ineligibility for rehire and may be reflected in 
future employment references.  Failure to give proper notice may also result in loss of 
PTO payout. 
 
PTO is a terminal benefit, which means that any remaining balance will be paid out 
upon termination, assuming the employee has given proper notice and has no 
unscheduled/unapproved time off during the time between giving notice and the actual 
termination date.  PTO may be denied during the time between the termination notice 
and the actual termination date. Employees who do not successfully complete their 
initial introductory period are ineligible to receive their accumulated PTO upon 
termination. 
 
Before the final pay is received, employees are required to return identification badge; 
keys, swipe cards (if applicable), and any other CEI property must be returned to your 
supervisor. 
 
Smoking 
All CEI facilities are non-smoking facilities.  Employees are not permitted to smoke on 
CEI premises, which include the areas surrounding CEI buildings. 
1. Employees will refrain from smoking inside or near any CEI facility. 
2. Employees who wish to smoke during a work shift must clock out and leave the 

premises during a lunch period (if a lunch break is permitted).  An employee may not 
smoke near CEI buildings or on CEI property. 
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Social Networking 
The purpose of this policy is to give CEI employees guidance for acceptable conduct 
when using social media and social networking websites. Social web sites and blogs 
are a “public forum” that can affect CEI’s reputation and, accordingly, your job if you 
misuse them. 

The absence of, or lack of explicit reference to a specific site does not limit the extent of 
the application of this policy. Where no policy or guidelines exist, employees should use 
their professional judgment and take the most prudent action possible. Consult with 
your manager or supervisor if you are uncertain. 

Social media activities should not interfere with work commitments and should not occur 
on company time. 

While an employee’s time away from work is generally not subject to restriction by CEI, 
CEI urges all employees not to post information regarding CEI, patients, their jobs, or 
other employees which could lead to morale issues in the workplace or detrimentally 
affect CEI’s patients or operations. This can be accomplished by always thinking before 
posting, being civil to others and their opinions, and not posting personal information 
about others unless permission has been received in advance. Employees are 
personally responsible for the content they publish on blogs, wikis, or any other form of 
social media. Be mindful that what you publish will be public for a long time. Be also 
mindful that if CEI receives a complaint about information you have posted about an 
employee or patient, CEI may need to investigate that complaint to insure that there has 
been no violation of the HIPAA laws or harassment policy or other CEI policy. In the 
event there is such a complaint, you will be expected to cooperate in any investigation 
of that complaint, including providing access to the posts at issue. 

Additionally, whether for professional or personal use social media posts should not 
release confidential information.  Violations of the HIPAA regulations may result in 
disciplinary action up to and including discharge. 

The following list of various types of information, while not intended to be complete, will 
always be considered confidential information: 

1. Any information regarding a patient’s condition, treatment, and/or personal 
affairs. 

2. Patient charts. 

3. Employee records, including but not limited to, wages and performance 
reviews. 

4. CEI information contained in computer files. 

5. CEI plans and programs being developed. 

6. Records and information regarding litigation in which CEI may be involved. 

 

Please also see Confidential Information. 
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Solicitation 
CEI’s primary obligation is to provide quality patient care and service.  CEI also has an 
obligation to employees and patients to provide a safe and orderly environment which 
adheres to the highest level of professionalism.  To achieve those goals, it is necessary 
to restrict solicitation, selling, and/or dissemination of propaganda material.  No 
personal or business solicitation by employees or non-employees shall be permitted on 
CEI property/premises without the written approval by CEI Administration. 
The following solicitations are prohibited: 
1. Soliciting memberships or contributions, or distributing printed material to a patient 

or in the presence of a patient 
2. Soliciting memberships, or contributions, or distributing printed material to other 

employees during the employee’s scheduled work time 
3. Selling merchandise, subscriptions, tickets, or any similar items.  Notices may be 

placed on the employee bulletin boards (if available at your site) or on CEI’s Buy Sell 
Trade site if they have received prior approval by Human Resources, however, the 
distribution of any goods/services may not cause a disruption in the office 

4. Soliciting services which do not directly benefit CEI 
5. Displaying solicitation posters or bulletins 
6. Selling of patient, employee, or vendor lists for solicitation purposes 
When it is determined by the Vice President of Human Resources or designee that a 
request to solicit is beneficial to employees, CEI’s patients or for the purposes of 
enhancing community relations, a solicitation may be authorized.  A campaign for a not-
for-profit entity may fall into this category. 
 
Events for the Go Healthy Scorecard are authorized solicitations, as are the collection of 
funds for social occasions such as a marriage, birth of a child, retirement or funeral. 
 
Suggestions 
CEI is always looking for methods to improve service and operations.  Suggestions or 
concerns may be submitted to your manager or Human Resources.  The Blue Ash 
location, as well as a few others, has Suggestion Boxes.  Suggestions are regularly 
posted, along with responses. 
 
Time Recording 
The proper use of time records ensures employees are given proper credit for time 
worked.  Employees are responsible for accurately recording hours.  CEI currently 
utilizes various methods of time recording, employees must check with their manager 
for the method to be used in your area.  Most employees utilize a computer to punch 
in/out each day.  When punching in, be sure the time clock indicates it has accepted the 
correct information.  Falsification of reported work time is considered theft and is 
grounds for immediate dismissal. 
 
If an employee travels for the job, he/she should be sure to “transfer” when leaving the 
premises to go to the new location.  This will ensure employees are paid for travel time 
and will allow the system to identify the location in which the employee worked for tax 
purposes. 
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Before punching in each day, the employee should complete personal morning 
preparations (i.e. coffee, restroom, etc.).  It is inappropriate to perform these items 
immediately after punching in. 
 
Any overtime hours (hours over 40 in a pay week) should receive prior authorization. 
 
If staffing levels allow, employees working at least five hours may take a lunch break.  
The CEI payroll system will automatically deduct a 30-minute lunch break for each day 
worked at least five hours.  This time is not paid.  No employee is permitted to work 
through a lunch break without the prior approval of his or her immediate supervisor. If 
no lunch is taken, the supervisor must indicate such in the time system at the end of the 
pay period.  If an employee leaves the premises for non-business related reasons (e.g. 
lunch), he/she must “punch out” upon leaving and “punch in” upon returning. 
 
No one may record hours worked on another employee’s time sheet.  Tampering with 
another employee’s time sheet is cause for disciplinary action, up to and including 
discharge. 
 
Transfers 
Whenever a job opening occurs, and where practicable, efforts will be made to fill that 
job through internal promotion or transfer.  An employee wishing to transfer may 
complete a transfer form.  To assure proper staffing, the manager’s judgment of the 
qualifications of various employees for any job opening is final.  If an employee is 
accepted for a position in another department, written notification must be given to the 
employee’s current manager, unless this notice is waived by mutual agreement. 
 
Visitors in the Office 
While it may be a pleasant surprise to run into an acquaintance or family member while 
at work, it is important to maintain a high level of professionalism within the office.  
Having visitors while on duty may adversely affect the timely and effective performance 
of one’s job.  All employees are encouraged to conduct their personal business on their 
own time away from the workplace.  Please limit personal conversations and return to 
work as quickly as possible. 
 
Children should not be brought to work, nor should employees agree to watch children 
while in the office.  There is a great concern for their safety in a medical office 
environment.  Likewise, children may be disruptive to coworkers and to the patients.  
Please have alternative childcare arrangements made in case the primary caregiver is 
unavailable.  If an emergency arises and an employee is without childcare, please 
check with the supervisor and request time off. 
 
When visitors arrive (personal or professional), they will be asked to sign in at the 
Shipping/Receiving area.  They will then be given a visitor's badge to wear as long as 
they are in the building.  Visitors should sign out and return the visitor's badge upon 
leaving. 
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CEI BENEFIT ELIGIBILITY 
 

Benefit 

Full Time -  
Budgeted to 

work at least 30 
hours 

per week 

May be prorated 
based on actual 

hours 

Part Time - 
Budgeted to 

work at least 20 
hours 

per week 

Prorated based 
on actual hours 

Part Time -
Budgeted to 

work less than 
20 hours 
per week 

Prorated based 
on actual hours 

Non-Agency 
temporary to 
work at least 

30 hours 
per week for 
less than one 

year 

Bereavement Leave  X X   

Continuing Education X X   

Dental Insurance X    

EIB X  X   

Flexible Spending Accounts X    

Health Insurance X    

Health Savings Accounts X    

Holiday Pay X  X    

Length of Service Awards X X X  

Life Insurance (basic) X    

Life Insurance (voluntary) X    

Long Term Disability X    

PTO X X   

Retirement/401(k) Plan X X If > 1,000 hrs  

Short Term Disability 
(voluntary) 

X    

Workers' Compensation X X X X 

 
Per Diem (employees with no regularly scheduled hours), seasonal non-agency temporary, and 
Agency employees are not eligible for benefits, other than those required by law. 
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BENEFIT INFORMATION 
 
The terms and conditions of these various plans, including eligibility, participation, 
coverage, benefit levels and limitations, exclusions, and other requirements and 
provisions are set forth in, and governed by, CEI policies and/or the formal plan 
documents and insurance policies of the respective plans.  Please refer to summary 
plan descriptions and/or other applicable CEI policies for further information. 
 
Bereavement Leave 
CEI recognizes and respects its employees’ obligation in the event of death of a relative 
and allows employees to take paid time off from their job within the guidelines set forth 
below. 
 
The immediate supervisor and/or administration should be notified as soon as an 
employee learns that time off work is needed because of a death of a relative. 

For purposes of this policy, relatives include employee’s current spouse, child, sibling, 
parent, or parent of a current spouse, brother-in-law, sister-in-law, employee 
grandparent/step-grandparent or grandchild/step-grandchild.  This also includes current 
marriage step-children, step-siblings and step-parents. In the event of a miscarriage, 
there must be a funeral in order to allow bereavement leave. 

An employee with at least 3 months of service and budgeted for at least 30 hours/week 
may be granted up to three (3) workdays off (paid time) for bereavement time. While 
typically granted as up to 3 consecutive days (24 hour maximum), with manager 
approval, bereavement hours may be separated, but all must be used within a 2 week 
time period.  Any bereavement time that falls outside the 2 week time frame should be 
paid with PTO.  An employee with at least 3 months of service and scheduled at least 
20 hours/week, but less than 30 hours/week may be granted one (1) calendar work day 
off (paid time) for bereavement time with a maximum of 8 hours.  Bereavement pay 
should not put an employee over their budgeted hours for the pay period.  

Days off for bereavement leave do not affect the attendance record. 

Additional time off, if needed, may be granted by the appropriate manager.  This 
additional time will be paid from PTO, or if no time is available, will be without pay. Co-
workers may also donate PTO. 

Clinic Leaders and/or Administration may require some form of official documentation 
be produced by the employee to verify the need for the bereavement leave.  Acceptable 
documents include a copy of the death certificate, obituary from a newspaper, or funeral 
service program. 

If an employee is on scheduled PTO or holiday time when the bereavement time should 
begin, the PTO and/or holiday time may be rescheduled, according to the needs of the 
department. 

 
Continuing Education/American Academy of Ophthalmology (AAO) 
To establish a mechanism for providing financial support for employees’ professional 
growth and development through continuing education. 
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CEI will pay the registration or tuition fees for pre-approved continuing education 
courses.  Employees will be responsible for other related expenses (incidental course 
supplies, etc).  Courses must be mutually beneficial in order to be considered for 
approval.   

Continuing education is defined as seminars, workshops, and certification examinations 
designed to assist employees in enhancing knowledge, skills, and competence directly 
related to their positions and/or which are required by professional associations to 
obtain/maintain specialty certification, and/or required by state/national regulations for 
re-licensure.  Several continuing educational courses are offered at the Blue Ash 
location each year, which CEI employees may voluntarily attend.   

If an employee attends an approved off-site seminar during regular working hours, 
normal base pay for that period will occur.  College courses may not be taken during 
regular working hours and are generally not considered for reimbursement. 

To be eligible for continuing education, an employee must be working at least 20 hours 
per week, and be working in an eligible position.  Temporary employees are not eligible.  
Eligible positions are determined by Senior Administration and most often include, but 
are not limited to positions which require one of the following:  COA, COT, COMT, CST, 
LPN, and RN.  The eligible position determination may be modified at any time by 
Senior Administration. 

All requests for continuing education should be forwarded to your clinical services 
manager, the principle physician or to senior administration (for non-clinical employees).  
Location, timing, and cost will be taken into consideration when reviewing requests. 

While certification maintenance is the employee’s responsibility, CEI does offer staff 
JCAHPO or ASORN-approved courses, including CEI or other tri-state based meetings, 
on periodic basis.                                                                                                                  

Technical staff who are considering certification and who have written approval by their 
clinical services manager or the principle doctor may request the purchase of a Home 
Study Course after completion of their introductory period.   

Conference Guidelines:  

CEI may enable certain employees to attend a conference which provides work-related 
information via seminars and speakers. In order to be considered for attendance, the 
employee must have at least two years of service, a satisfactory performance record, 
and have worked 1400 hours in the last 12 months. Should financial and staffing 
conditions allow, staff with at least two years of service may be eligible to attend once 
every three (3) years.   Those with at least ten years of service are generally eligible to 
attend more often.    

CEI supports sending staff to AAO, particularly when the annual conference is held in 
Chicago or another relatively close venue. For the years in which the conference is held 
in Chicago, CEI may more readily elect to send staff to the AAO.  Managers wishing to 
send staff should first review the courses offered, and then establish how/why the AAO 
conference would be more beneficial than a less expensive alternative.  Clinic 
managers must gain approval from the VP Operations as well as the primary physician 
prior to inviting an employee to attend AAO.   

If an employee elects to attend (attendance is absolutely voluntary), prior to making any 
arrangements, the employee must sign an agreement outlining the costs, 
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responsibilities, and expectations of the employee and CEI.  The conference, 
registration, plane fare, hotel accommodations, and a meal allotment are considered for 
reimbursement by CEI and are outlined in the agreement.  There are restrictions on the 
amounts that will be reimbursed; please check with CEI Administration for full details.  
CEI will not provide reimbursement for alcoholic beverages.  Should an employee 
transfer to a department not eligible for conference attendance or terminate employment 
with CEI, the employee remains obligated to repay CEI for any expenses paid to date. 

Employees will receive regular pay for normal work hours. Employees must show proof 
of attendance of all classes.  This is typically accomplished by providing a copy of the 
conference’s Continuing Educational Units (CEU) certificate.  If proof of attendance of 
all registered classes is not provided, reimbursement may be limited. 

Conference attendance is viewed as a job privilege and is not guaranteed.  Attendance 
may also be limited in times of high demand and priority will be given to employees 
based on tenure and department needs.  This will be at the discretion of the area 
manager and the VP of Operations. 

 
Dental Insurance 
Eligible employees may enroll in the group dental insurance plan within 31 calendar 
days from the date of employment or transfer to an eligible status or during the annual 
open enrollment period.   Dental plan enrollments are automatically made on a pretax 
basis, unless requested otherwise.  This allows employees to forego paying state, 
federal, or FICA taxes on the premiums.  This also commits employees to staying in the 
plan through December 31 (the end of the plan year).  Employees may not drop the 
coverage unless there is a change in family status as defined by the IRS (e.g. marriage, 
divorce, death, birth, or adoption, etc.). Employees should contact HR within 31 
calendar days of the event to make changes. 
 
Plan details are available during open enrollment and through HR. 
 
Extended Illness Bank (EIB) 
An EIB program is maintained to provide salary continuation for employees during 
absences from work due to personal illness, personal injury, or other personal serious 
health conditions, which prevent the employee from being at work.  This policy does not 
restrict CEI’s rights under Family Medical Leave Act (FMLA). 
 
Eligible employees (those budgeted to work at least 20 hours per week) accrue EIB 
hours each pay period.  Eligible employees may use their EIB upon successful 
completion of their initial introductory period or 3 months of service.  Employees who 
transfer to an eligible status will have a 3 month waiting period prior to eligibility for EIB 
benefits.  Managers have the right to request medical evidence of disability. 

Employees accrue up to 3.08 hours per pay period (equates to .0385 hours/hr), based 
on an 80-hour pay period. For an employee working 40 hours each week, the accrual 
equates to 80 hours per year.  Eligible employees working less than 40 hours will 
receive a prorated EIB amount, based on actual hours paid.  EIB benefits do not accrue 
on overtime hours.  The EIB accrual will continue until a maximum balance of 320 hours 
(eight weeks).  Once the 320 hours has been met, the accrual will cease, but will 
resume again once the balance falls below 320 hours. 
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Eligible full time employees may use their EIB benefits beginning with the 25th 
consecutive scheduled work hour off work due to personal illness or accident/injury.  
Regularly scheduled days off are not included in the 24-hour waiting period.  Part-time 
employees will have the 24 hours prorated based on their budgeted hours (i.e., .5 FTE 
would have a 12-hour scheduled work period before entering EIB).  Paid Time Off 
(PTO) (if available) must be used for illnesses of 24 scheduled work hours or less.  PTO 
may also be used to cover lost wages if EIB is not available and/or after the EIB balance 
is exhausted.  If there is a recurrence of the illness within three (3) months, the PTO or 
the EIB will continue to cover the absence.  The recurrence of illness under these 
circumstances will not be counted as a new absence/occurrence.  Additionally, the 
ability to work as scheduled (not using PTO or EIB) for three (3) or more months will 
require a new PTO deductible if EIB needs to be accessed again.  Once the PTO 
deductible is met, a pregnant employee may be able to use EIB during her pregnancy 
as needed and during her maternity leave, if EIB is available to her and if she is within 
the FMLA guidelines.   

In any pay period, the maximum amount of PTO/EIB payout is the number of hours the 
employee is regularly scheduled (budgeted) to work and may not exceed the 
employee’s FTE status (i.e. an employee budgeted to work .5 FTE may be paid a 
maximum of 40 hours PTO/EIB per pay period).   

An employee transferring from eligible to ineligible status: the EIB balance remains, but 
is inaccessible until/unless employee transfers back to eligible status and meets a 3 
month waiting period.  An employee transferring from ineligible to eligible status will 
have a 3 month waiting period for eligibility for EIB.   

Employees should notify Human Resources (HR) anytime EIB is accessed, in order for 
HR to forward applicable FMLA paperwork/information. 

An extended illness is an illness of three or more consecutive working days or an illness 
require ongoing care and must require a physician’s note upon return.  The note must 
indicate a clearance for return to work (with/without limitations) and prognosis and/or 
continuing treatment, if applicable. 

The EIB balance is not a terminal benefit, meaning that the balance is not paid out upon 
termination.    
 

Absences due to illness, injury, etc. should be reported promptly, and preferably prior to 
the start of a scheduled shift, but certainly no later than one hour after the start of a 
scheduled shift (please check with the department for more detailed call in procedures).  
An unreported absence, or “no call, no show”, may lead to disciplinary action, up to and 
including discharge. 
 
Maternity leave is treated as any other medical disability. 
 
Flexible Spending Account (FSA) 
FSAs offer a way to pay for deductible medical expenses, limited deductible medical 
expenses and allowable dependent care expenses with pretax dollars. 
 
Eligible employees may enroll in accounts within 31 calendar days of employment or 
transfer to an eligible employment status or during the annual open enrollment period.  
Deposits are made each pay period.  Accounts have separate $5,000 annual 
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maximums.  To maintain the benefit, an annual re-enrollment is necessary during the 
open enrollment period. 
 
The funds contributed to the account(s) are to use for deductible uninsured medical 
expenses (other than health plan premiums) or allowable dependent care expenses.  
Once the money is taken from the employee's pay and deposited in the spending 
account, it may be retrieved by submitting claims, along with supporting documentation 
(receipts) to the third party administrator.  Claim forms are available in the pubic folder 
on the S drive. 
 
As contributions are made on a pretax basis, enrollment incurs a calendar year 
commitment to the plan, unless there is a qualified change in family status as defined by 
the IRS. 
 
Employees have until March 31 of the following year to submit claims on all funds 
deposited to the spending accounts in the previous year.  However, the claims must be 
for services performed during the plan year (January 1-December 31).  Any funds left in 
the spending account after March 31 of the following year are forfeited, so it is important 
to plan carefully when determining the annual contribution to the account. 
 
Should employment be terminated during the year, claims can be made for services 
rendered only through the termination date, unless contributions are continued through 
COBRA. 
 
Health Insurance 
Eligible employees may enroll in one of the group health plans within 31 calendar days 
from the date of employment or transfer to an eligible employment status, or during the 
annual open enrollment period.  Employees and CEI share in the cost of premiums.   
 
Health plan enrollments are automatically made on a pretax basis, unless requested 
otherwise.  This allows employees to forego paying state, federal, and FICA taxes on 
the premiums.  This also commits employees to stay in the plan through December 31 
(the end of the plan year).  Employees may not drop the coverage unless there is a 
change in family status as defined by the IRS (e.g. marriage, divorce, death, birth, or 
adoption, etc.).  Employees should contact HR within 31 calendar days of the event to 
make changes. 
 
Upon termination or reduction of hours below 30 per week, employees may continue 
health insurance for themselves and/or family members when it might not otherwise be 
available through COBRA.  Details of these provisions are provided by HR upon 
request. 
 
Health Savings Account (HSA)  
HSAs offer a way to pay for deductible medical expenses with pretax dollars. 
 
Eligible employees may enroll within 31 calendar days of employment or transfer to an 
eligible employment status or during the annual open enrollment period.  Deposits are 
made each pay period.  The IRS sets annual maximums on the accounts each year.  To 
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maintain the benefit, an annual re-enrollment is necessary during the open enrollment 
period. 
 
The funds contributed to the account(s) are to use in coordination with the High 
Deductible Health Plan (HDHP).  Once the money is taken from the employee's pay and 
deposited in the savings account, it may be retrieved by submitting a debit card linked to 
the account to the provider. 
 
As contributions are made on a pretax basis, enrollment incurs a calendar year 
commitment to the plan, unless there is a qualified change in family status as defined by 
the IRS. 
 
Holiday Pay 
CEI observes the following holidays: 
1. New Year’s Day 
2. Memorial Day 
3. Independence Day 
4. Labor Day 
5. Thanksgiving Day 
6. Christmas Day 
7. One other discretionary holiday to be determined by the Board of Directors each 

year 
 
CEI business offices and surgical center are closed during the observance of the above listed 
days. Eligible employees will receive holiday pay (straight time) in the pay period during which 
the holiday occurs.  Employees on leave must receive pay in order to receive holiday pay 
(regular hours, PTO, EIB, etc.) If the holiday occurs on a Saturday or Sunday, the holiday will be 
observed on a Friday or Monday.  If the physician requires the assistance of hourly staff on a 
CEI observed holiday, the employee will receive holiday pay according to the schedule listed 
below and regular pay for the hours worked. 

Holiday pay is in addition to PTO and paid holiday hours are counted toward the PTO and EIB 
accrual.   Employees are immediately eligible for Holiday pay.  Each pod/department may have 
a unique way of scheduling time off around the holidays.  Some rotate each holiday, others 
utilize a first come, first served procedure.  Contact your Clinic Leader/Manager for specific 
procedures in your area. 

Holiday pay will not be granted to those who have an unscheduled absence the day before or the 
day after a CEI recognized holiday unless the absence is confirmed by medical providers note (if 
the absence is due to an approved FMLA claim, please contact HR.) 

Holiday pay will be prorated for eligible part time employees, based on regularly scheduled 
hours. 
 Employees Budgeted to work:                  Holiday Pay 

36-40 hours per week   8.0 hours per holiday 

32-35 hours per week   6.4 hours per holiday 

28-31 hours per week   5.6 hours per holiday 

24-27 hours per week   4.8 hours per holiday 

20-23 hours per week   4.0 hours per holiday 

0-19 hours per week   No holiday pay 
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Leave of Absence – (FMLA) 
In compliance with the Family and Medical Leave Act (FMLA) of 1993, it is the policy of 
CEI to grant time off from work for the following: 
1. Birth of a son or daughter of the employee and to care for the newborn child; 
2. For placement of a son or daughter with the employee for adoption or foster care; 
3. To care for the employee’s spouse, son, daughter or parent who has a serious 

health condition; and 
4. For the employee’s own serious health condition which makes the employee unable 

to perform the functions of his/her job. 
5. For employees with family members serving in the military 

a. Active duty leave:  Employees are entitled to 12 weeks leave for “any 
qualifying necessity” arising out of the fact that the spouse, child, or parent of 
the employee is on active military duty or called to active duty. 

b. Military caregiver leave:  Employees are entitled to up to 26 weeks of unpaid 
leave to an employee to care for a family member suffering from a serious 
injury or illness incurred while serving in the armed forces.  The eligible 
employee must be a spouse, son, daughter, parent or next of kin of a covered 
service member.  The military caregiver leave may be combined with other 
FMLA leaves but the total amount of time off is limited to a maximum of 26 
weeks.   

 
The Initial Leave of Absence Date is the first day or any part thereof that the employee 
is not at work due to FMLA.  To be eligible to request leave under the FMLA policy, an 
employee must meet the following requirements: 
1. The employee must have 12 months of CEI service; 
2. The employee must have been employed by CEI for at least 1,250 hours during the 

12 month period immediately proceeding the Initial Leave of Absence Date; and 
3. The employee must be employed at a worksite where 50 or more employees are 

employed by CEI within 75 miles of that worksite. 
 
An employee may request FMLA to provide care for a spouse, child, or parent with a 
serious health condition.  A serious health condition is an illness, injury, impairment, or 
physical or mental condition that involves either: 
1. Any period of incapacity or treatment connected with inpatient care in a hospital, 

hospice, or residential medical care facility, and any period of incapacity or 
subsequent treatment in connection with such inpatient care; or 

2. Continuing treatment by a health care provider for a chronic or long-term health 
condition. 

 
Questions regarding any serious health condition should be directed toward the HR 
Department. 
 
Compensation During FMLA – Employees will not be compensated by CEI during a 
Leave of Absence (LOA).  Employees will be required by CEI to use at least 40 hours of 
PTO/EIB time (if available) during a FMLA LOA.  If the employee is scheduled less than 
40 hours per week, the amount of required PTO/EIB will be reduced accordingly. EIB 
can only be used for the employees own illness. 
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Notice Requirements – It is the employee’s responsibility to notify his/her supervisor of 
the need for FMLA as outlined below. 
1. When the need for leave is foreseeable, the employee must provide the supervisor 

with at least 30 days advance notice; or 
2. When the need for leave or its approximate timing is not foreseeable, the employee 

should give notice of the need for leave as soon as practicable.  It is expected an 
employee will give notice within two working days of learning of the need for leave. 

 
Procedure – The procedure for requesting FMLA is as follows: 
1. The employee will complete the appropriate sections of the Request for Family and 

Medical Leave form, which is available from the HR office.  The employee’s 
attending physician or health care provider will complete the Certification of Health 
Care Provider form. 

2. The employee will submit the completed Request for Family and Medical Leave form 
and Certification of Health Care Provider to the HR Department. 

3. HR will grant or deny the FMLA request and notify the employee and supervisor. 
4. CEI will calculate FMLA leave on a rolling calendar. A rolling calendar is 12 

consecutive months without regard to actual calendar year.  

Certification – The employee may be required to obtain, at no cost to the employee, the 
opinion of a second physician/health care provider (approved by CEI).  If the opinion 
differs from the original certification, a third physician/health care provider (approved 
jointly by the employee and CEI) shall be designated.  The opinion of the third 
physician/health care provider will be binding. 
 
Benefit Eligibility – Employee Medical, Dental, Short Term Disability, Long Term 
Disability, Life Insurance, and Flexible Spending Accounts plans will continue while on 
FMLA leave. The employee will be responsible for making arrangements to remit the 
employee monthly premium to the CEI Finance Department each month.  Payments are 
due the last week of the month for the following month.  If the employee receives 
PTO/EIB during the leave, the premiums can be taken from the paychecks.   FMLA runs 
concurrent with CEI’s group disability and workers comp as well as PTO and EIB when 
applicable.    
 
Return from FMLA – An employee shall provide a Return to Work form two days prior to 
return to work from FMLA.  An employee who returns from FMLA on the scheduled date 
will be restored to his/her original position or an equivalent position.  An employee has 
no greater right to reinstatement, to other benefits or conditions of employment than if 
he/she had been continuously employed during the FMLA period. 
 
Failure to Return from FMLA – An employee who has completed 12 weeks of FMLA 
must return on the date designated.  Unless other circumstances prevail, an employee 
who does not return to work may be considered to have voluntarily resigned without 
notice as of the designated return date. 
 
Denial of FMLA – Under certain circumstances, FMLA or leave extension can be 
denied: 
1. When HR has determined the eligibility for FMLA no longer exists; or 
2. When an employee attempts to secure FMLA under fraudulent and/or 

misrepresented conditions. 
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Status Change – A status change that takes place upon the employee’s return to work 
(e.g. the employee changes from full time to part time) becomes effective the first day 
the employee returns to work.  Benefit deductions will be made based on the new 
employee status. 
 
Intermittent or Reduced Leave – Intermittent leave, or leave on a reduced schedule, to 
take care of a seriously ill family member or for the employee’s own serious health 
condition, requires a medical need for leave (as distinguished from voluntary treatments 
and procedures) and it must be that such medical leave can best be accommodated 
through an intermittent or reduced leave schedule.  Employees who require intermittent 
leave or leave on a reduced schedule must attempt to schedule the leave so as not to 
disrupt CEI's operations.  If the leave is required for medical treatment, the employee 
should consult with his/her immediate supervisor and make a reasonable effort to 
schedule the leave, so as not to unduly disrupt CEI's operations.  When notice is given 
of the need for leave, the employee may be required to attempt to reschedule the 
treatment, subject to the ability and approval of the health care provider.  In addition, an 
employee may be assigned to an alternative position (with equivalent pay and benefits) 
that better accommodates his/her intermittent or reduced leave schedule. 
 
Spouses – Spouses employed by CEI are jointly entitled to a combined total of 12 
weeks of FMLA. 
 
Expressing Breast Milk – Employees needing to express breast milk during their 
workday should work in conjunction with their supervisor to ensure that appropriate 
staffing levels are maintained.   Employees working at the main location may use the 
Mothers Room located on level 3 near the lunchroom.  Employees working at other 
locations should coordinate with their supervisor to determine a location that best 
accommodates the employee and the needs of the location.  It is expected that 
employees who utilize these areas will clean up after themselves.  Employees should 
clock out during these breaks.  It is expected that employees who utilize these areas will 
clean up after themselves.  
   
Employees may store expressed milk in the designated employee refrigerators so long 
as the milk is concealed.  Employees should not store bottles of milk in plain sight and 
employees should not transport bottles of milk in plain sight.   
 
Leave of Absence – (Non-FMLA) 
It is CEI’s policy to approve time off from work via a non-FMLA when appropriate.  
Leaves of absence for employees who meet the eligibility requirements under The 
Family and Medical Leave Act of 1993 should be managed under CEIP 12.02, until the 
employee has exhausted his/her entitlement under FMLA. 
 
A non-FMLA Leave of Absence (LOA) is defined as an approved period of time off, 
lasting more than 14 consecutive calendar days but less than six months (including any 
FMLA time) within a rolling 12 month period, granted with the understanding that the 
employee will be available to return to active employment by a specified date and 
assuming a position is available.  Misuse of leave is grounds for dismissal.   
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Employees with at least six months of continuous service are eligible to apply for LOA if: 
6. The employee wants the LOA for non-FMLA reasons; or 
7. The employee does not meet the eligibility requirements for FMLA; and 
8. The employee is classified as “active” on the date of the disability; or 
9. The employee is medically unable to return to work after exhausting his/her 

entitlement under FMLA. 
 
Compensation During LOA – Employees will not be compensated by CEI during LOA.  
Employees will be required by CEI to use at least 40 hours of available PTO/EIB time 
during LOA.  If the employee is scheduled less than 40 hours per week, the amount of 
required PTO/EIB would be reduced accordingly.  EIB can only be used for the 
employees own illness. 
 
Notice Requirements – It is the employee’s responsibility to notify his/her supervisor of 
the need for non-FMLA leave as outlined below. 
1. When the need for leave is foreseeable, the employee must provide the supervisor 

with at least 30 days advance notice; or 
2. When the need for leave or its approximate timing is not foreseeable, the employee 

should give notice of the need for leave as soon as practicable.  It is expected that 
an employee will give notice within two working days of learning of the need for 
leave. 

 
Procedure – The procedure for requesting LOA is as follows: 
1. The employee will complete the appropriate sections of the Request for Leave 

Non-FMLA form, and submit it to HR.  Forms are available in the HR office.  If 
applicable, the employee’s attending physician or health care provider will complete 
the Certification of Health Care Provider Non-FMLA form. 

2. LOA may be granted to eligible employees for purposes deemed appropriate by CEI 
management.  HR, in conjunction with the employee’s manager, will grant or deny 
the LOA and notify the employee.  LOA will not be granted for purposes of taking or 
seeking employment elsewhere.  If an employee is working elsewhere during an 
approved LOA, CEI reserves the right to investigate and may terminate the LOA at 
any time. 

3. CEI will calculate non-FMLA leave on a rolling calendar. A rolling calendar is 12 
consecutive months without regard to actual calendar year.  

 
Certification – The employee may be required to obtain, at no cost to the employee, the 
opinion of a second physician/health care provider (approved by CEI). 
 
Benefit Eligibility – Employee Medical, Dental, Short Term Disability, Long Term 
Disability, Life Insurance, and Flexible Spending Accounts plans may continue while on 
a LOA. The employee will be responsible for making arrangements to remit the entire 
monthly premium to the CEI Finance Department each month.  Payments are due the 
last week of the month for the following month. If the employee receives PTO/EIB 
during the leave, the premiums can be taken from the paychecks. Employees on non 
FMLA LOA will not receive holiday pay or bonus payments. Non-FMLA runs concurrent 
with CEI’s group disability and workers comp as well as PTO and EIB when applicable.    
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Return from LOA – If applicable, an employee shall provide a Fitness for Duty form at 
least two days prior to the return to work from LOA.  An employee who returns from 
LOA on the scheduled return date may or may not be restored to his/her original 
position or an equivalent position.  There is no job guarantee. 
 
Failure to Return from LOA – An employee who has completed LOA must return on the 
date designated.  Unless other circumstances prevail, an employee who does not return 
to work may be considered to have voluntarily resigned without notice as of the 
designated return date. 
 
Return to work Process – The employee will remain active on the payroll during the non-
FMLA time.  At/in the days leading to the conclusion of the non-FMLA LOA, if the 
employee is ready/able to return to work without restrictions: 

-If the position has not been filled, the employee may return to that position.  
-If the position has been filled, the employee may view the job postings and apply 
via written application/transfer request within 1 week of the expected return to 
work date.  
If selected, the employee will report to the new position on return to work date. 
If not selected, the employee will be termed from employment.  Employment 
record will indicate voluntary resignation with proper notice.  

 
Status Change – A status change that takes place upon the employee’s return to work 
(e.g. the employee changes from full time to part time) becomes effective the first day 
the employee returns to work.  Benefit deductions will be made based on the new 
employee status. 
 
Spouses employed by CEI are jointly entitled to a combined total of one LOA per 
situation. 
 
Leave of Absence – Military Leave 
CEI will comply with federal and state laws regarding military leave and will consult with 
counsel regarding specific leave requests. 
 
Length of Service Awards 
It is CEI’s pleasure to recognize and reward employees who have attained certain 
lengths of service with the company.  Specifically, CEI will provide a length of service 
award bonus as follows: 
 
 Length of Service Gross Bonus Amount 
 10 years $1,000 
 20 years $2,000 
 25 years $1,000 
 30 years $2,000 
 
Length of service award bonuses will be granted on or around the employee’s 
employment anniversary.  Awards are generally included with the pay period earnings.  
Awards will be granted based on employment anniversary date.  Employees must have 
budgeted hours to qualify for the award.  PRN not eligible.  Employee must be active at 
the time of payout.   
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Life Insurance (Basic) 
CEI provides all eligible employees with group term life insurance in the amount of one 
times base annual salary to a maximum of $50,000 and a minimum of $20,000.  
Accidental Death and Dismemberment (AD&D) coverage, in the same amount, is also 
provided.  This coverage is provided free of charge to the employee. 
 
Life Insurance (Voluntary) 
CEI provides eligible employees access to additional life insurance coverage on 
themselves, their spouses, and their children.  This is a voluntary plan.   All enrollments 
may be subject to medical evidence of insurability, which means they may be denied 
based on health history.  Employees who enroll enjoy the convenience of payroll 
deduction.  This is an after tax benefit, so you may stop coverage at any time. 
 
Long Term Disability (LTD) 
LTD provides eligible employees with some income replacement should they become 
disabled for a lengthy period of time.  This plan will pay 60% of covered earnings up to a 
$5,000 monthly maximum benefit.  The benefit will continue until recovery* or 
retirement, whichever comes first.  This benefit is also paid in full for eligible employees 
by CEI. 
 
*This plan has a back to work provision whereby part or all of the benefit may be 
suspended if the employee is considered non-compliant with a return to work/recovery 
plan. 
 
PTO  

Paid Time Off (PTO) is a benefit that provides paid personal time away from work.  
Eligible employees accrue PTO from their date of hire.  The amount of time you accrue 
is based on your current employment status and your total length of employment.  PTO 
replaces vacation, personal time, and sick days.  PTO may be used at the employee’s 
discretion, but must be scheduled according to area staffing needs and is subject to 
management approval.    
  

Eligible employees (those budgeted to work at least 20 hours/week) accrue PTO each 
pay period.  Eligible employees may begin using accrued PTO after successful 
completion of their initial introductory period or 3 months of service (if the initial 
introductory period is extended, access to PTO is also delayed).  Employees may have 
access to as much PTO as is in their PTO balance, subject to manager approval.  
Employees may not borrow or take more PTO than is in the current PTO balance.  PTO 
must be approved and scheduled through your immediate supervisor or Clinic Leader in 
accordance with your department’s and the organization’s staffing needs.  It is the 
responsibility of every employee to manage their PTO to ensure a positive balance.  
Time off requests from employees without a positive PTO balance or qualified leave of 
absence will be denied.  In extreme circumstances, and at the discretion of the 
department Manager or Human Resources, employees encountering emergency need 
of unpaid time off may be granted given proper notification and documentation.   
Unapproved, unpaid absences will result in disciplinary counseling up to and including 
termination.    
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Employees who call off the day of work will be charged PTO, if a balance is available, 
which may affect already scheduled and approved future days off.  Furthermore, the 
employee may be subject to disciplinary action as PTO was not approved in advance.   
 
CEI approved holidays are paid.  Holiday pay is in addition to PTO and paid holiday 
hours are counted toward the PTO accrual.   This means that the paid holidays CEI 
observes are in addition to the PTO employees earn.  Employees are immediately 
eligible for Holiday pay.  Each pod/department may have a unique way of scheduling 
time off around the holidays.  Some rotate each holiday, others utilize a first come, first 
served procedure.  Contact your Clinic Leader/Manager for specific procedures in your 
area.  
 
PTO accrual is based on an 80-hour pay period; if actual or budgeted hours are less 
than 80, actual PTO accrual will be less than accrual shown.  PTO does not accrue on 
overtime. Employees must be budgeted for at least 20 hours per week to be eligible for 
PTO benefits.  Part-time benefits are prorated.  
In any pay period, PTO may be used only up to the number of hours the employee is 
regularly scheduled to work and may not exceed the employee’s budgeted hours (i.e. 
an employee budgeted to work .5 FTE may be paid a maximum of 40 hours PTO per 
pay period).  
 
PTO ACCRUAL  

Length of Service  
Bi-Weekly* PTO 

Hours Accrual  
Hourly PTO 

Accrual  
Maximum Annual PTO 

Accrual  Maximum PTO Balance  

0 - 60 months  4.62  .0578  120 hours or 15 days  144 hours or 18 days  

61 - 120 months   6.15  .0769  160 hours or 20 days  192 hours or 24 days  

121 months +   7.69  .0961  200 hours or 25 days  240 hours or 30 days  

  

* Accrual is based on an 80 hour pay period; if actual or budgeted hours are less than 
80, actual PTO accrued will be less than accrual shown.  For example, an employee 
budgeted for .5 FTE with two years of service would accrue 2.31 hours/pay period (.5 x 
4.62).   
  

Employees may carry a PTO balance of up to 1.2 x the maximum annual accrual.  If the 
maximum balance is met, the accrual will stop until/unless PTO is taken.  There is no 
PTO cash in program.  
 
PTO is earned for any EIB hours paid.   PTO is not earned while employee is on unpaid 
leave of absence.  
 
Accrual rates change on the first day of the pay period following the anniversary date.  
Employees may donate PTO to other CEI employees.  Donations are made at the 
lesser of the donor/donee’s rate of pay.   The purpose of donations is intended for 
absences due to personal hardship situations. It is not for lending or borrowing hours to 
extend a leave of absence or vacation. Donations are also not for lending to coworkers 
in order to replace LOW hours during the pay period.   Donations should not put an 
employee over their regularly budgeted hours for the pay period.    
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An employee transferring from eligible to ineligible status will keep their PTO balance, 
however the balance will not accrue additional PTO.  PTO may be used from the 
existing balance with the manager’s approval.  An employee transferring from eligible to 
PRN status will have their PTO balance paid out.   An employee transferring from 
ineligible to eligible status will begin to accrue PTO at the time of the transfer.    
  

PTO is a terminal benefit, which means that any remaining balance will be paid out 
upon termination, assuming the employee has given proper notice and has no 
unscheduled/unapproved time off during the time between giving notice and the actual 
termination date.  PTO may be denied during the time between the termination notice 
and the actual termination date. All CEI equipment/property must be returned and 
outstanding deductions must be made prior to the final PTO payout.  Employees who do 
not successfully complete their initial introductory period are ineligible to receive their 
accumulated PTO upon termination.  
  

Bereavement leave is covered under the Bereavement Leave policy and will not to be 
deducted from PTO.  Additional time, if requested by the employee, may be available 
through PTO, if staffing conditions allow.    
  

Additional Notes for Clinic Staff: 

 PTO approvals are always subject to staffing and patient volume.  Having a PTO 

balance does not equate to approved time off.   

 It is highly recommended to maintain at least 24 hours in PTO balance at all times. 

 If PTO balance drops at/near zero due to unscheduled time off, management may 

deny approval of additional time off until the remaining balance is at least 24 hours.   

 Approved future PTO may be denied should balance fall below 24 hours or should 

patient volume dictate.   

 Making nonrefundable reservations prior to receiving an approval on a PTO 

request is not recommended, and is entirely at the employee’s own risk.   
 

Retirement/401(k) Plans 
CEI offers a retirement savings vehicle to employees.  The plan has various 
components including 401(k), Roth 401(k) and Retirement.  These vehicles provide a 
variety of investment options from which to choose.  CEI will automatically deduct 5% of 
each employee’s earnings each pay period to be invested in the 401(k).  Employees 
may elect (and are encouraged to do so) to deduct more than the 5% at any time.  
Because the funds are contributed on a pretax basis, there are specific rules to follow.  
Contributions can be stopped or changed at any time, at the employee’s request.   
 
Participation in the 401k plans starts within 31 days of hire, regardless of age.  To be 
eligible for CEI’s Retirement Plan, the employee must be 21 years old, have one year of 
service, and have worked at least 1,000 hours in a calendar year.  After an employee 
becomes eligible, his/her hours may drop as low as 500 hours/year and still be 
considered a plan participant.  The Retirement Plan is a defined contribution plan in 
which CEI contributes a specific percentage to each employee based on salary. 
 
All of these plans allow the employee to decide among specific investment options.   
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For more details about these plans, please refer to the Summary Plan Descriptions. 
 
Vesting Schedule:  Non-forfeitable 
 Years of Service Percentage of Accounts  
 Less than 2 years 0% 
 2 but less than 3 20% 
 3 but less than 4 40% 
 4 but less than 5 60% 
 5 but less than 6 80% 
 6 years and over 100% 

 
Short Term Disability (Voluntary) 
This voluntary plan enables eligible employees to purchase coverage to provide salary 
continuation due to illness or injury.  This plan has a number of coverage options.  The 
employee may choose various waiting periods, benefit amounts, and length of benefit 
continuation.  While employees enjoy the convenience of payroll deductions, benefit 
payments are made directly to the employee from the insurance company rather than 
through CEI.   
 
Interested employees may enroll during their first 31 calendar days of employment, 
transfer to an eligible status, or during annual open enrollment.  The enrollment process 
is very simple.  This benefit is paid on an after tax basis.  Coverage may be terminated 
at any time. 
 
Wellness Programs 
CEI’s employees are the company’s most valuable resource.  As a means of protecting 
that resource, CEI offers a wellness program to its employees.  CEI’s wellness program 
consists of an outcomes related portion with specific deadlines and required scores and 
a participation related portion that uses an online program to track health habits and 
earn rewards.   
 
Workers' Compensation 
All CEI employees are covered under Ohio, Kentucky, or Indiana Workers 
Compensation for any injury or disability received during the course of or arising out of 
their employment.  An employee must report at once to his/her supervisor any injury 
incurred on the job, no matter how slight, and complete a BWC First Report of Injury 
form.   Forms and specific procedures are available on the public folder on the S drive. 
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APPENDIX A 
 
Attention:  All Employees 
RE:  COBRA Very Important Notice 
 
You and your dependents, if applicable, are covered participants under the CEI Physicians PSC, Inc. 
group Health and/or Dental insurance plan.  Under Federal COBRA law, we are required to provide you 
with the enclosed COBRA notification. 
 
This notice does not mean you are losing your group health and/or dental insurance. 

 
This notice simply outlines covered participant’s potential future options and more importantly, your 
notification obligations under the Federal Consolidated Omnibus Budget Reconciliation Act of 1985 
(COBRA) should you ever lose your group health and/or dental insurance in the future for certain 
reasons. 
 
Please read the notice carefully.  It is important each individual covered under the plan(s) read the notice 
and be familiar with the information. 

 
If there is a covered dependent whose legal residence is not yours, you are required to provide, in writing, 
to the Human Resources Department, the appropriate address so a separate notice can be sent to them 
as well.   

 
Understand your COBRA Notification obligations.  Under the terms of the group health/dental plan(s), 
only a spouse and eligible dependents, as defined by the plan(s), can be covered under the plan.  
Therefore, under the rules of the policy and COBRA, you or a covered spouse/dependent are required to 
notify HR of a divorce, legal separation or if a covered dependent ceases to be a dependent under the 
terms of the group health and/or dental plan.  Please take special note of the section in the notice that 
detailing your notification obligations and the appropriate steps to take when making this notification.  
Should you fail to follow the outlined notification procedures, any available rights under COBRA may be 
lost. 

 
Should you have any questions concerning this notice or your notification obligations, please do not 
hesitate to contact HR at (513) 984-5133 or (800) 544-5133. 
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APPENDIX B 
 

INITIAL COBRA NOTIFICATION – VERY IMPORTANT NOTICE  
 
 
Attention:  All Employees 
 
It is important that all covered individuals take the time to read this notice carefully and be familiar with its 
contents.  If there is a covered dependent whose legal residence is not yours, please provide written 
notification with the COBRA Address Notification Form to HR, so a notice can be sent to them as well. 
 
Under Federal COBRA law, CEI Physicians PSC, Inc. is required to offer covered employees and 
covered family members the opportunity for a temporary extension of health coverage (called 
continuation) at group rates when coverage under the health plan would otherwise end due to certain 
qualifying events.  This notice is intended to inform all plan participants in a summary fashion of your 
potential future options and obligations under the continuation coverage provision of COBRA law.  Should 
an actual qualifying event occur in the future, the plan administrator would send you additional information 
and the appropriate election notice, at that time.  Please take special note, however, of your 
notification obligations. 
 
Qualifying events for covered employees – if you are the covered employee, you may have the right to 
elect this health plan continuation coverage if you lose your group health coverage because of 
termination of your employment (for reasons other than gross misconduct on your part) or a reduction in 
your hours of employment. 
 
Qualifying events for covered spouse – if you are the covered spouse of an employee, you may have 
the right to elect this health plan continuation coverage for yourself if you lose group health coverage 
under CEI Physicians PSC, Inc. because of any of the following reasons: 
 
1. A termination of your spouse’s employment (for reasons other than gross misconduct) or reduction in 

your spouse’s hours of employment resulting in a loss of health benefits; 
2. The death of your spouse;  
3. Divorce or, if applicable, legal separation from your spouse; or 
4. Your spouse becomes entitled to Medicare. 
 
Qualifying events for your covered dependent child(ren) – if you are the covered dependent child of 
an employee, you may have the right to elect continuation coverage for yourself if you lose group health 
coverage under CEI Physicians PSC, Inc. because of any of the following reasons: 
 
1. A termination of the employee’s employment (for reasons other than gross misconduct) or reduction 

in the employee’s hours of employment with Cincinnati Eye Institute; 
2. The death of the employee of Cincinnati Eye Institute; 
3. Parent’s divorce or, if applicable, legally separated; 
4. The employee becomes entitled to Medicare; or 
5. You cease to be a “dependent child” under the terms of the health plan. 
 
IMPORTANT EMPLOYEE, SPOUSE AND DEPENDENT NOTIFICATION REQUIRED 
 
Under the law, the employee, spouse or other family member has the responsibility to notify HR of a 
divorce, legal separation or a child losing dependent status under CEI Physicians PSC, Inc.  This 
notification must be made within 60 days from whichever date is later, the date of the event or the date on 
which health plan coverage would be lost under the terms of the insurance contract because of the event. 
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APPENDIX C 
 

SPECIAL ENROLLMENT NOTICE 
 
 

Special Enrollment Notice if you have waived Group Health and/or Dental Insurance  

 
Waiving coverage because of other Health and/or Dental Insurance: 
 
If you are declining enrollment for yourself and/or your dependents (including your spouse) because of 
other health and/or dental insurance coverage, you may in the future, be able to enroll yourself and/or 
your dependents in this plan, provided you request enrollment within 30 days after your other coverage 
ends. 
 
Conditions of Special Enrollment 
1. When coverage was declined or waived for employees and/or dependents and stated, in writing, other 

coverage was the reason for the waiver. 
2. If the other coverage was COBRA coverage, then the COBRA coverage must be exhausted for the 

special enrollment to apply. 
3. If the other coverage was not COBRA coverage, then the other coverage must have terminated 

because of one of the following reasons: 
a. Employer contributions towards coverage have been terminated, or 
b. Loss of eligibility under the other coverage (legal separation, divorce, termination of employment, 

reduction in work hours or death).  Loss of eligibility does not include: 

 Loss of coverage due to failure on the part of the individual to pay premiums on a timely basis, or 

 Termination of coverage for cause, such as fraudulent claims and/or intentional misrepresentation 
of a material fact in connection with the plan. 

 
Waiving coverage without other Health and/or Dental Insurance: 
 
If you waive health/dental insurance and do not have other health and/or dental insurance and then have 
a new dependent as a result of marriage, birth, adoption or placement for adoption, you will not be able to 
enroll yourself and/or your dependents.  You will have to wait until the next “open enrollment” period to 
gain coverage. 


