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[Other Practice Information]
Clarifying Expectations: Yours & Ours

Employment relationships are most rewarding to all parties when everyone’s expectations are met. We believe that the applicant and employer should be forthright in what we would expect from each other. 
[Your state’s name] is an “at will” state, which means you may resign at any time, or we may terminate your employment at any time; however, we believe that if you understand our expectations and endeavor to comply there is a greater chance for continued employment and advancement with us.

If there are conditions of employment that you believe are necessary for you, we expect you to let us know during your employment interview. If any of your expectations conflict with our expectations, we would ask that you please submit those expectations in writing.
Our organization exists to provide service to our patients. As a professional medical organization, we strive to provide quality care in an efficient, cost-effective manner. Our patients expect the best from us and our patient-service goal is always “to meet or exceed our patients’ expectations.”

To best serve our patients we have the following key expectations of all our associates.

A. Attitude
1. We expect you to always be pleasant to others, positive and encouraging to other staff, and customer- service oriented.

2. We expect you to be serious about your job responsibilities but to go about your work joyfully and with a kind sense of humor.

3. We expect you to show respect for patients, co-workers, doctors and managers by listening carefully and speaking respectfully at all times 

4. We expect that you will share any concerns, frustrations or grievances regarding [Practice’s Name]’s policies or procedures with your supervisor rather than co-workers or persons outside the practice.
5. We expect you to be positive about change and encourage others to adapt to changing circumstances.
6. We expect you to be honest with everyone you deal with and try to “do unto others as you would like them to do unto you”.

B. Attendance

1. We expect you to be at work and on time every day you are scheduled to work except for pre-approved absences and rare emergencies.

2. We expect you to speak directly with your supervisor before your expected work time on any day in which you have an unforeseen emergency and would be unable to report for work.  

3. We expect that when you are clocked in you are ready to work and have taken care of personal matters such as visiting the restroom, putting lunch in the refrigerator, fixing make-up etc.
4. We expect you to have made arrangements ahead of time for childcare, including the possibility of sick family members that you are not covered for under FMLA guidelines.
5. We expect you to manage your earned PTO (Paid Time Off) responsibly and to maintain a sufficient reserve to provide for unexpected needs.

C. Appearance
1. We expect you to smile much more than frown.

2. We expect you to be properly groomed, neatly attired, and in a pleasant frame of mind at work.
3. We expect you to practice appropriate hygiene so that you will not offend any patients or fellow

staff members with offensive odors. We are a smoke-free and fragrance-light office.

4. We expect all your written documents and correspondence to have a professional appearance.

5. We expect you to keep your workspace neat and to assist in keeping the facility neat and clean.

6. We expect tattoos to be covered; earrings are limited to ears only with no more than 2 per ear.

D. Accuracy
1. We expect you to be accurate in performing all job tasks and recording all information.

2. We expect you to be careful and to ask questions to avoid wasting your time or making mistakes.

E. Aptitude
1. We expect you to have and to exercise the knowledge, skills and judgment necessary to accomplish your job responsibilities. 

2. We expect you to continuously improve your knowledge, skills, efficiency and effectiveness.

F. Accountability
1. We expect you to accept responsibility for the performance of your duties.

2. We expect you to let your supervisor know if you will be unable to fulfill your job responsibilities in the time expected.

3. We expect that personal activities such as eating, grooming, personal cell phone and computer use will not be performed during your scheduled work time.

4. We expect that when you are clocked in that you will be accomplishing [Practice’s Name] business.

5. We expect you to keep patient information confidential.

6. We expect you to fully comply with all [Practice’s Name] policies and procedures.

G. Adaptability
1. We expect you to acknowledge that change is necessary in a growing business and to enthusiastically adapt as needed.
H. Accomplishment
1. We expect you to accomplish the tasks outlined in the job description for your position in an efficient and cost-effective manner.
2. We expect you to offer suggestions regarding how we might improve our organization and the services we provide.

Applicant’s Acknowledgement of [Practice’s Name]’s Expectations

· I have read and understand the above expectations of [Practice’s Name]. 
· If I should be employed by [Practice’s Name], I am capable of fulfilling and willing to fulfill those expectations.

· I understand that my performance review and continuing employment will be substantially based upon how well I fulfill the above expectations.

· Should I have any expectations of [Practice’s Name] that appear to conflict with the above expectations, I will clearly express my expectations in writing during the interview process.

· I understand that should I be hired my compliance with the above expectations is a requirement for continued employment with [Practice’s Name]. 
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