How to Develop a Personnel Policy Manual

Policy manuals are an often overlooked
necessity in the running of any business,
The employer may feel he has explained
“the job"” during the interview process, but
a policy manual will make sure the em-
ployee has those words in writing. With the
relatively small number of workers em-
ploved by most dental practices, the basic
dental office can be turned upside down by
not having a clear understanding of “the
rules.”

Purpose

The basic purpose of a personnel policy
manual is to prevent misunderstandings. It
should simply and clearly tell the employ-
ees what you expect from therm and what
they can expect from you. The manual
must also be kept up-to-date with current
policies.

A Clearly Written Policy

Finding the proper words and expressing
oneself often hinders a dentist from creat-
ing a clearly written policy. No matter the
state, developing a practice of good com-
munications is important. Understanding of
the needs of employees is essential 1o being
a good supervisor
Positive Stafl Morale

Make a positive effort to be Fair to all
employees in all situations and the result
will promote trust, Appreciating and recog-
nizing their work through regular perfor-
mance reviews is an excellent way to retain
good employee morale. The manual should
emphasize that the employer will pay atten-
tion to fair wage raises and superior perfor-
mance. Keep in mind that while high
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wages do not guarantee good work, low

wiges almost certainly will result in sec-
ond-class employees, frequent turnover,

attitude problems and poor performance,
Legal Aspects

It is generally agreed that announced
personnel policies are legally binding both
to the practice and the employee. Working
in a healthcare environment only adds
oreater importance to the purpose and sensi-
tivity of all written policies. Employees
need to understand their roles in formulat-
ing these written policies and they must
know their opinions are essential in main-
taining quality control and good communi-
cations among the healtheare team.

Whao is Accountable?

Before one begins to prepare a manual,
there are a few important decisions thal
must be addressed, To whom will employ-
ees be accountable?

Do the Same People Supervise both
Administrative and Clinical Staffs?

Because each practice will be different
according to size and organization, it is
important 1o know who will make and
maintain these policies, It is natural 1o as-
sume that the dentist would be the policy
maker in his practice, but at times these
tasks must be delegated.

Keeping Good Records

Each employee is responsible for the
information in the office manual. Upon
becoming a member of the office staff, the
employee should be provided with his or
her own copy of the policy manual. It
should be used as a guide but should never

be considered
complete. With
basic communi-
cation, the em-
ployees can take
care of each other
by being respon-
sible and mature
in their jobs, and
the patients will
be more fulfilled
in their care. Afier
the emplovee has
been issued the written manual, he or she
should sign an acknowledgement page that
indicates that the information has been read
and understood. This document would then
be placed in the employee’s personnel file.
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May 1993.)
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