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CORE VALUES 
 
The Core Values of ORC are:  

● Tenacious about serving others 
● Research driven individualized care 
● Givers of hope, JOY and encouragement 
● Attack the day with enthusiasm 
● Passion for recovery 

 
All employees are to know and understand the meaning of ORC’s Core Values. It is expected 
that the Core Values will be adhered to at all times. 
 
CLIENT RELATIONS 
 
Our success depends upon the quality of the relationships between ORC, our employees, our 
clients, and the general public. Our clients/patients impression of ORC and their interest in 
treating with us is greatly formed by the people who serve them. In a sense, regardless of your 
position, you are our ambassador. The more goodwill you promote, the more our clients/patients 
will respect and appreciate you, ORC, and our products and services. 
 
Here are several things you can do to help give clients/patients a good impression: 
 

1. Act competently and deal with clients in a courteous and respectful manner. 
2. Communicate pleasantly and respectfully with co-workers, guest, vendors, and 

clients/patients at all times. 
3. Follow up on orders and questions promptly, provide business like replies to inquiries 

and requests, and perform all duties in an orderly manner. 
4. Take great pride in your work and enjoy doing your very best. 
5. Do not talk about personal hardships or personal situations to our guest, clients/patients. 

 
These are the building blocks for our continued success. 
 
HARASSMENT 
 
ORC intends to provide a work environment that is pleasant, healthful, comfortable, and free 
from intimidation, hostility or other offenses which might interfere with work performance. 
Harassment of any sort - verbal, physical, or visual - will not be tolerated. 
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UNACCEPTABLE ACTIVITIES 
 
Generally speaking, we expect each person to act in a mature and responsible way at all times. 
However, to avoid any possible confusion, some of the more obvious unacceptable activities are 
noted below. Occurrences of any of the following violations, because of their seriousness, may 
result in immediate dismissal without any prior disciplinary action or warning: 
 

● Willful violation of any company rule; any deliberate action that is extreme in nature and 
is obviously detrimental to ORC’s efforts to operate profitably 

● Willful violation of security or safety rules or failure to observe safety rules or ORC's 
safety practices; failure to wear required safety equipment/uniform; tampering with ORC 
or client equipment or safety equipment 

● Negligence or any careless action which endangers the life or safety of another person 
● Being intoxicated or under the influence of controlled substance drugs while at work; use 

or possession or sale of controlled substance drugs in any quantity while on ORC's 
premises; except medications prescribed by a physician which do not impair work 
performance 

● Unauthorized possession of dangerous or illegal firearms, weapons or explosives on 
ORC's property or while on duty. 

● Engaging in criminal conduct or acts of violence, or making threats of violence toward 
anyone on ORC's premises or when representing ORC; fighting, or horseplay or 
provoking a fight on ORC's property 

● Insubordination or refusing to obey instructions properly issued by the company 
pertaining to your work; refusal to help out on a special assignment 

● Threatening, intimidating or coercing fellow employees on or off the premises, at any 
time, for any purpose 

● Engaging in an act of sabotage; willfully, recklessly, carelessly or with gross negligence 
causing the destruction or damage of ORC's property, or the property of fellow 
employees, clients, or visitors in any manner 

● Theft of ORC property or the property of fellow employees; unauthorized possession or 
removal of any ORC's property, including documents, from the premises without prior 
permission from management; unauthorized use of ORC's equipment or property for 
personal reasons; using ORC's equipment for profit. 

● Using ORC property/equipment for personal use without permission from Owner or 
Business Manager 

● Dishonesty; willful falsification or misrepresentation on your application for employment 
or other work records; lying about sick or personal leave; falsifying reason for a leave of 
absence or other data requested by ORC's; alteration of ORC's or client/patient records 
or other ORC's or client/patient documents 
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● Giving confidential or proprietary ORC's or client/patient information to competitors or 

other organizations or to unauthorized ORC's or client/patient employees; working for a 
competing business while a ORC's employee; breach of confidentiality. 

● Malicious gossip and/or spreading rumors; engaging in behavior designed to create 
discord and lack of harmony; interfering with another employee on the job; willfully 
restricting work output or encouraging others to do the same 

● Immoral conduct or indecency on ORC's property 
● Conducting a lottery or gambling on ORC's or client/patient premises 

 
Occurrences of any of the following activities, as well as violations of any ORC's rules or 
policies, may result in disciplinary action, including possible immediate dismissal. This list is not 
all-inclusive and, notwithstanding this list, all employees remain employed “at will.” 
 

● Unsatisfactory or careless work; failure to meet work expectations as explained to you; 
mistakes due to carelessness or failure to get necessary instructions 

● Any act of harassment, sexual, racial or other; telling sexist or racial-type jokes; making 
racial or ethnic slurs 

● Leaving work before the end of a workday or not being ready to work at the start of a 
workday without approval; stopping work before time specified for such purposes 

● Sleeping on the job; loitering or loafing during working hours 
● Excessive use of ORC's telephone for personal calls, or excess use of cell phone during 

working hours 
● Leaving your workstation during your work hours without the permission of the Owner or 

Business Manager, except to use the restroom or in an emergency. 
● Creating or contributing to unsanitary conditions 
● Posting, removing or altering notices on any bulletin board on ORC property without 

permission from Owner or Business Manager 
● Failure to report an absence or late arrival; excessive absence or lateness 
● Buying ORC's merchandise for resale 
● Obscene or abusive language toward any employee or client; indifference or rudeness 

towards a client or fellow employee; any disorderly/antagonistic conduct on ORC's 
premises 

● Failure to immediately report damage to, or an accident involving ORC's equipment 
● Failure to immediately report and document any injury to staff or client/patient, guest 
● Solicitation during working hours and/or in working areas; selling merchandise or 

collecting funds of any kind for charities or others without authorization during business 
hours, or at a time or place that interferes with the work of another employee on ORC's 
premises without prior approval. 
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● Failure to maintain a neat and clean appearance in terms of the standards established; 

any departure from accepted conventional modes of dress or personal grooming; 
wearing improper or unsafe clothing 

● Eating food and beverages in undesignated areas 
● Failure to use your timecard; alteration of your own timecard or records or attendance 

documents; punching or altering another employee's timecard or records, or causing 
someone to alter your timecard or records. Timecards can be verified via camera system 

● Intimate/personal relationships with ORC employees or clients is prohibited. 
 
DISMISSAL 
 
Employment and compensation with ORC is "at will" in that they can be terminated with or 
without cause, and with or without notice, at any time, at the option of either ORC or yourself, 
except as otherwise provided by law. If your performance is unsatisfactory due to lack of ability, 
failure to abide by ORC's rules or failure to fulfill the requirements of your job, you will be notified 
of the problem. If satisfactory change does not occur, you may be dismissed. Some incidents 
may result in immediate dismissal. 
 
LICENSE/CERTIFICATION 
 
It is the employee's responsibility to maintain any of their certification and/or license that 
pertains to their job responsibilities/duties.  
 
WAGE & SALARY POLICIES 
 
It is ORC's desire to pay wages and salaries that are competitive with other employers in the 
marketplace in a way that will be motivational, fair and equitable, variable with individual and 
company performance and in compliance with all applicable statutory requirements. You are 
employed by ORC (Dr. Tami Peterson) and will be carried directly on our payroll.  
 
EQUAL OPPORTUNITY 
 
ORC is an equal opportunity company. There is no discrimination on gender, age, religion, 
stereotypes/gender identity, race, etc.  
 
BASIS FOR DETERMINING PAY 
 
Your pay is influenced by these factors: 

1. The nature and scope of the job 
2. What other employers pay their employees for comparable jobs 
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3. Individual performance 
4. Employee adherence to core values 

 
PERFORMANCE REVIEW 
 
You will have yearly performance reviews to determine the best ways for you to continue to 
improve in your position. Raises will be evaluated at these times. All ORC staff/employees are 
expected to review and know their specific protocol booklet for their job/position. 
 
COMPUTING PAY 
 
Your pay is based on a specified and agreed upon hourly rate unless noted in your employment 
agreement. You are only paid for the hours you work in 5 minute increments. There is no sick 
time, vacation time or paid time off unless noted in your employment agreement. 
 
DEDUCTIONS FROM PAYCHECK (MANDATORY) 
 
ORC is required by law to make certain deductions from your paycheck each time one is 
prepared. Among these are your federal, state and local income taxes and your contribution to 
Social Security as required by law. These deductions will be itemized on your check stub. The 
amount of the deductions may depend on your earnings and on the information you furnish on 
your W-4 form regarding the number of dependents/exemptions you claim. Any change in 
name, address, telephone number, marital status or number of exemptions must be reported to 
us immediately, to ensure proper credit for tax purposes. The W-2 form you receive for each 
year indicates precisely how much of your earnings were deducted for these purposes. Any 
other mandatory deductions to be made from your paycheck, such as court-ordered 
attachments, will be explained whenever ORC is ordered to make such deductions. Some 
states may require other payroll deductions.  
 
PAY CYCLE 
 
ORC pays on a biweekly cycle. Changes will be made and announced in advance whenever 
holidays or closings interfere with ORC’s normal payday. Automated payroll system is is used 
for processing payroll and record keeping, along with direct deposit. 
 
HOLIDAYS 
 
ORC observes the following holidays as non-paid, scheduled time off only: 
New Year's Day, Memorial Day, Fourth of July, Labor Day, Thanksgiving, Christmas,and Easter 
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VACATION 
 
If paid vacation time is agreed upon in your contract, it cannot be used within the first 3 months 
of your hired date. Vacation time is accrued by your hours worked. 
 
TIME CLOCK/RECORDS 
 
By law, we are obligated to keep accurate records of the time worked by employees. This is 
done by clocking in the timeclock system. You will be provided a login and all time must be 
documented. You are paid to the 5 minutes; however, if you assigned start time is 8:00 AM you 
are expected to log in at 8:00 AM, unless you are tardy, and be on the floor ready to work at 
8:00 AM, not walking in the door at 8:00 AM. Your timeclock record is the only way we know 
how many hours you worked and how much to pay you. Your timeclock record indicates when 
you arrived and when you departed. You are to clock-in/out to log absences like a doctor's or 
dentist's appointment when leaving during your day. All employees are required to keep the 
Owner or Business Manager advised of their departures from and returns to the premises 
during the work day. When there are only two employees scheduled, you are not to leave the 
premise except for an emergency. Please plan on bringing meals or ordering delivery.  
 
You are responsible for your timeclock records. Remember to clock in/out of the timeclock 
system. If you forget to login or make an error, you must let the Owner or Business Manager 
know immediately. You are not permitted to log out more than ten (10) minutes after your 
scheduled quitting time without our prior approval. 
 
LUNCH/DINNER 
 
You are expected to clock out for lunch/dinner if you are taking a non-working 30 minute or 
more lunch/dinner break. If you take a working lunch you do not clock out. 
 
TRANSPORTATION 
 
Transportation to and from work is required for employees of ORC. A vehicle is not provided. 
 
EXPENSE REIMBURSEMENT 
 
You must have written authorization (email or text message) prior to incurring an expense on 
behalf of ORC. To be reimbursed for all authorized expenses, you must submit an expense 
report/voucher accompanied by receipts. Please submit your receipt to the Owner or Business 
Manager upon purchase. 
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WORK SCHEDULE 
 
Your work schedule is found on the google drive. It is your responsibility to know your schedule 
and to check it daily as client schedules change. ORC will make reasonable effort to notify you 
of any last minute changes. Your schedule will be kept in your ORC Google account and is kept 
by the Owner or Business Manager. 
 
ABSENCE OR LATENESS 
 
From time to time, it may be necessary for you to be absent from work. ORC is aware that 
emergencies, illnesses, or pressing personal business that cannot be scheduled outside your 
work hours may arise. If you are unable to report to work, or if you will arrive late, please contact 
us immediately. For late arrivals, please indicate when you expect to arrive for work. If you are 
unable to call in yourself because of an illness, emergency or for some other reason, be sure to 
have someone call on your behalf. Absence from work for three (3) consecutive days without 
notifying ORC will be considered a voluntary resignation. 
 
ATTENDANCE 
 
You are expected to be at your workstation and ready to work at the beginning of your assigned 
daily work hours, and you are expected to remain at your workstation until the end of your 
assigned work hours, except for approved breaks and lunch. When your work takes you away 
from your workstation, please let us know where you are going and how long you expect to be 
gone. Be aware that excessive time off could lead to disciplinary action. 
 
EXCESSIVE ABSENTEEISM OR LATENESS 
 
In general, five (5) absences in a 90-day period, or a consistent pattern of absence, will be 
considered excessive, and the reasons for the absences may come under question. Three (3) 
such incidents in a 90-day period will be considered a “tardiness pattern” and will carry the 
same weight as an absence. Other factors, like the degree of lateness, may be considered. Be 
aware that excessive absenteeism, lateness or leaving early may lead to disciplinary action, 
including possible dismissal. 
 
TOBACCO FREE WORKPLACE 
 
Because we recognize the hazards caused by exposure to environmental tobacco smoke, and 
our clients/patients also adhere to this policy, it shall be the policy of ORC's to provide a 
smoke-free environment for all employees and visitors. This policy covers the smoking of any 
tobacco product, the use of oral tobacco products or “spit” tobacco and e-cigarettes, and it 
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applies to both employees and non-employee visitors of ORC's. No smoking of tobacco 
products is permitted within the facilities or on the property of ORC's at any time. ORC has the 
right to random drug testing. 
 
WEAPONS POLICY 
 
All ORC employees that have a proper concealed weapons permit must get approval from ORC 
Owner or Business Manager to carry on ORC property. 
 
APPEARANCE AND DRESS 
 
To present a business-like, professional image to our clients and the public, all employees are 
required to wear appropriate clothing while representing ORC. A neat, tasteful appearance 
contributes to the positive impression you make on our clients. You are expected to be suitably 
attired and groomed during working hours or when representing ORC. Tattoos and piercings, 
except in ears, must be covered or taken out and facial hair is not allowed. Low cut 
shirts/blouses are not acceptable. 
 
For the office/front desk: business casual is appropriate. Employees should be neatly groomed 
and clothes should be clean and in good repair. Leisure clothes such as cut-offs or sleeveless 
shirts are not acceptable attire. Techs are to wear ORC assigned scrubs with closed toe shoes, 
tennis shoes preferred, but dress style shoes or leather-style shoes are acceptable. Male techs 
are to wear black crew neck t-shirts under their scrub tops. Sandals are not allowed. 
 
For physical therapy: ORC assigned shirts and black comfortable pants acceptable. Tennis 
shoes are preferred. Sandals are not allowed. 
 
The following are provided and are required to be worn for Techs: 
Scrubs with Company Logo 
 
The following are provided and are required to be worn for Physical Therapists: 
Shirt with Company Logo 
 
All logoed items must be returned when you leave the company. 
 
SOCIAL MEDIA 
 
At ORC, we understand social media can be a fun and rewarding way to share your life and 
opinions with family, friends and co-workers around the world. We request that NO photos or 
videos of any kind are posted relating to ORC, its clients, or vendors without prior approval. 
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BEHAVIOR EXPECTATIONS FOR LEASES 
 
Any company leasing space with Oxford Recovery Center has to follow all our employee 
handbook guidelines. Leasing company’s employees will be held to ORC standards. Any 
unacceptable employee activity must be notified to the ORC Owner or Business Manager. ORC 
management could override how to handle leasing company’s employees actions. 
 
CONFIDENTIAL AND PROPRIETARY INFORMATION 
 
ORC considers its confidential and proprietary information, including the confidential and 
proprietary information of our clients, to be one of its most valuable assets. As a result, 
employees must carefully protect and must not disclose to any third party all confidential and 
proprietary information belonging to ORC or its clients/patients. Such protected information 
includes, but is not limited to, the following: client/patient contact information, client/patient 
personal information, such as background, history of condition, tests results; client protocols, 
and any other proprietary information, whether communicated orally or in documentary, 
computerized or other tangible form, concerning ORC or its clients/patients. This also includes 
any information regarding research studies, which includes, but is not limited to, protocols, study 
design, procedures, and participants.  
 
Employees should ensure that any materials containing confidential or proprietary information 
are filed and/or locked up before leaving their work areas each day. During the workday, 
employees should not leave any sensitive information lying about or unguarded. This includes 
clients/patients overlooking eThomas or any other scheduling software, or written schedules 
with client/patient names on it. Computers must lock automatically. 
 
Our clients/patients entrust us with important information relating to their treatment(s). The 
nature of this relationship requires maintenance of confidentiality. In safeguarding the 
information received, we earn the respect and further the trust of our clients/patients. Your 
employment with ORC assumes an obligation to maintain confidentiality, even after you leave 
our company. 
 
EMPLOYEE/FAMILY TREATMENTS AT ORC  
 
ORC is committed a family oriented company. Employees, no charge, and direct family may 
treat in Hyperbarics with reduced rates or no charge if they have met the following guidelines: 
 

● Must be a direct family member: spouse and child. 
● Must have a qualifying condition to treat (wellness does not qualify for no charge 

treatments)  
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● Must have a meeting with the Director of Patient Care prior to scheduling times for 

therapy. The Director reserves the right to decided not to treat the family 
member/employee. 

● Director of Patient Care will ask for approval from Tami or Gary for the patient to treat. 
● After all approvals the appointments may be scheduled. 
● When treating family members/employee, the appointment is subject to be moved or 

cancelled without any time constraints for notice if a paying patient either needs or 
desires a specific time. 

● The appointments must occur at a time that it does not extend the tech’s working hours. 
 

All other therapies may be done at a reduced rate after following the above steps. 
 
NO EXPECTATION OF PRIVACY 
 
All contents of ORC's IT resources and communications systems are the property of the 
company. Therefore, employees should have no expectation of privacy whatsoever in any 
message, files, data, document, facsimile, telephone conversation, social media post, 
conversation, or any other kind of information or communications transmitted to, received or 
printed from, or stored or recorded on the company's electronic information and communications 
systems. 
 
You are expressly advised that in order to prevent misuse, ORC reserves the right to monitor, 
intercept and review, without further notice, every employee's activities using the company's IT 
resources and communications systems, including but not limited to social media postings and 
activities, and you consent to such monitoring by your acknowledgment of this policy and your 
use of such resources and systems. This may include, without limitation, the monitoring, 
interception, accessing, recording, disclosing, inspecting, reviewing, retrieving and printing of 
transactions, messages, communications, postings, log-ins, recordings and other uses of the 
systems as well as keystroke capturing and other network monitoring technologies. We are a 
facility that records all phone calls and for the safety of our customers we have in place audio & 
visual surveillance throughout all our the buildings. 
 
The company also may store copies of such data or communications for a period of time after 
they are created, and may delete such copies from time to time without notice. 
 
Do not use the company's IT resources and communications systems for any matter that you 
desire to be kept private or confidential from the company. 
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SAFETY ISSUES FOR CELLULAR PHONE AND HANDHELD DEVICE USE 
 
All employees are expected to follow applicable state or federal laws or regulations regarding 
the use of cell phones or handheld device at all times. Employees whose job responsibilities 
include occasional driving are expected to use hands free devices when available. Use of a cell 
phone or handheld device while driving is not required by ORC. Safety must come before all 
other concerns. Employees are prohibited from texting on cell phones or other handheld devices 
while operating any motor vehicle on firm business, regardless of the circumstances, including 
slow or stopped traffic, and should pull off to the side of the road and safely stop the vehicle 
before typing, reading or sending text messages. 
 
Employees who are charged with traffic violations resulting from the use of their phone or 
handheld device while driving will be solely responsible for all liabilities that result from such 
actions. 
 
MAINTAINING A SAFE WORKSITE 
 
We expect employees to establish and maintain a safe worksite. This includes but is not limited 
to the following applications: 

● Properly lifting and lowering heavy objects. 
● Inspecting tools and equipment for defects before use. 
● Keeping work areas and walkways clear of debris. 
● Use ladders safely. 
● Inspecting, cleaning, and properly storing tools and equipment after use. 
● Following established safety rules. 

 
CARE OF EQUIPMENT AND SUPPLIES 
 
All employees are expected to take care of all equipment and supplies provided to them. You 
may have access to a laptop or desktop while you work for ORC for your work use. These items 
must be returned/left in good working order when you leave the company. You are responsible 
for maintaining this material in proper working condition and for promptly reporting any unsafe or 
improper functioning of this material to us immediately. Neglect, theft, and/or destruction of the 
company’s materials are grounds for disciplinary action, up to and including termination. 
 
PHONE EXPECTATIONS 
 
ORC provides a phone for your use while at work. Our expectation is that you will respond as 
quickly as possible in all situations. ORC Owner or Business Manager may contact staff via text 
and expects a timely mannered response. When scheduled at work, our expectation is that 
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100% of the time we will receive a response communication from you via text or voice. If there is 
an excessive repetition of non-communication, this will be a cause for discussion and possible 
termination. Fast and effective communication is key to maintaining our clientele. 
 
PERSONAL CALLS, VISITS, AND BUSINESS 
 
ORC expects the full attention of its employees while they are working. Although employees 
may occasionally have to take care of personal matters during the workday, employees should 
conduct such personal business either before or after the workday or during breaks or meal 
periods. Regardless of when any personal call is made, it should be kept short. 
 
Employees should also limit incoming personal calls, visits, or personal transactions. A pattern 
of excessive personal phone calls, personal visits, and/or private business dealings is not 
acceptable and may lead to disciplinary action. 
 
MOONLIGHTING 
 
ORC will not permit any employee to take an outside job with a company in the same or related 
business as the company, or which is in any way a competitor of the company while employed 
with ORC. Employees are not permitted to work for any client of ORC outside of the regular 
working hours as described above, without the express approval of the Company Owner or her 
designated representative. 
 
COMPLIANCE WITH LAWS 
 
ORC's goal is to maintain compliance with applicable federal, state and local laws affecting our 
business. It can be difficult, if not impossible to maintain an Employee Manual that reflects all 
current legal requirements, particularly in different states or jurisdictions. To the extent the 
company’s policies or practices, whether or not stated in this manual, conflict with the mandates 
and requirements of applicable federal, state, local laws or regulations will apply. The laws 
governing non public schools in Michigan can be found here 
https://www2.ed.gov/admins/comm/choice/regprivschl/regprivschl.pdf 
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