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WELCOME 

 
Welcome to SOMOS Community Care! We are pleased to add you to our small but growing 
team of dedicated professionals who share our passion and commitment to improving health 
care for those in New York City’s most underserved communities. 
 
SOMOS Community Care (SOMOS) is a new network of diverse, community-based primary 
care physicians, specialists and service providers. We have come together to transform the 
delivery of health care for Medicaid beneficiaries in the New York City communities where we 
practice. We are your neighborhood doctors. We are community-based. We speak your 
language.  
 
Our company is the result of a shared vision by our founders, Chairman Dr. Ramon Tallaj and 
President Dr. Henry Chen. As immigrant physicians who experienced firsthand the challenges 
that their non-English-speaking patients faced in obtaining quality health care, Dr. Tallaj and Dr. 
Chen created a network of independent community physicians and providers who are 
collaborating to best serve the needs of patients in Manhattan, Queens, Brooklyn and the 
Bronx. 
 
Together – in partnership with Montefiore, one of the state’s most respected, award-winning 
hospital systems – Dr. Tallaj and Dr. Chen created SOMOS’s network of over 2,500 physicians 
and 800 partners who care for about 650,000+ Medicaid lives. SOMOS is the ONLY 
community-based, physician-led network of 25 networks funded by New York State in a five-
year, $6+ billion effort to reduce avoidable hospitalizations by 25%. To achieve this goal, we are 
facilitating and coordinating the work of our community doctors and specialists to create a 
seamless network of support for patients. The idea is to make it easier for patients –especially 
those with high-risk conditions like diabetes, cardiovascular disease, asthma – to stay well and 
to manage their conditions rather than rely on an emergency room for medical care. 
 
Our work at SOMOS Community Care is funded by a $700 million grant by New York State’s 
Department of Health. As grateful recipients and prudent stewards of these State funds, all of us 
at SOMOS are held to the highest standard of accountability in terms of our behavior, 
professionalism, productivity and expense management. In the following pages, you will find 
explicit policies and procedures to ensure that we meet and exceed these expectations. 
 
Sincerely, 

 
 
Mario J. Paredes 
Chief Executive Officer 
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INTRODUCTION 

This Employee Handbook is intended to provide you with information about the personnel 
policies of SOMOS. This Employee Handbook supersedes all previous personnel handbooks 
and policies issued by SOMOS.  SOMOS reserves the right to change, supplement or 
discontinue without advance notice any policies described herein whenever management 
deems it desirable to do so. This Handbook also supersedes any oral agreements and/or 
representations (prior or current) that contradict, or are inconsistent with, the policies contained 
herein. 

The SOMOS Employee Handbook is not an employment contract. All employees of SOMOS are 
employed on an “at-will” basis, unless notified otherwise and have a written employment 
agreement. Should an employee have a written employment agreement, if any of the policies in 
this Handbook conflict with the agreement, the terms of the employment agreement will govern. 
In addition, changes and variations in the laws will sometimes affect policies and their 
application. If there are any direct conflicts between this Handbook and applicable law, the law 
will prevail. 

Please use this Handbook as a reference guide if you have any questions about SOMOS’s 
policies and procedures.  Feel free to discuss any questions you may have regarding this 
Handbook with Human Resources. 
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SECTION 1:  EMPLOYMENT AT-WILL RELATIONSHIP 

This Handbook, and any other Company policies and procedures, does not create a contractual 
relationship or guarantee any employee continued employment. All employees of SOMOS are 
employed “at-will,” unless notified otherwise and have a written employment contract authorized 
by SOMOS’s Board of Directors.   

This means that employment with SOMOS is voluntarily entered into, and an employee is free 
to resign at will (at any time), with or without cause or prior notice. Similarly, SOMOS may 
terminate the employment relationship at any time, with or without cause or prior notice, so long 
as there is no violation of applicable federal, state or city law. 
 

SECTION 2: NON-DISCRIMINATION IN EMPLOYMENT 

SOMOS abides by all applicable federal, state and local laws that prohibit discrimination on the 
basis of race, religion, color, national or ethnic origin, age, sex (including sexual harassment), 
sexual orientation, gender identity or expression, family or marital status, citizenship status, 
disability, genetic predisposition or traits, status as a victim of domestic violence, or status in the 
uniformed services of the United States (including veteran status). In accordance with these 
laws, SOMOS also prohibits retaliation against anyone who complains about discrimination, 
sexual harassment, or otherwise exercises rights guaranteed by law. 

SOMOS employs individuals who, in its judgment, are best qualified to meet its needs. Selection 
is based on the applicant’s ability to satisfy the requirements of the position applied for, and may 
take into account prior experience, education, credentials, interviews and references from 
former employers. 

Equal employment opportunity applies to all terms and conditions of employment, including but 
not limited to hiring, classification, promotion or transfer, discipline, job assignment, discharge, 
layoff, compensation, job training and benefits.   
 

SECTION 3: ACCOMMODATIONS FOR EMPLOYEES WITH DISABILITIES 

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act 
(ADAA), are federal laws that require employers with 15 or more employees to not discriminate 
against applicants and individuals with disabilities and, when needed, to provide reasonable 
accommodations to applicants and employees who are qualified for a job so that they may 
perform the essential job duties of the position.  

It is the policy of SOMOS to comply with the ADA and all other federal, state and city laws 
concerning the employment of persons with disabilities and act in accordance with applicable 
laws and regulations.  Furthermore, it is our policy not to discriminate against qualified individuals 
with disabilities in regard to application procedures, hiring, advancement, discharge, 
compensation, training or other terms, conditions and privileges of employment.  
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Subject to and in accordance with law, SOMOS will provide reasonable disability 
accommodations to applicants or employees, unless doing so would create an undue hardship 
or potential threat to workplace safety or other persons. Please direct any questions or requests 
for a disability accommodation to Human Resources.   

 

SECTION 4: IMMIGRATION LAW COMPLIANCE 

SOMOS is committed to employing only individuals who are authorized to work in the United 
States and does not unlawfully discriminate on the basis of citizenship or national origin. In 
compliance with the Immigration and Reform Act of 1986, each new employee, as a condition of 
employment, must complete the Employment Eligibility Verification Form I-9 and present 
documentation establishing identity and employment eligibility within three business days of 
commencing employment. Former employees who are rehired must also complete the form if 
they have not completed an I-9 Form within the past three years, or if their previous I-9 Form is 
no longer retained or valid. 

Employees with questions or seeking more information on immigration law issues are 
encouraged to contact Human Resources and may do so without fear of reprisal. 
 

SECTION 5: ANTI-HARASSMENT, DISCRIMINATION, NON-
DISCRIMINATION, AND NON-RETALIATION POLICY 

Harassment consists of unwelcome conduct, whether verbal, physical or visual, that is based 
upon a person’s protected status, such as race, age, sex, color, religion, creed, national origin, 
family or marital status, medical conditions, sexual orientation, gender identity or expression, 
disability, citizenship status, genetic predisposition or traits, military or veteran status, or any 
other protected group status. SOMOS will not tolerate harassing conduct that affects tangible 
job benefits, that interferes unreasonably with an individual’s work performance, or that creates 
an intimidating, hostile, or offensive working environment. 

Sexual Harassment deserves special mention.  Unwelcome sexual advances, requests for 
sexual favors, and other physical, verbal or visual conduct based on sex constitute sexual 
harassment when (i) submission to the conduct is an explicit or implicit term or condition of 
employment, (ii) submission to or rejection of the conduct is used as the basis for an 
employment decision, or (iii) the conduct has the purpose or effect of unreasonably interfering 
with an individual’s work performance or creating an intimidating, hostile, or offensive working 
environment. Sexual harassment may include explicit sexual propositions, sexual innuendo, 
suggestive comments, sexually oriented “kidding” or “teasing,” “practical jokes,” jokes about 
gender-specific traits, foul or obscene language or gestures, display of foul or obscene printed 
or visual material, and physical contact such as patting, pinching, or brushing against another’s 
body. 

SOMOS is committed to maintaining a work environment that is free of discrimination. In 
keeping with this commitment, SOMOS will not tolerate unlawful harassment undertaken by any 
persons, including any supervisor, co-worker, vendor, or client of SOMOS. 
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Reporting and Investigating: If you feel that you have experienced or witnessed unlawful 
harassment, you are strongly urged to notify the Director of Human Resources and your 
Department Director or the Chief Compliance Officer.  

It is the policy of SOMOS to prohibit intimidation of and/or retaliation against any individual who 
participates in good faith in SOMOS’s Compliance program. Good faith participation in the 
Compliance program includes, but is not limited to, reporting potential issues, investigating 
issues, self-evaluations, audits and remedial actions, and reporting to appropriate officials as 
provided in sections 740 and 741 of the New York State Labor Law. 

Any individual who believes that he or she has been subject to intimidation and/or retaliation for 
good faith participation in SOMOS’s Compliance program must immediately report such 
intimidation and/or retaliation to the SOMOS’s Compliance Officer, either in person, via the 
Hotline at (855) 233-3135 or online at www.somoscommunitycare.ethicspoint.org.  

All reports of intimidation and/or retaliation relating to good faith participation in SOMOS’s 
Compliance program will be investigated by the SOMOS Compliance Officer or his/her 
designee. Upon conclusion of the investigation, the SOMOS Compliance Officer will make a 
report and recommendation for discipline, where appropriate, to the Governing Body or 
designated Board Committee. The SOMOS Compliance Officer and the Governing 
Body/designated Board Committee may confer and agree upon the discipline to be imposed. 

The possible sanctions that may be imposed on any individual who is found to have intimidated 
and/or retaliated against another individual include, but are not limited to, termination of 
employment, termination of contractual relationship, and exclusion from SOMOS and/or the 
DSRIP program. 
 

SECTION 6: DETECTING AND PREVENTING FRAUD, WASTE, ABUSE AND 
MISCONDUCT 

It is the obligation of SOMOS to prevent and detect any actions within the organization that are 
illegal, violative of federal and state health care programs, fraudulent or in violation of any 
applicable SOMOS policy. 

To this end, SOMOS maintains a vigorous Compliance program and strives to educate SOMOS 
Associates regarding SOMOS policies, the requirements, rights and remedies of federal and 
state laws governing the submission of false claims, including the rights of SOMOS Associates 
to be protected as whistleblowers under such laws and the importance of submitting accurate 
claims and reports to federal and state governments.  

SOMOS prohibits the violation of federal and state law, applicable SOMOS policy and the 
knowing submission of a false claim for payment in relation to a federal or state-funded health 
care program. Such a submission violates the federal False Claims Act, as well as various state 
laws, and may result in significant civil and/or criminal penalties. Any individual who in good faith 
reports any action or suspected action taken by or within the organization in violation of these 
laws or that is otherwise illegal, fraudulent or in violation of any applicable policy of SOMOS 
shall not suffer intimidation, harassment, discrimination or other retaliation or, adverse 
consequences related to employment or contractual relationship with SOMOS. 
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SOMOS Fraud, Abuse and Misconduct Detection, Prevention and Protection 

To assist SOMOS in meeting its legal and ethical obligations, SOMOS expects and encourages 

any SOMOS Associate who is aware of or reasonably suspects conduct that is illegal, against 

SOMOS policy or in furtherance of the preparation or submission of a false claim or report or 

any other potential fraud, waste, or abuse related to a federal or state-funded health care 

program, to report such information to his/her supervisor, compliance officer, or to call the 

confidential Compliance Help-Line at (855) 233-3135 which is available 24 hours a day, 7 days 

a week or by visiting somoscommunitycare.ethicspoint.org where individuals can make 

reports about compliance issues online.  Where appropriate, the SOMOS Compliance Officer 

will report the issue to the Governing Body or designated committee. 

Any individual who reports such information in good faith will have the right and opportunity to 
do so anonymously and will be protected against intimidation, harassment, discrimination or 
other retaliation or, in the case of employees, adverse employment consequences. SOMOS 
also prohibits anyone from intimidating an individual from disclosing compliance concerns. 
SOMOS will immediately investigate and take appropriate action with respect to all suspected 
acts of retaliation or intimidation.  Reports will be kept confidential to the extent permitted by law. 

SOMOS obligates itself to swiftly and thoroughly investigate any reasonable, credible report of 
fraud, waste, abuse or misconduct or any reasonable suspicion thereof through SOMOS’ 
Compliance Program. 

SOMOS has the right to take appropriate action against an SOMOS Associate who has 
participated in a violation of law or SOMOS policy. The failure to comply with the laws and/or to 
report suspected violations of state or federal law can have very serious consequences for 
SOMOS and for any affiliated individual who fails to comply or report. As an SOMOS Associate, 
you have an obligation to report concerns using the internal methods listed above and to 
understand the options available should your concerns not be resolved. 

SOMOS ensures that SOMOS Associates are educated on the importance of this policy on a 
periodic basis through written or oral communications and by distributing a copy of this policy via 
SOMOS’s public website. 
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The following list of relevant state and federal laws is illustrative but non-exhaustive. 

State and Federal Fraud and Abuse Detection, Prevention and Employee Protection 

I. FEDERAL LAWS 

  False Claims Act (31 U.S.C. §§ 3729-3733) 

The False Claims Act (“FCA”) provides, in pertinent part, that: 

Any person who (1) knowingly presents, or causes to be presented, to an officer or 
employee of the United States Government or a member of the Armed Forces of the 
United States a false or fraudulent claim for payment or approval; (2) knowingly makes, 
uses or causes to be made or used, a false record or statement to get a false or 
fraudulent claim paid or approved by the Government; (3) conspires to defraud the 
Government by getting a false or fraudulent claim paid or approved by the Government; 
…or (7) knowingly makes, uses or causes to be made or used, a false record or 
statement to conceal, avoid, or decrease an obligation to pay or transmit money or 
property to the Government,  is liable to the United States Government for a civil penalty 
of not less than $5,500 and not more than $11,000, plus 3 times the amount of damages 
which the Government sustains because of the act of that person… 

(a) For purposes of this section, the terms “knowing” and “knowingly” mean that a 
person, with respect to information (1) has actual knowledge of the information; 
(2) acts in deliberate ignorance of the truth or falsity of the information; or (3) 
acts in reckless disregard of the truth or falsity of the information, and no proof 
of specific intent to defraud is required. 

While the FCA imposes liability only when the claimant acts “knowingly,” it does not 
require that the person submitting the claim have actual knowledge that the claim is 
false.  

A person who acts in reckless disregard or in deliberate ignorance of the truth or falsity 

of the information also can be found liable under the Act. 

In sum, the FCA imposes liability on any person who submits a claim to the federal 
government that he or she knows is false. An example may be a physician who submits 
a bill to Medicare for medical services she knows she has not provided. The FCA also 
imposes liability on an individual who may knowingly submit a false record in order to 
obtain payment from the government. An example of this may include a government 
contractor who submits records that he knows are false and that indicate compliance 
with certain contractual or regulatory requirements. 

The third area of liability includes those instances in which someone may obtain money 
from the federal government to which he may not be entitled and then uses the false 
statements or records in order to retain the money. An example of this so-called “reverse 
false claim” may include a hospital that obtains interim payments from Medicare 
throughout the year and then knowingly files a false cost report at the end of the year in 
order to avoid making a refund to the Medicare program. 
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In addition to its substantive provisions, the FCA provides that private parties may bring 
an action on behalf of the United States, 31 U.S.C. § 3730 (b). These private parties, 
known as “qui tam relators,” may share in a percentage of the proceeds from an FCA 
action or settlement. 

Section 3730(d)(1) of the FCA provides, with some exceptions, that a qui tam relator, 
when the Government has intervened in the lawsuit, shall receive at least 15 percent but 
not more than 25 percent of the proceeds of the FCA action depending upon the extent 
to which the relator substantially contributed to the prosecution of the action. When the 
Government does not intervene, section 3730(d)(2) provides that the relator shall receive 
an amount that the court decides is reasonable and shall not be less than 25 percent 
and not more than 30 percent. 

Section 1 Federal Program Fraud Civil Remedies Act (31 U.S.C. §§ 3801-3812) 

Under the federal Program Fraud Civil Remedies Act, any person who makes, presents, 
or submits (or causes to be made, presented, or submitted) a claim that the person 
knows, or has reason to know, (i) is false, fictitious, or fraudulent; (ii) includes or is 
supported by any written statement which asserts a material fact which is false, fictitious, 
or fraudulent, or that omits a material fact (which the person has a duty to include and 
the statement is false, fictitious, or fraudulent as a result of such omission); or (iii) is for 
payment for the provision of property or services which the person has not provided as 
claimed may be subject to, in addition to any other remedy, a civil penalty of not more 
than $8,500 for each claim or statement.  The violator may also be subject to an 
assessment of two (2) times the amount of such claim.   

An additional penalty of up to $8,500 may be imposed on any person who makes, 
presents, or submits (or causes to be made, presented, or submitted) a written 
statement that (i) the person knows, or has reason to know (a) asserts a material fact 
which is false, fictitious, or fraudulent, or (b) omits a material fact (which the person has 
a duty to include) and the statement is false, fictitious, or fraudulent as a result of such 
omission; and (ii) contains or is accompanied by an express certification or affirmation of 
the truthfulness and accuracy of the contents of the statement. 

Civil Monetary Penalties law (42 U.S.C. § 1320-7a) 

The Civil Monetary Penalties Law authorizes the imposition of substantial civil money 
penalties against any person, including an organization, agency, or other entity, that 
engages in activities including, but not limited to: (i) knowingly presenting or causing to 
be presented, a claim for services not provided as claimed or which is otherwise false or 
fraudulent in any way; (ii) knowingly giving or causing to be given false or misleading 
information reasonably expected to influence the decision to discharge a patient; (iii) 
offering or giving remuneration to any beneficiary of a federal health care program likely 
to influence the receipt of reimbursable items or services; (iv) arranging for reimbursable 
services with an entity which is excluded from participation from a federal health care 
program; (v) knowingly or willfully soliciting or receiving remuneration for a referral of a 
federal health care program beneficiary; or (vi) using a payment intended for a federal 
health care program beneficiary for another use.  Penalties depend on specific conduct 
involved, and the Office of the Inspector General may seek different amounts and 
assessments based on the type of violation at issue. 
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II.  NEW YORK STATE LAWS 

New York False Claims Act (State Finance Law, §§ 187-194) 

The New York False Claims Act closely tracks the federal FCA. It imposes penalties and 

fines on individuals and entities that file false or fraudulent claims for payment from any 

state or local government, including health care programs such as Medicaid. The penalty 

for filing a false claim is $6,000-$12,000 per claim and the recoverable damages are 

between two and three times the value of the amount falsely received. In addition, the 

false claim filer may have to pay the government’s legal fees. 

The Act allows private individuals to file lawsuits in state court, just as if they were state 
or local government parties. If the suit eventually concludes with payments back to the 
government, the person who started the case can recover 25-30% of the proceeds if the 
government did not participate in the suit or 15-25% if the government did participate in 
the suit. 

Section 2 Social Services Law § 145-b False Statements 

It is a violation to knowingly obtain or attempt to obtain payment for items or services 

furnished under any Social Services program, including Medicaid, by use of a false 

statement, deliberate concealment or other fraudulent scheme or device. The state or 

the local Social Services district may recover three times the amount incorrectly paid. In 

addition, the Department of Health may impose a civil penalty of up to $2,000 per 

violation. If repeat violations occur within 5 years, a penalty of up to $7,500 per violation 

may be imposed for more serious violations of Medicaid rules, billing for services not 

rendered or providing excessive services. 

Section 3 Social Services Law § 145-c Sanctions 

If any person applies for or receives public assistance, including Medicaid, and is found 
to have intentionally made a false or misleading statement for the purpose of 
establishing or maintaining the eligibility of the individual or of the individual’s family for 
aid or of increasing (or preventing a reduction in) the amount of such aid, then the needs 
of such individual shall not be taken into account in determining his or her need or that of 
his or her family (i) for a period of six months upon the first occasion of any such offense, 
(ii) for a period of twelve months upon the second occasion of any such offense or upon 
an offense which resulted in the wrongful receipt of benefits in an amount of between at 
least one thousand dollars and no more than three thousand nine hundred dollars, (iii) 
for a period of eighteen months upon the third occasion of any such offense or upon an 
offense which results in the wrongful receipt of benefits in an amount in excess of three 
thousand nine hundred dollars, and (iv) five years for any subsequent occasion of any 
such offense. 
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Section 4 CRIMINAL LAWS 

False Statements Relating to Health Care Matters (18 U.S.C. § 1035) 

Any person, in any matter involving a health care benefit program, who knowingly and 
willfully (i) falsifies, conceals, or covers up by any trick, scheme, or device a material 
fact; or (2) makes any materially false, fictitious, or fraudulent statements or 
representations, or makes or uses any materially false writing or document knowing the 
same to contain any materially false, fictitious, or fraudulent statement or entry, in 
connection with the delivery of or payment for health care benefits, items, or services, 
shall be fined or imprisoned not more than 5 years, or both. 

Health Care Fraud (18 U.S.C. § 1347) 

Any person who knowingly and willfully executes, or attempts to execute, a scheme or 
artifice (i) to defraud any health care benefit program; or (ii) to obtain, by means of false 
or fraudulent pretenses, representations, or promises, any of the money or property 
owned by, or under the custody or control of, any health care benefit program, in 
connection with the delivery of or payment for health care benefits, items, or services, 
shall be fined or imprisoned not more than 10 years, or both. If the violation results in 
serious bodily injury, such person shall be fined or imprisoned not more than 20 years, 
or both; and if the violation results in death, such person shall be fined, or imprisoned for 
any term of years or for life, or both. 

 Social Services Law § 145 Penalties 

Any person, who submits false statements or deliberately conceals material information 
in order to receive public assistance, including Medicaid, is guilty of a misdemeanor. 

Section 5 Social Services Law § 366-b Penalties for Fraudulent Practices 

a. Any person who obtains or attempts to obtain, for himself or others, medical 
assistance by means of a false statement, concealment of material facts, 
impersonation or other fraudulent means is guilty of a Class A misdemeanor. 

b. Any person who, with intent to defraud, presents for payment a false or fraudulent 
claim for furnishing services, knowingly submits false information to obtain greater 
Medicaid compensation or knowingly submits false information in order to obtain 
authorization to provide items or services is guilty of a Class A misdemeanor. 
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Section 6  Penal Law Article 155 Larceny 

The crime of larceny applies to a person who, with intent to deprive another of his 

property, obtains, takes or withholds the property by means of trick, embezzlement, false 

pretense, false promise, including a scheme to defraud, or other similar behavior. This 

crime has been applied to Medicaid fraud cases. 

a. Fourth degree grand larceny involves property valued over $1,000. It is a Class E 
felony. 

b. Third degree grand larceny involves property valued over $3,000. It is a Class D 
felony. 

c. Second degree grand larceny involves property valued over $50,000. It is a Class C 
felony. 

d. First degree grand larceny involves property valued over $1 million. It is a Class B 
felony. 

Section 7 Penal Law Article 175 False Written Statements 

Four crimes in this Article relate to filing false information or claims and have been 

applied in Medicaid fraud prosecutions: 

a. § 175.05, Falsifying business records, involves entering false information, omitting 
material information or altering an enterprise’s business records with the intent to 
defraud. It is a Class A misdemeanor. 

b. § 175.10, Falsifying business records in the first degree, includes the elements of the 
§ 175.05 offense and includes the intent to commit another crime or conceal its 
commission. It is a Class E felony. 

c. § 175.30, Offering a false instrument for filing in the second degree, involves 
presenting a written instrument (including a claim for payment) to a public office 
knowing that it contains false information. It is a Class A misdemeanor. 

d. § 175.35, Offering a false instrument for filing in the first degree includes the 
elements of the second degree offense and must include an intent to defraud the 
state or a political subdivision. It is a Class E felony. 

  



 

10 
 
3801532v.3 

Section 8 Penal Law Article 176 Insurance Fraud 

This statute applies to claims for insurance payment, including Medicaid or other health 

insurance, and contains six crimes. 

a. Insurance fraud in the fifth degree involves intentionally filing a health insurance 
claim knowing that it is false. It is a Class A misdemeanor. 

b. Insurance fraud in the fourth degree is filing a false insurance claim for over $1,000.  
It is a Class E felony. 

c. Insurance fraud in the third degree is filing a false insurance claim for over $3,000.  It 
is a Class D felony. 

d. Insurance fraud in the second degree is filing a false insurance claim for over 
$50,000.  It is a Class C felony. 

e. Insurance fraud in the first degree is filing a false insurance claim for over $1 million. 
It is a Class B felony. 

f. Aggravated insurance fraud is committing insurance fraud more than once. It is a 
Class D felony. 

Section 9 Penal Law Article 177 Health Care Fraud 

This statute applies to claims for health insurance payment, including Medicaid, and 

contains five crimes. 

a. Health care fraud in the fifth degree is knowingly filing, with intent to defraud, a claim 
for payment that intentionally has false information or omissions. It is a Class A 
misdemeanor. 

b. Health care fraud in the fourth degree is filing false claims and annually receiving 
over $3,000 in aggregate. It is a Class E felony. 

c. Health care fraud in the third degree is filing false claims and annually receiving over 
$10,000 in aggregate. It is a Class D felony. 

d. Health care fraud in the second degree is filing false claims and annually receiving 
over $50,000 in aggregate.  It is a Class C felony, 

e. Health care fraud in the first degree is filing false claims and annually receiving over 
$1 million in the aggregate. It is a Class B felony. 
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Section 10 III. WHISTLEBLOWER PROTECTION 

Federal False Claims Act (31 U.S.C. § 3730(h) 

The FCA provides protection to qui tam relators who are discharged, demoted, 
suspended, threatened, harassed, or in any other manner discriminated against in the 
terms and conditions of their employment as a result of their furtherance of an action 
under the FCA.  Remedies include reinstatement with comparable seniority as the qui 
tam relator would have had but for the discrimination, two times the amount of any back 
pay, interest on any back pay, and compensation for any special damages sustained as 
a result of the discrimination, including litigation costs and reasonable attorneys’ fees. 

New York False Claims Act (State Finance Law § 191) 

The New York False Claims Act also provides protection to qui tam relators who are 
discharged, demoted, suspended, threatened, harassed, or in any other manner 
discriminated against in the terms and conditions of their employment as a result of their 
furtherance of an action under the Act. Remedies include reinstatement with comparable 
seniority as the qui tam relator would have had but for the discrimination, two times the 
amount of any back pay, interest on any back pay, and compensation for any special 
damages sustained as a result of the discrimination, including litigation costs and 
reasonable attorneys’ fees. 

Section 11 New York Labor Law § 740 

An employer may not take any retaliatory action against an employee if the employee 

discloses information about the employer’s policies, practices or activities to a regulatory, 

law enforcement or similar agency or public official. Protected disclosures are those that 

assert that the employer’s policy, practice or activity violates the law and creates a 

substantial and specific danger to the public health and safety or which constitutes 

health care fraud under Penal Law § 177 (knowingly filing, with intent to defraud, a claim 

for payment that intentionally has false information or omissions). 

 

The employee’s disclosure is protected only if (a) the employee first brought up the 

matter with a supervisor and gave the employer a reasonable opportunity to correct the 

alleged violation, and (b) the policy, practice or activity actually violates the law. If an 

employer takes a retaliatory action against the employee, the employee may sue for 

reinstatement to the same, or an equivalent position, any lost back wages and benefits 

and attorneys’ fees. If the employer is a health provider and the court finds that the 

employer’s retaliatory action was in bad faith, it may impose a civil penalty of $10,000 on 

the employer. 

Section 12 New York Labor Law § 741 

A health care employer may not take any retaliatory action against an employee if the 
employee discloses certain information about the employer’s policies, practices or 
activities to a regulatory, law enforcement or other similar agency or public official. 
Protected disclosures are those that are asserted by employees in good faith and with 
the reasonable belief that the policy, practice or activity constitutes improper quality of 
patient care. 
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The employee’s disclosure is protected only if the employee first brought up the matter 
with a supervisor and gave the employer a reasonable opportunity to correct the alleged 
violation, unless the danger is imminent to the public or patient and the employee 
believes in good faith that reporting to a supervisor would not result in corrective action. 
If an employer takes a retaliatory action against the employee, the employee may sue for 
reinstatement to the same or an equivalent position, any lost back wages and benefits 
and attorneys’ fees. If the employer is a health provider and the court finds that the 
employer’s retaliatory action was in bad faith, it may impose a civil penalty of $10,000 on 
the employer. 
 

SECTION 7: WORKPLACE VIOLENCE PREVENTION 

SOMOS is committed to preventing workplace violence and to maintaining a safe work 
environment.  Employees are expected to refrain from fighting, horseplay, or other conduct that 
may be dangerous to others during work hours, on work premises and/or at any assigned job 
locations. Firearms, weapons, and other dangerous or hazardous devices or substances are 
prohibited. 

Conduct that threatens, intimidates, or coerces another employee, customer, or a member of 
the public at any time will not be tolerated. This prohibition includes all acts of harassment, 
including harassment that is based on an individual’s race, age, sex, color, religion, creed, 
national origin, marital or familial status, medical conditions, sexual orientation, gender, gender 
identity or expression, disability, citizenship status, genetic traits or predisposition, military or 
veteran status, or any other characteristic protected by federal, state, or local law. 

All threats and/or acts of violence, both direct and indirect, should be reported as soon as 
possible to the security officer on-site, as well as your supervisor or any other member of 
management. This includes threats to employees, as well as threats by clients, patients, 
vendors, or other members of the public. When reporting a threat of violence, you should be as 
specific and detailed as possible. All suspicious activities should also be reported as soon as 
possible to the security officer on site. To the extent practical, SOMOS will attempt to keep the 
identity of the individual making a report confidential, but there is no guarantee of anonymity. 

Do not place yourself in peril.  If you see or hear a commotion or disturbance, report the matter 
to security or management personnel at your assigned job location. If circumstances warrant, 
contact the police. SOMOS will promptly and thoroughly investigate all reported threats and acts 
of violence and any reported suspicious activities.    

In order to maintain workplace safety and the integrity of its investigation, SOMOS may suspend 
employees, either with or without pay, pending investigation. Anyone determined to be in 
violation of these guidelines will be subject to disciplinary action, up to and including discharge 
of employment. 

SOMOS encourages employees to bring their disputes or differences with other employees to 
the attention of their supervisor or Human Resources before the situation escalates into 
potential violence. SOMOS is eager to assist in the resolution of employee disputes. 
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SECTION 8: LICENSURE 

Applicants for positions requiring a State license must show proof of current registration before 
being eligible for employment. It is the responsibility of each employee to maintain a current 
license and regularly submit copies of new registrations to his/her supervisor. Any employee 
who fails to maintain a current license may be suspended or terminated without notice. 
 

SECTION 9: TYPES OF EMPLOYEES 

Full-Time: An employee regularly scheduled to work a full 40 hours each week (inclusive of 
lunch) is a full-time employee. 

Part-Time: An employee regularly scheduled to work less than 40 hours per week (inclusive of 
lunch) is a part-time employee.   

Temporary Employees: An employee hired to work for a pre-arranged period of time is a 
temporary employee. Summer vacation and holiday replacement help are considered temporary 
employees. If a temporary employee is later assigned to a regular full-time or part-time position, 
accrual of benefits will not commence until the actual date of commencement of such full-time or 
part-time employment. 

Per Diem Employees: An employee who occasionally works on an “as-needed basis” for 
SOMOS based on their availability is a per diem employee. Per Diem employees are not 
entitled to benefits. 

Introductory Employees: Employees in a new position whose performance is being evaluated 
to assess whether continued employment in that position is appropriate. Employees who 
satisfactorily complete the introductory period (and any extension) will be notified of his/her new 
employment classification (e.g., full- or part-time). 
 

SECTION 10: OVERTIME CLASSIFICATION AND COMPENSATION 

SOMOS complies with all federal and applicable state wage and hour laws, including those that 
establish minimum wage and overtime pay requirements.  

At the time of hire, employees shall be advised of their regular rate and overtime rate of pay.  
SOMOS will also classify employees as either EXEMPT or NON-EXEMPT from federal and 
state wage and hour laws.   

EXEMPT employees are generally those employed in a bona fide executive, administrative (i.e., 
management), or professional capacity, and who are paid on a salary basis.  Exempt 
employees are not entitled to overtime and are excluded from specific provisions of federal and 
state wage and hour laws. All other employees are classified as NON-EXEMPT and are entitled 
to overtime pay in accordance with specific provisions of federal and state laws.   
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A Non-Exempt employee who works in excess of 40 hours in a given workweek will be paid an 
overtime rate (1.5 times the regular hourly rate of pay or as required by applicable law) for each 
hour worked over 40 hours in a given workweek.  SOMOS workweek commences at 12:01 a.m. 
Sunday and ends at midnight the following Saturday.  

For purposes of calculating overtime, the 40-hour threshold for overtime does not include 
hours/time designated for (i) meals; (ii) breaks; or (iii) any other non-working time. Vacation as 
well as time-off for holidays or any other leave of absence, is not considered hours “worked” for 
purposes of calculating entitlement to overtime. An employee must have 40 hours of actual 
working time before being eligible to receive any overtime pay.   

SOMOS does not offer compensation time in lieu of payment for overtime hours.  All approved 
overtime is compensated in pay only.  Overtime hours may not be used to accrue additional 
vacation. 

Prior Approval Required to Work Overtime 

SOMOS reserves the right to require employees to work overtime hours. Unless an employee 
has a legitimate reason for being excused from an overtime assignment, refusal to work 
overtime may result in discharge. 

All overtime hours must be approved by your Supervisor in advance of an employee working 
any overtime hours. Failure to comply will result in disciplinary action and possible termination of 
employment. 
 

SECTION 11: INTRODUCTORY PERIOD 

During the first 90 days of your employment, you will be observed and evaluated by your 
immediate Supervisor. Your Supervisor should make certain that you receive assistance in 
learning the duties of your position. Employees should seek help from their Supervisor in 
answering any questions concerning expectations, job responsibilities, training or anything else 
effecting your position.   

During this initial 90-day Introductory Period, employees will accrue paid vacation and sick time, 
but will not be entitled to use such benefits. After successful completion of the Introductory 
Period, and any extension thereof, once written notification by the employee’s supervisor is 
received by Human Resources, the employee will be entitled to use paid vacation and sick time 
in accordance with SOMOS’s Policies. 

SOMOS reserves the right to extend an employee’s Introductory Period if SOMOS determines 
that circumstances warrant an extension. Either the employee or SOMOS may end the 
employment relationship at any time during or after the Introductory Period, with or without 
cause or advance notice. Successful completion of the Introductory Period is not a guarantee or 
assurance of continued employment by SOMOS, and does not change the at-will employment 
relationship.  
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SECTION 12: WORK HOURS 

An employee’s workday will be established at time of hire, subject to changes as determined by 
SOMOS.  The work week runs from Monday through Friday. Office hours are scheduled from 
9:00 a.m. through 5:00 p.m.  However, business needs may dictate variations in work hours 
from time to time, and employees may be requested to cover additional and other employees’ 
shifts. Employees are expected to cooperate when SOMOS requests such variations. Your 
supervisor is responsible for setting your specific work hours. 
 

SECTION 13: ATTENDANCE 

Regular and prompt attendance by all employees is required, as it is essential to the efficient 
operation of SOMOS. Employees are expected to be at their work stations, ready to begin work 
at the time their shift begins. Employees are paid only from the scheduled beginning of their 
shift, unless otherwise authorized. 

Regular and punctual attendance is the responsibility of each employee and is a factor in 
evaluating performance. Employees who are unable to report to work on time are responsible 
for contacting the immediate supervisor at least one hour before their regularly scheduled work 
day begins. If you are unable to report for work when scheduled, you must notify your 
immediate supervisor as soon as you realize that you will be late or absent. Your immediate 
supervisor needs to know the reason and the anticipated duration of the absence so that 
coverage can be arranged. Do not call a co-worker or other employee.  You may leave a 
message on your immediate supervisor’s voicemail, but you must contact him/her directly the 
same day and speak to him/her in person.  REPEATED UNAUTHORIZED ABSENCE OR 
LATENESS MAY RESULT IN TERMINATION OF EMPLOYMENT. 
 

Employees who call in sick may be required to provide a doctor’s note as proof of their illness if 
absent from work due to illness for more than three (3) days, or the illness repeatedly falls on a 
Friday or Monday, or follows a particular pattern. Confirmation of the illness may be required 
from the employee’s personal doctor as to the following: duration of illness; work restriction, if 
any; and suggested date of return to work. SOMOS reserves the right to require additional 
information, as appropriate, to verify the basis of the absence. 

Employees are responsible for maintaining regular contact with their supervisor if the length of 
absence is undetermined at the onset, or at such other intervals directed by SOMOS. If an 
employee fails to comply, the employee may be considered to have voluntarily resigned his/her 
employment, and will be so notified in writing. 

All employees are expected to exercise reasonable efforts to report to work despite adverse 
weather conditions, unless there are official alerts restricting travel for safety reasons. 
Employees unable to report to work must contact their supervisor immediately. In the event of 
severe weather conditions, employees are encouraged to contact SOMOS’s Headquarters at     
646-931-5624 to determine whether the office will be open on that day. Additionally, if the Office 
is closed or having a delayed opening, an e-mail will be sent to your SOMOS e-mail address. 
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SECTION 14: REPORTING LATE OR LEAVING EARLY 

Employees must check with their supervisors and provide an explanation when they report late 
for work or find it necessary to leave early.  Repeated lateness may be regarded as sufficient 
cause for dismissal.  Employees’ pay may be adjusted for late arrivals and/or early departures. 
 

SECTION 15: TIMEKEEPING  

Accurately recording time worked is the responsibility of every employee. Federal and 

state laws require SOMOS to keep an accurate record of time worked in order to calculate 

employee pay and benefits. Time worked is all the time actually spent on the job 

performing assigned duties. 

On a DAILY basis, ALL employees are required to record all hours worked, through the ADP 
time entry module, or if same if not available for any reason, upon designated time sheets. If 
time sheets are used, employees must initial each entry in time sheets to confirm accuracy. 

Non-exempt employees must precisely record when they start work (to the nearest minute) 

and when they stop work each day.  Employees who may arrive early to work for personal 

reasons (e.g., due train schedule or to have time to eat breakfast) should not begin recording 

their time until the start of their scheduled shift and when they commence work.  

Supervisors or Directors are responsible for reviewing the time records of the employees 
within their department on no less than a weekly basis, and promptly address failure of an 
employee to comply with this policy. 

Altering, falsifying, or tampering with time records will result in disciplinary action, up to 
and including termination of employment. 
 

SECTION 16: PAYMENT OF WAGES 

All employees will be paid on a bi-weekly basis every other Friday. If the normal payday falls on 
a Company-recognized holiday, paychecks/stubs will be available on the next business day. 

Employees may be paid by check or through direct deposit of funds to either a savings or 
checking account at their bank of choice (providing the bank has direct deposit capability). To 
activate direct deposit, a Direct Deposit Authorization Bank Letter or a voided check must be 
submitted to the Human Resources Department.    

Each employee’s pay is subject to various deductions required by law. These include Federal 
and State income tax withholding.  The number of exemptions claimed on Form W-4, 
Employee’s Withholding Allowance Certificate, affects the amount of Federal withholding. If an 
employee's marital status changes or the number of exemptions previously claimed increases or 
decreases, a new Form W-4 must be submitted to Human Resources. It is the employee’s 
responsibility to request the proper number of exemptions for income tax purposes. 

Although we strive to maintain the utmost accuracy in our records of your pay, it is advisable for 
employees to review their wages, deductions, overtime, etc. Should there be an underpayment, 
SOMOS will make every effort to repay you within a reasonable amount of time. Should there 
be an overpayment, SOMOS will work out an equitable plan for reimbursement. 
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SECTION 17: GARNISHMENT OF WAGES 

SOMOS complies with wage garnishments and attachments as required by law. The Consumer 
Credit Protection Act, among other things, limits the amount of an employee’s earnings that may 
be garnished in any one pay period.  

Any employee who receives a wage garnishment or assignment form should immediately send 
that form to the Director of Human Resources. The garnishment notice provides specific 
instructions on the employer’s obligations and the elements of an employee’s pay which may or 
may not be garnished. 
 

SECTION 18: HOLIDAYS 

SOMOS recognizes the following 12 holidays per year, which will be paid holidays for full-time 
employees: 

• New Year’s Day  

• Birthday of Martin Luther King, Jr. (third Monday of January) 

• Presidents’ Day (third Monday of February) 

• Lunar New Year (falls between January 21 and February 20)  

• Good Friday (Friday before Easter Sunday) 

• Memorial Day (last Monday in May) 

• Independence Day    

• Labor Day (first Monday in September) 

• Columbus Day   

• Veterans’ Day  

• Thanksgiving (fourth Thursday in November) 

• Christmas  
 
Additionally, July 3rd, 2017 will be recognized as a paid holiday for full-time employees as well. 

 
If a holiday falls on a Saturday, the holiday will be recognized the day before, on Friday. If a 
recognized holiday falls on a Sunday, the holiday will be recognized the day after, on Monday.  

Please note that SOMOS’s Headquarters will usually be closed on these days, but SOMOS 
reserves the right to be open and staff it appropriately, if the need arises. Employees who are 
asked to work on designated holidays will be compensated for time worked at their regular pay, 
and with an additional paid day off, to be taken on a mutually-agreed date generally within the 
same calendar year. Such designated worked holiday time and usage will be monitored by the 
employee’s supervisor. 

Holiday pay for full-time employees will be calculated based on the employee’s regular rate of 
pay as of the date of the holiday, multiplied by the number of hours the employee otherwise 
would have worked that day. Holiday pay will be withheld if an employee is absent without prior 
permission on the day immediately before or immediately after a holiday.   

If a recognized holiday falls during an eligible employee’s paid absence (such as vacation or sick 
leave), holiday pay will be provided instead of the paid time off benefit that would otherwise have 
applied. 
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SECTION 19: VACATION 

Vacation time off with pay is available to full-time employees to provide opportunities for rest, 
relaxation, and personal pursuits. Upon hire, an employee immediately begins to accrue 
vacation time at the rate detailed below. Before vacation time can be used, however, an 
Introductory Period of 90 calendar days must be completed. After that time, employees can 
request use of earned vacation time including that accrued during the Introductory Period.  

Full-time employees accrue vacation in the amounts detailed below for every “calendar year” of 
employment with SOMOS. Upon completing two years of service, full-time employees in 
Administrative, Clerical and other Non-Director positions accrue an additional five days of 
vacation in recognition of their tenure and loyalty. 

A “calendar year” is the 12-month period that runs from January 1-December 31.  An employee 
is only able to use vacation time off to the extent that he or she has earned it at any given time. 

Full-time employees accrue and are entitled to use vacation in the amounts below: 

Employee Position Maximum Yearly Accrual: 

Full-time Administrative, Clerical and all 
other Non-Director Positions 

0.385 days per bi-weekly pay period, up to a 
maximum of 10 days per calendar year. 
Upon completing two years of service, 
employees accrue an additional 5 days of 
vacation time per calendar year. 

Full-time Executive, Director, Senior 
Management Positions, Executive 
Assistants  

0.769 days per bi-weekly pay period, up to a 
maximum of 20 days per calendar year 

 
Paid vacation time can be used in minimum increments of a day. To take vacation, employees 
should request advance approval from their supervisors. Requests will be reviewed based on a 
number of factors, including business needs and staffing requirements, and will be granted on a 
first-come first-served basis, subject to seniority.    

An employee may carry over accrued and unused vacation time to the following calendar year, 
up to a maximum of one-year’s annual entitlement. If the carried vacation time is not used in the 
calendar year following its accrual, such time is forfeited by the employee.  Thus, at most, an 
employee may have available up to twice their maximum annual vacation entitlement in a 
calendar year.   

Part-time, temporary and per diem employees are not entitled to, and do not receive, vacation 
pay. 

Upon termination of employment, employees will be paid for unused vacation time that has 
been earned through the last day of work. In the event that the employee resigns, he or she 
must provide advanced written notice equivalent to his/her vacation accrual, and successfully 
complete those weeks of work to be eligible to receive earned unused vacation pay.  
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SECTION 20: PERSONAL DAYS 

Personal Days with pay are available to full-time employees to provide opportunities for rest, 
relaxation, and personal pursuits. Upon hire, an employee will be credited with two personal 
days. Before Personal Days can be used, however, an Introductory Period of 90 calendar days 
must be completed. After that time, employees can request use of Personal Days.   
 

SECTION 21: SICK LEAVE 

SOMOS recognizes that employees may require time off to care for their own health needs or 
those of a family member (i.e., the employee's child, grandchild, spouse, domestic partner, 
parent or grandparent, the child or parent of an employee's spouse or domestic partner or a 
sibling).  Pursuant to the NYC Earned Sick Time Act, SOMOS provides paid sick days to full-
time and part-time employees who work more than 80 hours a calendar year.   

An employee will be credited with 5 sick days that are available upon hire, and thereafter, on 
January 1st of each year. 

Employees shall be eligible to use paid sick time in minimum increments of 4 hours. 

Sick leave is credited annually and will not accrue annually. Full-time employees may not use 
more than 40 hours of sick time per calendar year and part-time employees may not use more 
than 40 hours of sick time per calendar year.   

Sick leave benefits will be calculated based on the employee’s base pay rate at the time of 
absence and will not include any special forms of compensation, such as incentives, 
commissions, or bonuses.  Employees are not entitled to payment of accrued, unused sick time 
upon termination, resignation, retirement, or other separation from employment with SOMOS.   

An employee shall be entitled to use accrued paid sick time for absences from work due to: 

• the employee's mental or physical illness, injury or health condition, including medical 
diagnosis, care or treatment of a mental or physical illness, injury or health condition, or 
the employee’s need for preventive medical care; 

• the need to care for a family member who needs medical diagnosis, care or treatment of 
a mental or physical illness, injury or health condition, or who needs preventive medical 
care; or 

• the closure of SOMOS by order of a public official due to a public health emergency, or 
the need to care for the employee’s child whose school or childcare provider has been 
closed by order of a public official due to a public health emergency. 

Where an employee’s need for sick leave is foreseeable, the employee must provide seven 
days’ advance notice of the intention to use such sick time. If the need is unforeseeable, the 
employee must give notice of the intention to use such sick time as soon as practicable. Notice 
under this section must be communicated to your direct supervisor either in-person or by 
personally calling your director or supervisor.   
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For an absence of more than three consecutive work days, the employee may be required to 
provide reasonable documentation from a licensed healthcare provider certifying the use of the 
sick time including the need for and duration of any sick leave. SOMOS also reserves the right 
to request written confirmation that an employee appropriately used sick time. Such 
documentation must be submitted to Human Resources.  SOMOS also reserves the right to 
require additional information as may be appropriate and consistent with other applicable laws.  

An employee who uses paid sick time for purposes other than those described in this policy may 
be subject to disciplinary action, up to and including termination from employment.  Disciplinary 
action may also be taken if a pattern of abuse develops in the employee’s utilization of sick time.   

If an employee is rehired within six months of separation from SOMOS, that employee shall be 
entitled to use any previously accrued, unused sick time from the prior term of employment 
without any waiting period.   

Retaliation against any employee for appropriate use of paid sick time is unacceptable and 
strictly prohibited.  Any employee who feels they have been retaliated against should 
immediately report the matter to Human Resources. 
 

SECTION 22: BEREAVEMENT LEAVE 

Full-time employees may be granted up to three consecutive days of paid bereavement leave in 
the event of a death in the immediate family. Immediate family includes parents, grandparents, 
spouse, domestic partner, children, siblings, or current in-laws. 

All employees who do not qualify for paid bereavement leave under this policy, and/or all 
employees who need additional time other than that provided for in the paid bereavement leave 
policy, may be granted unpaid leave in SOMOS’s sole discretion.  
 

SECTION 23: FAMILY AND MEDICAL LEAVE POLICY   

In accordance with the Family and Medical Leave Act (“FMLA”), SOMOS provides “eligible” 
employees with up to 12 weeks of unpaid leave in a rolling 12-month period (measured 
backward from the date of any FMLA leave usage) for any of the following reasons:  

• for incapacity due to pregnancy or prenatal medical care;  

• for the birth and care of a newborn child of the employee;  

• to care for a child placed with the employee for adoption or foster care;  

• to take care of an immediate family member (child, spouse, or parent) with a serious 
health condition;  

• to take medical leave when the employee is unable to work because of a serious health 
condition; or  
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• for qualifying exigencies arising out of the fact that the employee’s spouse, son, 
daughter, or parent is on active duty or call to active duty status as a member of the 
National Guard or Reserves in support of a contingency operation. In addition, eligible 
specified family members are permitted up to 26 weeks of unpaid leave in a single 12-
month period to care for a covered service member recovering from a serious injury or 
illness incurred in the line of duty on active duty.  

In order to be eligible for FMLA leave, an employee must have completed at least one year of 
employment, have worked at least 1,250 hours during the preceding year, and work at a 
worksite where 50 or more employees are employed by the employer within 75 miles of that 
worksite. 

A serious health condition is an illness, injury, impairment, or physical or mental condition that 
involves either an overnight stay in a medical care facility, or continuing treatment by a health 
care provider for a condition that either prevents the employee from performing the functions of 
the employee’s job, or prevents the qualified family member from participating in school or other 
daily activities. Under certain conditions, continuing treatment may be met by a period of 
incapacity of more than three consecutive calendar days combined with at least two visits to a 
health care provider or one visit and a regimen of continuing treatment, or incapacity due to 
pregnancy, or incapacity due to a chronic condition. Other conditions may also qualify as 
continuing treatment. 

The following details certain specific obligations expected of an employee applying for or taking 
a leave: 

1. An employee is required to provide at least 30-days advance notice of the need to take 
FMLA leave when the need is foreseeable (e.g., for an expected birth, placement of a 
child with employee for adoption or foster care, planned medical treatment for a serious 
health condition for employee or a family member, or the planned medical treatment for 
a serious injury or illness of a covered service-member) and such notice is practicable. 
When 30-days advance notice is not possible, an employee must provide notice to 
SOMOS as soon as practicable under the facts and circumstances of the particular 
case.  An employee must provide notice of the need for foreseeable leave due to a 
qualifying exigency as soon as practicable. 

2. It is SOMOS’s responsibility to notify the employee whether a requested leave of 
absence qualifies as FMLA leave and will be applied against an employee’s leave 
entitlement. 

3. An employee is not required to use FMLA leave in one block, and may take FMLA leave 
intermittently or on a reduced leave schedule when medically necessary. Employees 
should make reasonable efforts to schedule leave for planned medical treatment at a 
time that is not unduly disruptive to SOMOS’s operations. 

4. SOMOS may require that an employee’s request for leave due to a serious health 
condition affecting the employee or a covered family member be supported by sufficient 
information, including but not limited to a certification from a health care provider. Failure 
to comply with such a request may result in any leave not qualifying as FMLA leave. 

5. The employee must provide SOMOS with his or her anticipated return date, as 
supported by his or her medical documentation described above. 
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6. An employee returning from a qualified FMLA leave is entitled to restoration of 
employment at the same position or equivalent position. Restoration of employment may 
be denied to certain “key employees” upon a determination that grievous economic 
injury will result if such position is held open for the return of the employee on leave. 

 

7. Health insurance for the employee under SOMOS’s policy is continued throughout FMLA 
leave.  During FMLA leave, an employee must contribute to his/her health insurance 
premiums on the same basis as prior to the leave. SOMOS will make arrangements with 
the employee for payment of premiums. SOMOS’s obligations to maintain benefits 
cease 30 days after the employee’s payment obligations are not met. SOMOS may, 
under certain circumstances, recover premiums paid on behalf of an employee on leave 
if the employee fails to return to work upon the expiration of such leave. 

8. Any earned and unused vacation, personal days/sick leave accrued by an employee at 
the time that the employee begins his or her FMLA leave of absence will be applied 
towards leave. This means that an employee’s accrued time off will run concurrently with 
FMLA leave.  Accordingly, in those cases where an employee does have earned and 
unused time, that employee will be paid (within the normal payroll schedule) for those 
earned and unused days during their leave of absence. Pay will be suspended once 
those days have been exhausted. 

9. An employee does not earn or accrue any paid vacation, personal days or sick leave 
during FMLA leave of absence, nor is an employee entitled to receive pay for SOMOS 
observed holidays that fall within an employee’s leave of absence. 

SOMOS may not interfere with, restrain, or deny the exercise of any right provided by FMLA. 
Further, SOMOS may not discharge or discriminate against an employee for opposing any 
practice made unlawful by FMLA, or for involvement in any proceeding under or relating to 
FMLA. 

If an employee believes there has been a FMLA violation, the employee must contact the 
Human Resources Director immediately. An employee is also entitled to additional enforcement 
remedies as provided by the U.S. Department of Labor and FMLA. FMLA does not affect any 
Federal or State law prohibiting discrimination. 

For further information on this policy please speak with the Director of Human Resources. 
 

SECTION 24: MATERNITY/PATERNITY LEAVE POLICY 

A paid maternity/paternity leave benefit will be granted to full-time employees in connection with 
the birth or adoption of a child.  This benefit shall consist of up to twelve (12) weeks of 
compensation based on the employee’s regular weekly base rate of pay.  This leave runs 
concurrently with an FMLA leave.  After exhausting this maternity/paternity leave benefit and 
any accrued paid time-off benefits (e.g. vacation time), the remainder of any approved FMLA 
leave period shall be unpaid. 
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SECTION 25: GENERAL LEAVE OF ABSENCE 

In the event an employee is not eligible for Family and Medical Leave, SOMOS may grant an 
unpaid leave of absence at its sole discretion, for a period of up to four weeks. Employees who 
request a general leave of absence must submit a written request to Human Resources, stating 
the reasons for the leave and the desired dates.  A Leave of Absence must be authorized in 
writing. 

Whether to grant unpaid leave and the duration of such leave will be determined based upon 
the nature of the request and the needs of SOMOS. Factors that will be considered include, 
without limitation, the employee’s length of service and job performance, the availability of 
replacement coverage, the urgency of the condition necessitating the request, and the number 
of previous leaves requested and taken. 

Failure to return to work at the expiration of a leave of any pre-authorized absence will be 
considered a voluntary resignation of employment. 
 

SECTION 26: MILITARY LEAVE 

Leave for military service, or for annual reserve training relating to the performance of active 
duty in the National Guard or a reserve unit of the U.S. Armed Forces, will be granted in 
accordance with applicable laws. 
 

SECTION 27: HEALTH INSURANCE  

Full-time and certain part-time employees (depending on number of regularly scheduled hours) 
may be eligible to participate in SOMOS’s group health insurance plan. Please consult Human 
Resources for details of eligibility and specific benefits.   
 

SECTION 28: PENSION BENEFITS  

Full-time and part-time employees may be eligible to participate in SOMOS’s group 403(b) plan 
as established. Please consult Human Resources for details of eligibility and specific benefits. 
 
 

SECTION 29: WORKERS’ COMPENSATION  

Employees are protected by the Workers’ Compensation Law for any injury or disease arising 
from and in the course of employment in the organization. If you are injured on the job, no 
matter how minor the injury, report the incident to your direct supervisor and the Director of 
Human Resources. Human Resources will arrange for an examination, emergency treatment if 
necessary and prepare an incident report for use in processing your claim. 

To be eligible for lost time under the Workers’ Compensation Law, an employee must be absent 
from work due to injury for seven consecutive days. 
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SECTION 30: SHORT-TERM DISABILITY 

The New York State Disability Benefits Law provides eligible employees with cash benefits for 
injury or illness which may occur off-the-job. You become eligible for these benefits after you 
have been in our employ for at least four weeks. Generally, the maximum New York State 
Disability benefit is for a period of 26 weeks. 

The first seven days of disability are a waiting period during which no benefits are paid. To 
receive disability benefits, the necessary claim form must be filled out and forwarded to the 
insurance company by SOMOS within 20 days of your disability. Contact the Director of Human 
Resources immediately for any information or assistance needed in filing your claim. 
 

SECTION 31: JURY DUTY 

An employee summoned for jury duty or a court appearance must present the Notice of Summons 
or the Subpoena to his/her supervisor immediately upon receipt. 

To provide income protection when an employee carries out his or her civic duty, SOMOS 
provides the difference between jury duty pay and an employee’s regular pay for up to five days 
of jury duty service per year. The employee is expected to return to the office when such jury duty 
does not require a full day of service. If jury duty extends beyond five days, unpaid leave will be 
granted for the duration of the jury duty. 
 

SECTION 32: VOTING LEAVE 

Up to two hours of voting leave time will be granted for local, state, or federal elections if an 
employee does not have four consecutive non-working hours in which to vote (either between 
the opening of the polls and the beginning of a shift or between the end of work and poll close). 
Most polling places have extended hours, which allow most employees to vote before or after 
working hours.   

Please be sure to coordinate any necessary time off to vote with the Director of Human 
Resources. 
 

SECTION 33: CONFIDENTIAL PATIENT INFORMATION 

It is critical that all employees understand the importance of preserving the confidentiality of 
medical information, and in complying with all state and federal laws, such as HIPAA, 
concerning the safeguarding of patient information. To the extent that an employee is given or 
obtains access to another person’s protected health information in connection with their 
employment, he or she may only use such information for business reasons and may not 
discuss or disclose such information to other persons, including friends, families or other 
individuals.   
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SECTION 34: CONFLICTS OF INTEREST 

SOMOS expects fidelity and loyalty from each of its employees as a condition of employment. 
Therefore, employees are prohibited from taking opportunities belonging to SOMOS, competing 
with SOMOS (directly or indirectly), and/or disclosing confidential or otherwise sensitive 
information about SOMOS to any other party. As a condition of employment, all employees are 
required to keep confidential all information acquired during the term of their employment and 
not to release, use or disclose same, without the prior written permission of SOMOS. 

As part of SOMOS’s efforts to maintain accurate employee records and comply with applicable 
laws and regulations, SOMOS requires that its employees disclose any outside work, 
employment and independent contract relationships, including all self-employment and 
consulting services, as well as any other relationships that may conflict with the interests of 
SOMOS. Employees must disclose such outside relationships and potential conflicts to Human 
Resources at the time of hire, and if they arise at any time during the course of employment. 

SOMOS shall, in its discretion, determine whether an actual or potential conflict of interest exists 
and whether to continue or end the employment relationship. 
 

SECTION 35: DEBTS AND LOANS 

SOMOS does not grant personal loans or give salary advances to its personnel, nor does it 
honor any other type of request for the payment of employee bills or other such financial 
obligations. SOMOS does, however, recognize wage attachments as required by law. 
 

SECTION 36: TELEPHONE COURTESY 

The telephone is often the first contact that potential clients and the public have with SOMOS. 
Since impressions and opinions of SOMOS are formed to a large extent by this initial contact, 
employees are required to be courteous at all times while speaking on the phone.  
 

SECTION 37: SMOKING 

SOMOS is a smoke-free facility. Smoking of any kind is prohibited in all areas of the facility and 
all offsite offices. Prohibitions on smoking are of serious concern and Supervisors will make 
every effort to see that there is strict compliance with this restriction. 

SECTION 38: GRATUITIES 

Employees are not permitted to accept or provide any gifts or gratuities on behalf of SOMOS to 
avoid any actual (or appearance of a) conflict of interest.   
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SECTION 39: PARTICIPATION IN TRADE AND PROFESSIONAL 
ASSOCIATIONS 

Employees are encouraged to participate in trade and professional associations that promote 
SOMOS’s goals, individual skills development, and professional recognition. However, 
employee participation in those associations must not conflict with SOMOS’s interests. 

Employee participation in trade and professional association activities is voluntary and will not 
be considered as hours worked, unless SOMOS requires an employee’s participation. In the 
sole discretion of SOMOS, an employee may be reimbursed for pre-approved reasonable 
expenses related to an employee’s voluntary membership and participation in a trade and/or 
professional association.   
 

SECTION 40:  BUSINESS TRAVEL REIMBURSEMENT 

Any business travel expenses must be approved in writing in advance in accordance with 
SOMOS’s Policy and Procedures related to any business travel expenses. Employees must 
provide SOMOS with a copy of their itinerary before leaving on business travel, and submit 
receipts and satisfactory documentation substantiating the travel reimbursement requests.  

When traveling in connection with Company business, employees are representatives of 
SOMOS and are expected to maintain a high level of professionalism. 
 

SECTION 41: REPORTING INJURIES AND RELATED INCIDENTS 

Employees should immediately report to their direct supervisor and Human Resources any 
incident during work hours and/or on Company premises involving personal injury, damage to 
property or a safety-related event. Human Resources will complete an incident report as 
needed. 
 

SECTION 42: OPEN DOOR POLICY 

Employees are encouraged to speak with their supervisor or Director if experiencing a work-
related problem. Employees who believe a policy, rule, or procedure has not been fairly applied 
may also convey any problems or concerns to Human Resources.   

If an employee has any suggestions or ideas that you feel would benefit SOMOS or work 
environment, we encourage them to tell us. We are always looking for suggestions that improve 
methods, procedures and working conditions, reduce costs or errors, and benefit SOMOS and 
its employees. 
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SECTION 43: PERSONAL APPEARANCE 

As an employee, you are a representative of SOMOS. People get an impression about SOMOS 
from your appearance as well as your conduct. The nature of your job requires cleanliness and 
neatness.   

You are expected to maintain a clean, well-groomed appearance, report to work in appropriate 
clothing, and present yourself in a professional manner at all times. Athletic wear, sneakers, flip 
flops, shorts, tight fitting and/or inappropriately revealing clothing is not permitted.  
  

SECTION 44: MEAL AND REST BREAKS 

Eating is allowed only in designated areas.   

All employees are entitled to a 30 minute paid lunch break at a time designated by SOMOS.   
Non-exempt employees are required to accurately record when they start and end their lunch 
breaks using the ADP time entry module or designated time sheets. 

All employees may also be permitted to take up to two 15-minute paid rest breaks per day, 
which breaks are subject to business needs and the discretion of management.  
 
Employees must notify their supervisor or Director when they start and end their meal and/or 
rest breaks.  
  

SECTION 45: ACCOMMODATION FOR NURSING MOTHERS 

Employees who are nursing mothers shall be entitled to reasonable break periods during normal 
business hours to express breast milk. Such employees shall have access to a suitable, private 
location, other than a bathroom, which is shielded from view and free from intrusion from 
coworkers and the public. Employees should contact Human Resources at least two weeks in 
advance of returning to work from maternity leave so that arrangements may be made to secure 
a suitable space.  

Employees who are nursing mothers are required to discuss and coordinate the duration and 
frequency of the breaks with their respective supervisors so that arrangements can be made for 
the accommodation.   The entitlement to rest breaks to express milk shall last up until the 
nursing child reaches the age of twenty-four months. 
 

SECTION 46: PREGNANCY ACCOMMODATIONS 

It is the policy of SOMOS to comply with all federal, state and city laws, and SOMOS strictly 
prohibits discrimination against individuals on account of pregnancy, disabilities and any other 
characteristics protected by law. 

In accordance with the New York City Human Rights Law, SOMOS also provides reasonable 
accommodations for pregnancy, childbirth and related medical conditions. Employees should 
direct requests for pregnancy related accommodations to Human Resources. 
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SECTION 47: USE OF BUSINESS AND PERSONAL CELL PHONE DEVICES; 
MAIL SYSTEMS 

SOMOS-issued business phones should not be used for non-work related purposes, except for 
emergency reasons.  Personal use of business phones for long-distance or toll calls is 
prohibited. 

Please note that all calls made using Company telephones may be recorded, monitored, 
reviewed and listened to for business and quality assurance purposes. Employees should have 
NO EXPECTATION that any conversations they have using Company equipment are private or 
confidential. 

Personal cell phones should be used only during an employee’s break and should be kept in 
silent mode during work hours. Using personal cell phones or other electronic devices during 
work hours for personal, non-work related purposes (including sending personal text messages, 
instant messages, accessing the Internet, Facebook, Twitter, or the like) is prohibited.   

The use of SOMOS’s postage for personal correspondence is not permitted. 
 

SECTION 48: SOCIAL MEDIA, COMPUTER AND VOICEMAIL USAGE 

SOMOS maintains as part of its technology, a network (including Internet and Intranet access), 
computer, electronic mail and voicemail systems. The following are guidelines designed to 
protect the privacy of employees and others in accordance with applicable law and Company 
policies, and to protect the reputation of SOMOS. 

Computer, Email and Voicemail Usage 

The following policy applies to the use of any Company network, computer, e-mail, or voicemail 
systems through any device (e.g., desktop, laptop, cell phone, tablet, etc.) whether used on 
SOMOS’s premises or elsewhere. Employees are provided access to these systems solely to 
assist in the operations and ongoing business of SOMOS. For this reason, employees may not 
use SOMOS’s network, equipment, computers and e-mail systems for personal use.   

During work hours, employees are prohibited from viewing, blogging, logging onto, or otherwise 
participating on internet networking, web journals, social messaging, chat rooms, or social 
interactive or networking websites, including but not limited to Facebook, Twitter, Flickr, 
LinkedIn, and the like. Such activities are highly disruptive to efficient business operations.  

Posting any patient information on social media is a violation of state and federal laws and is 
strictly forbidden.  
 
Employees should keep in mind that patients of SOMOS’s participating providers, vendors, 
guests, and administration of SOMOS may view their public social media and internet posts.  
Employees are asked to use discretion when referencing SOMOS on publicly available 
sites, and if SOMOS is referenced, employees should make it clear that personal 
statements are the employee’s opinions and not those of SOMOS.  
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SOMOS strives to maintain a workplace free of unlawful harassment and sensitive to the 
cultural diversity of our employees. Therefore, SOMOS prohibits the use of SOMOS’s network, 
computers, e-mail, or voicemail systems in ways that are disruptive, offensive to others, or 
harmful to morale. Examples of prohibited transmissions include sexually explicit images, 
cartoons or jokes; unwelcome propositions; ethnic or racial slurs, or any other message that can 
be construed to be discriminatory, harassing or otherwise unlawful. In general, employees are 
urged to use their best judgment and discretion when communicating electronically with any 
SOMOS employee, customer, client or vendor, both during and after work hours. 

All data, files, software, programs, e-mail messages, and information accessed, received, 
and/or stored through the use of SOMOS’s network, computer, e-mail, or voicemail systems 
are, and remain at all times, the property of SOMOS. SOMOS reserves the right to access, 
review, utilize, monitor, retrieve, and/or restrict any messages, data, files, or other information 
accessed, received, or stored, and/or attempted to be accessed, received, or stored, through 
the use of SOMOS’s network, computer, e-mail, or voicemail systems at any time and without 
any notice to employees. 

No e-mail or Internet browsing should be considered private or personal, including, but not 
limited to, e-mails accessed, sent, or received from personal password protected web-based e-
mail accounts (e.g., Gmail, Hotmail, Yahoo) through SOMOS’s computer or e-mail systems. All 
e-mail messages and other information accessed, received, and/or stored through the use of 
SOMOS’s network, computer or e-mail systems, including, but not limited to, those from 
personal password protected web-based e-mail accounts (e.g., Gmail, Hotmail, Yahoo) may be 
automatically stored on SOMOS hard drives and/or may be forensically retrieved and reviewed 
by SOMOS, even when users have permanently deleted such usage and/or e-mails. 

Accordingly, employees shall have NO EXPECTATION OR RIGHT OF PRIVACY when using, 
accessing, receiving, or storing information through SOMOS’s network, computer, e-mail, or 
voicemail systems. 

Employees who violate this policy and/or engage in electronic communications (e.g., tweeting, 
blogging, text messaging, emailing, and leaving voice messages) that SOMOS determines to be 
in violation of SOMOS’s anti-harassment or discrimination policy, workplace violence prevention 
policy, HIPAA and confidentiality policies, or applicable law, shall be subject to disciplinary 
action, up to and including immediate termination of employment.  Please keep in mind that, to 
the extent permitted by law, SOMOS may seek legal remedies against those who circulate false 
and defamatory information that is aimed at harming SOMOS’s reputation or business 
operations. 

Upon termination or separation of employment, employees are prohibited from accessing, 
reviewing, copying, printing, disseminating, or utilizing any material created, received, 
downloaded, or sent through the use of SOMOS’s network, computer, e-mail, or voicemail 
systems, and must immediately return to SOMOS any and all material created, received, 
downloaded, accessed or sent through the use of SOMOS’s network, computer, e-mail, or 
voicemail systems that is in his/her possession, custody or control upon SOMOS’s request. 
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Social Media 
 
SOMOS recognizes that employees may participate, on their own time, in a variety of general 
internet or social media sites such as You Tube, Instagram, Facebook, Twitter, LinkedIn. The 
purpose of this policy is to assist employees in making responsible decisions when using social 
media outside the office.  We understand that social media can be a fun and rewarding way to 
share your life and opinions with family, friends and co-workers. However, the use of social 
media carries with it certain responsibilities.  

This policy is in no way intended to interfere with, restrain, or prevent employees from 
engaging in honest communications regarding wages, hours, or other terms and 
conditions of employment.  Further, this policy shall not be interpreted or applied to 
conflict with any applicable laws, rules or regulations. 

In the rapidly expanding world of electronic communication, social media can mean many 
things. Social media includes all means of communicating or posting information or content of 
any sort on the Internet, including to your own or someone else’s web log or blog, journal or 
diary, personal web site, social networking or affinity web site, web bulletin board or a chat 
room. Employees are not permitted to speak on behalf of SOMOS, except with explicit 
authorization from the Director of Communications.  

Employees who irresponsibly use social media may be subject to discipline (up to and including 
discharge). The following is a non-exhaustive list of behavior that SOMOS deems irresponsible:   
 

1. Disclosure of Company trade secrets, copyright materials, or non-public proprietary 
information; 

2. Disclosure of any patient-related information; 

3. Unlawful false and defamatory statements about SOMOS; 

4. Misrepresenting that one’s own personal opinion or viewpoint is the opinion or viewpoint 
of SOMOS; and/or 

5. Use of social media to engage in unlawful harassment, discrimination or retaliation 
towards any Company employees. 
 

SECTION 49: DRUG AND ALCOHOL USE 

It is SOMOS’s desire to provide a drug-free, healthful, and safe workplace.  To promote this 
goal, employees are required to report to work in appropriate mental and physical condition to 
perform their jobs in a satisfactory manner. 

Employees are prohibited from manufacturing, distributing, possessing, storing, selling or using 
illegal drugs, controlled substances or alcohol on Company property and/or during working 
hours. Employees are prohibited from being under the influence of controlled substances 
without a valid prescription during work hours and/or on Company premises.  
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Employees must notify the Director of Human Resources if they are using a prescribed 
medication that may impair their ability to safely and effectively perform their job duties.   

SOMOS may request additional information regarding the nature of the medication and/or 
medical clearance to determine whether the employee may safely perform their job duties while 
taking such prescribed medications. 

Violations of this policy may lead to disciplinary action, up to and including immediate 
termination of employment. 
 

SECTION 50: PERSONNEL RECORDS 

It is important that your personnel records be kept up-to-date and accurate. If your address, 
number of dependents, telephone number, last name or similar personal information changes, 
please notify your supervisor and Human Resources immediately. 

Personnel records maintained by SOMOS are the property of SOMOS and are considered 
privileged and confidential information.  Employees are not entitled to inspect or obtain copies of 
their personnel records. Disclosure of such information will be at SOMOS’s discretion, or as 
required by law. 

 

SECTION 51: PERFORMANCE REVIEWS 

Employee performance may be evaluated annually and/or at such other times as SOMOS 
deems appropriate. Performance evaluations may take into consideration certain factors such 
as: 

1. Knowledge of the job 
2. Ability to accomplish tasks 
3. Ability and/or willingness to follow directions 
4. Quality of work performed 
5. Quantity of work performed 
6. Efficiency of work 
7. Organization, Accuracy and Attention to Detail 
8. Flexibility and adaptability 
9. Supervision required 
10. Attitude 
11. Dependability 
12. Attendance and punctuality 
13. Ability and/or willingness to work cooperatively and harmoniously with other employees 
14. Abiding by SOMOS’s Code of Conduct and Compliance Guidelines and Policies and 

Procedures  
 
Performance reviews are made a part of the employee’s permanent employee record.  Based 
upon these evaluations, your salary or hourly wage may be increased. However, increases in 
salary are not an automatic part of the performance review, but are within SOMOS’s sole 
discretion. 
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SECTION 52: RULES OF CONDUCT 

To ensure an effective and proper working environment, SOMOS requires all employees to 
conduct themselves in an appropriate, courteous and professional manner and in accordance 
with SOMOS’s Code of Conduct. If an employee engages in unprofessional, discourteous, 
improper conduct, or in the opinion of management acts inappropriately, disciplinary action will 
be taken. Depending on the nature and severity of the problem, and the employee’s prior 
disciplinary record with SOMOS (if any), disciplinary action may consist of verbal and/or written 
counseling, a written warning and/or reprimand, suspension, termination of employment and/or 
such other disciplinary and corrective actions deemed appropriate by SOMOS. The disciplinary 
action taken in any given circumstance is within the sole discretion of SOMOS, and does not 
have to follow any progressive sequence. 

Improper and inappropriate conduct for which an employee may be disciplined and/or 
discharged includes, but is not limited to, the following:  

1. Misrepresentation or omission of facts, or providing false information, in applying for or 
maintaining employment. 

2. Uncooperative, antagonistic or belligerent attitude. 

3. Insubordination. 

4. Sexual harassment of any person.  (Please refer to SOMOS’s policy against sexual 
harassment). 

5. Malicious, derogatory or false comments about supervisors, fellow employees and 
working conditions. 

6. Substandard work performance. 

7. Mishandling or unauthorized use of equipment. 

8. Absence from work without advance notice. 

9. Excessive absenteeism. 

10. Unwarranted or excessive tardiness. 

11. Immoral conduct. 

12. Theft. 

13. Destruction of property. 

14. Falsification of records or reports. 

15. Gambling or bookmaking on the premises. 

16. Unauthorized possession of alcohol or illegal drugs on the premises. 
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17. Use of intoxicating liquor or illegal drugs while on duty. 

18. Reporting for duty under the influence of alcohol or illegal drugs. 

19. Unauthorized possession of narcotics, weapons, ammunition, or explosives on the 
premises. 

20. Smoking in unauthorized areas. 

21. Deliberate damaging, marking or defacing of property. 

22. Fighting while on duty. 

23. Horseplay, or creating disturbances among fellow employees. 

24. Willfully violating or disregarding safety regulations. 

25. Failure to report personal injury on the job to your supervisor within one hour from the 
time of injury. 

26. Sleeping on duty. 

27. Offering, soliciting, or accepting a bribe or gratuity. 

28. Non-adherence to SOMOS’s Code of Conduct and Compliance Guidelines and Policies 
and Procedures. 

29. Lack of personal cleanliness and acceptable grooming. 

30. Failure to observe fire rules. 

31. Posting or removing notices or literature from bulletin boards or other areas without 
authorized permission. 

32. Refusal to submit packages for inspection upon request of a supervisor prior to leaving 
premises. 

33. Misrepresentation or falsification of work time records.   

34. Unauthorized divulging of confidential patient information. 

35. Intimidation or interference with the rights of other employees. 

36. Refusal to comply with reasonable requests of supervisors. 

37. Refusal to work assigned overtime. 

38. Removal of Company property from the premises without authorization. 

39. Unauthorized copying, removal or taking of any documents, records or other information 
of any kind. This includes business records and patient information, whether maintained 
on paper, electronically, or in a computer data base. 
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40. Photocopying, faxing, or using the postage belonging to SOMOS for personal use 
without prior authorization. 

41. Computer tampering, including unauthorized logons using another employee’s 
password. 

The above list is for illustration only, and does not limit SOMOS from disciplining or discharging 
an employee for other reasons. The items listed above are numbered for convenience and ease 
of reference only. They are not ranked by order of importance.   
 

SECTION 53: TERMINATION OF EMPLOYMENT 

Voluntary resignation by an employee must be made in writing to their Director and should 
indicate the effective date of resignation and the reason for leaving. Each employee is required 
to give advance notice of resignation equal to the amount of vacation time they accrue annually 
(See Section 18). Any resigning employee who fails to provide the required advance notice, or 
fails to successfully complete those final work days required, will forfeit payment for any unused 
accrued vacation. 

Other than wages earned and payment of any accrued unused vacation that has not been 
forfeited as of the time of separation, SOMOS has no payment obligation to an employee 
separating from SOMOS by resignation, termination, or for any other reason.  Any exceptions to 
this policy are within the sole discretion of SOMOS and must be authorized in writing. 
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ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK 

I have received a copy of SOMOS’s Employee Handbook.  I have read it, fully understand its 
contents, and have been given an opportunity to ask questions about any of the policies, 
procedures and benefits in this Employee Handbook.   

I agree to comply with the policies and procedures in the Employee Handbook, and will keep my 
Handbook for future reference. 

I understand that neither this Handbook, nor my application for employment, provides me with 
any contractual rights or guarantees of employment. 

I further understand that the policies, procedures and benefits outlined in this Handbook may be 
changed from time to time at the discretion of SOMOS without advance notice.   

 

 

____________________________________ 
EMPLOYEE’S NAME (PLEASE PRINT) 

 

____________________________________ 
EMPLOYEE’S SIGNATURE 

 
____________________________________ 
DATE 

 
 
 
 
 
 
 


