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FORWARD

Brown County Oral Health Partnership is proud of the work we do to help the children in our
area. It starts with our dedication to the families we serve. We take great pride in being able to
help our neighbors and friends. Year after year we continue to see the impact we have in our
community, and each year we see our organization grow stronger through your efforts – Thank
You.
Just as each of you work hard to care for those in our clinics and offices, it’s only fair that
BCOHP take care of you, the “Team Member”. The term team member refers to all employees
of the organization, and will be mentioned throughout this handbook.
This Team Member Handbook will outline the policies and procedures applicable to all staff.
With approval from the Board of Directors, BCOHP will generally follow these policies and
procedures as described. Any changes will be updated with adequate timely notice to staff.
A copy of this handbook will be given to each Team Member upon starting with BCOHP. It is
their responsibility to reference this document and be familiar with its contents. In addition,
staff are also encouraged to discuss questions or concerns with their immediate supervisor, a
member of leadership, or Human Resources.
Electronic copies of this document will be saved on the network making it accessible to
everyone, at any time. The date listed on the handbook will void previous versions of this
document, and is the sole property of BCOHP.
This document does not create an employment contract. At-Will employment means Team
Members and BCOHP share the right to terminate the work relationship at any time, with or
without reason.
Our intent with the OHP Handbook is to be fair, reasonable, and consistent with all Team
Members. BCOHP will follow these guidelines whenever possible. However, it is impossible to
cover all possible situations that may arise. Therefore, it is important to understand that BCOHP
will generally follow these guidelines; while reserving the right to handle each situation
independently. An attempt has been made to include the most important aspects of
employment at BCOHP.
Thank You.
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Section 1: Mission, Vision, and Values
MISSON
Changing the lives of our communities’ children through access to excellent oral health services and
education.
VISION
To achieve excellence in oral health practices, education, and disease prevention with a primary focus on
service uninsured and underinsured children in Brown County.
BACKGROUND AND HISTORY
Due to the limited oral health care available to the underinsured, a group of Green Bay Rotary Club
members decided in 2003 that something needed to be done. Together, they made a compelling
presentation to their peers about this lack of care, specifically among children. The result was the
Healthy Teeth Healthy Kids school-based dental clinic. In 2005, the Brown County Oral Health
Partnership (BCOHP) was started and became a non-profit organization in 2007. Today, BCOHP is
actively serving the dental needs of uninsured and underinsured children in Brown County and other
counties at five fixed locations: BCOHP East Children’s Dental Clinic at the Kroc Center, BCOHP Central
Children’s Dental Clinic at the Howe Community Resource Center, BCOHP West Fox Heights Children’s
Dental Clinic, BCOHP Central Main St. Children’s Dental Clinic, and BCOHP West Siegler St. Children’s
Dental Clinic, along with traveling clinics that serve numerous schools throughout Brown County.
Hospital services are provided at HSHS – St Mary’s/St Vincent’s/St Clare and Bellin hospitals. In 2021, the
team provided approximately 22,000 visits to nearly 10,000 children. BCOHP’s success continues with
the support of the community, its board leadership, and its dedicated team. As a nonprofit organization
dedicated to providing oral health services to those in need, BCOHP will continue to grow and expand its
reach into the community to ensure that every child receives the oral health care they need.
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VALUES
In Carrying out the mission and vision, BCOHP has several key values:










Respect for Underserved
Exceptional Clinical Competence and Customer Service
Efficiency and Productivity
Continuing Education and Knowledge Lifelong Learning
Open and Honest Communication
Integrity
Rewards and Recognition
Patient-Centered
Engaged, Supportive, and Fun Workplace Atmosphere

Section 2: General Compliance
At-Will Employment:
All employees of BCOHP are employed on an At-Will basis. As such Team Members are free to
terminate their employment at any time without reason. BCOHP reserves this same right. Nothing
contained in this handbook, or any other document provided should be taken as a contract of
employment, except a written Employment Agreement. Further information will be covered later in this
document (Employment Agreement).
Equal Opportunity Employment:
BCOHP is an equal opportunity employer and complies with all applicable discrimination laws.
Our organization will hire, train, and promote anyone regardless of age, race, color, gender, sexual
orientation, religion, national origin, veteran status, disability, arrest or conviction record, marital status,
and any other classifications as required by law. (except where physical or mental ability is a bona fide
occupational requirement and the individual is not able to perform the essential job functions
with/without reasonable accommodation). As a commitment to diversity BCOHP will continuously work
to ensure all peoples and protected classes are appropriately represented in our workforce.
Any Team Member engaging in discriminatory behavior will be subject to discipline up to and including
termination of employment.
American with Disabilities Act (ADA) – Work Accommodations:
BCOHP will adhere to the ADA and make every effort to ensure that qualified individuals are not
discriminated against in terms of conditions of employment. The ADA requires employers to provide
reasonable accommodation to qualified individuals with known disabilities, unless the accommodation
would cause an undue hardship to the employer. To meet “reasonable accommodations” Team
Members may have restructured job duties, modified schedules, modifying equipment, adjusted
policies, etc.
If you need an accommodation under ADA, please notify your manager and/or Human Resources.
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Section 3: Pre-Employment
Employment Eligibility – E-Verify:
BCOHP has a responsibility to ensure all Team Members are legally authorized to work in the
United States. Employment is contingent on verification of a person’s right to work. All employees will
be required to complete a Federal I-9 form within 3 days of starting with the company. BCOHP uses EVerify, an online Department of Homeland Security portal, to verify eligibility.
Background Checks:
All employment offers are contingent upon satisfactory completion of a criminal background
check. BCOHP provides both school-based care and clinic visits to patients, so each staff member is
required by Green Bay Area Public Schools (GBAPS) to complete their internal volunteer
application/background check. This check will be initiated during orientation with Human Resources or
after a candidate has accepted a contingent employment offer from BCOHP. Although an employee’s
job functions might not primarily be based in school, all staff are registered with GBAPS upon hire
should their job duties take them on school premises during their tenure. If an employee is not able to
clear GBAPS background check, they will be ineligible for employment with BCOHP. In other words, an
acceptable background with GBAPS will also be acceptable for BCOHP.

Falsification:
By applying and accepting a position at BCOHP, you acknowledge and agree that your
employment application and resume are accurate to the best of your knowledge. Misrepresenting
education, work experience, credentials, or other pertinent information will be considered a “Falsified
Application” subject to immediate termination or removal from the hiring process.

Section 4: Throughout Employment
Employment Designation:
Upon hire you will be designated as a Full Time, Part Time, Exempt, or Non-Exempt Team
Member. Designation and eligibility can change based on an individual’s work schedule. It may change
due to schedule preferences made by the Team Member after hire, or business decisions by BCOHP.
Part-Time
Part-time Team Members work less than an average of 30 hours per week over the course of 52
weeks per year. Part-time Team Members may be granted certain benefits described in this handbook
where part-time eligibility is specifically mentioned or the benefit(s) is provided under required
state/federal laws.
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Full-Time
Full-Time Team Members work more than an average of 30 hours per week over the course of
52 weeks per year. Full-time Team Members are eligible for benefits described in this handbook. This
may mean working a variable number of hours per week >= 30 hours based on employee preference
and business need.
Exempt or Non-Exempt
Exempt Team Members are generally paid on a salary basis and are not eligible to be paid
overtime. Non-exempt Team Members are paid by the hour and are eligible to receive overtime for
hours worked above 40 in a given work week. The work week is clearly outlined later in the handbook
under **Payday/Time Keeping/OT**. BCOHP will follow the classifications determined and outlined in
the Fair Labor Standards Act (FLSA).
Contract or Employment Agreement
Team Members hired under an Employee Agreement may be hourly or salaried. Benefits will be
outlined in the agreement and take precedence over the handbook. Team Members under an
Employment Agreement will follow other guidelines laid out in this handbook unless otherwise
described in their individual agreement.

Incidents & Injuries – Workers Compensation
If an injury occurs at work follow these steps as needed:
1.
2.
3.
4.

Call 911 (if applicable)
Provide immediate care to the injured party (if applicable)
Notify a member of leadership
Management/HR will complete an incident summary and may request witness statements to
gain more details for insurance purposes

Remember, it’s best to report an incident immediately, however small, instead of claiming an injury days
later. You will never be turned away from reporting an incident, but the timeliness of the report is the
responsibility of the Team Member.
All Team Members are entitled to Workers’ Compensation benefits. This coverage is automatic and
enrollment is not required. The company is required to report incidents to their insurance company, and
your report is vital to that process.

Section 5: Conduct
Professionalism
BCOHP expects all Team Members to adhere to a general code of conduct throughout
employment. This includes the treatment of coworkers and patients alike. BCOHP expects everyone to
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maintain a professional demeanor and presence at all times. Conduct that is perceived to be distracting,
inappropriate, disruptive, or unbecoming of BCOHP values will be handled with the appropriate level of
action determined at that time.
Harassment
BCOHP believes that all Team Members deserve to feel safe and secure while at work. We
prohibit harassment of any kind including verbal, physical, or otherwise. While harassment is illegal,
bullying is still considered inappropriate and will be handled in a similar way internally. Team Members
who have complaints of harassment should report such conduct to their supervisor or Human
Resources. BCOHP will investigate the matter and take the appropriate action necessary, up to and
including termination.
More details can be found in OHP’s Harassment Policy in the Shared Drive.
Sexual Harassment
Sexual harassment may include unwelcome sexual advances, requests for sexual favors, or other
verbal/physical/visual contact creating a hostile work environment. It is important to remember that
sexual harassment can cross the line both directly and indirectly between Team Members and 3 rd
parties. Complaints of sexual harassment should be reported to a person’s supervisor or Human
Resources. Claims of sexual harassments will be investigated and handled appropriately with immediate
action if discovered in the workplace.
Drug Free Workplace
It is BCOHP’s stance to maintain a safe and healthy environment for everyone. This includes a
workplace free of illicit drugs, and drug/alcohol abuse. This includes the possession, sale, distribution, or
consumption of illegal substances. These situations and others will result in immediate action from
BCOHP.
Team Members are expected to report to work in a fully capable condition to perform their job
functions. Individuals suspected of being under the influence of a controlled substance may be required
to undergo drug/alcohol testing with disciplinary action to follow up to and including termination.
Please refer to the separate Drug Free Workplace Policy in the Shared Drive folder for more detail on
OHP’s process and expectations.
Tobacco Use & Vaping
Smoking, vaping, and chewing tobacco are not permitted in any BCOHP offices, clinical areas,
vehicles, or parking areas. Off premise is acceptable, however clinical Team Members are warned that
the smell of smoke can be offensive to patients, and may be asked to leave until free of these odors.
Weapons
Under no circumstances will weapons be allowed in any BCOHP clinic or office location.
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Food & Drink
No food or drink is permitted in the operatory areas, but is otherwise acceptable. Please take
care that equipment is not damaged or destroyed.
Electronics, Software, Personal Use, and Confidential Information
All hardware and software is property of BCOHP and is intended for the completion of necessary
job functions. Team Members are granted the ability to use BCOHP equipment for personal reasons if
done during unpaid time, kept to a reasonable amount of time, and does not interfere with business
operations. The downloading files, documents, software to BCOHP equipment is prohibited. If there is a
piece of software that would enhance someone’s effectiveness in their position please notify a member
of leadership to complete any changes.
The use of external memory drives to upload or download files to BCOHP equipment/network is
prohibited.
Internal confidential information is protected in multiple ways within BCOHP. It is strictly forbidden to
release confidential information to outside individuals. Failure to uphold confidentiality may result in
disciplinary and legal consequences.
All Team Members sign a confidentiality agreement to keep proprietary information private. See
Confidentiality agreement for more details.
Social Media
The use of BCOHP equipment to access social media is prohibited unless otherwise defined in a
Team Member’s job description. Personal use of social media is common and staff are asked to be
conscientious of what they post in connection to BCOHP. Discriminatory, offensive, sexual, or
unprofessional postings about coworkers or BCOHP can be considered harassment and will be handled
as such. Be mindful not to post information that is confidential within BCOHP or protected under HIPAA.
BCOHP Vehicles
Executive Director must approve use of BCOHP’s vehicles. A copy of valid driver’s license and
insurance must be on file. Vehicles are not to be used for personal use. Repairs will be arranged by
management. BCOHP vehicles are to be kept clean and free of wrappers, cans and personal items. Team
Members who are required to drive as part of their job responsibility must maintain a clean driving
record.
School Threat
In the event of threats or possible violence in any school where Team Members are working,
Team Members are instructed to follow direction from the school Administrators, Teachers and Social
Workers.
Funds Authorization
No Team Member has the authority to make purchases or commit BCOHP resources without
written consent of the Executive Director. This includes cash, credit, supplies, equipment, or labor. Once
approved, the Executive Director may give ongoing approval for standard, recurring, purchases.
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Whistleblower Policy & Access to the Board
Team Members should always feel welcome to discuss concerns, complaints or suggestions
within BCOHP. It is suggested that Team Members first discuss topics with their supervisor. Staff should
feel empowered to contact their immediate supervisor, Executive Director, Human Resources, or The
Board of Directors. One or more Board Members is designated for this purpose. Contact information can
be found in the All Team Documents, Board Member, folder.
Team Members are encouraged to utilize Human Resources to resolve any concerns.
Personnel File:
Please assist BCOHP in the accuracy of your personnel file. In order to avoid problems with
benefits, retirement accounts, tax documentation, or our ability to communicate with you it is your
personal responsibility to update your supervisor/HR with any pertinent information. This may include,
but not limited to, things like name, address, phone number, etc.
Upon request, an active employee may inspect their own personnel records and make copies of any
documents in the file. This inspection will be done alongside Human Resources to ensure privacy
protection for all Team Members.
Only management who have a legitimate business need may inspect personnel files of other Team
Members.

Outside Requests
Be advised, at times outside parties may request information contained in a personnel file.
While BCOHP Human Resources will always prioritize personal privacy, exceptions are made. Examples
include cooperating with legal, safety, medical officials, or general information requests (dates of
employment, job title/description, etc.).

Section 6: Disciplinary Action
In situations where conduct may warrant additional action the following guidelines may be
followed. An employee who does not display satisfactory performance, professionalism, conduct, or
behavior may receive any of the actions outlined below. BCOHP reserves the right to initiate action at
any step, or repeat a step, within progressive discipline to appropriately handle the severity of any
situation. Disciplinary action may be issued in a variety of ways including, but not limited to, in person,
over the phone, or via electronic communication.
Procedure:





Step 1 - Verbal Warning
Step 2 - Written Warning
Step 3 – Final Warning
Step 4 – Termination

Verbal Warning
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All verbal warnings will be documented between you, your supervisor, and/or Human
Resources. This conversation will outline the concern, expectation, and plan going forward. This serves
as a reminder of BCOHP’s guidelines. A performance improvement plan may be used to help outline
solutions and expectations.
Written Warning
A written warning will emphasize the seriousness of the issue and need to remedy. A formal
disciplinary document will be used to summarize the situation and subsequent conversation. The
employee will receive a copy if they choose, and another copy will be kept in their personnel file. A
performance improvement plan may be used to help outline solutions and expectations.
Final Warning
A final warning may be used if there is a serious infraction of policy that does not result in
termination, or there is a pattern of concern documented in previous disciplinary steps. A formal
disciplinary document will be used to summarize the situation and subsequent conversation. The
employee will receive a copy if they choose, and another copy will be kept in their personnel file. A
performance improvement plan may be used to help outline solutions and expectations. Failure to
correct items described in this final warning may result in termination from BCOHP.
Termination
Discharge of Employment

Section 7: Attendance
Being punctual and reliable are essential qualities for BCOHP Team Members. Everyone is
expected to be consistent in their attendance record. Absenteeism and tardiness place a burden on
others that cannot be taken lightly.

Absences:
Frequent absenteeism will result in disciplinary action. BCOHP defines excessive unscheduled
absences as six occurrences for Full Time, and three occurrences for Part Time, in a 12-month period. An
occurrence is missing multiple days for the same reason. (Example, whether an employee missed one
day or two days for the same reason this is considered one occurrence) Disciplinary action will follow if a
Team Member is approaching or exceeding an unacceptable level of occurrences.
BCOHP will always make an effort to be flexible and work with staff that have personal conflicts. Team
Members are encouraged to be proactive and speak to their supervisor about any ongoing issues that
may prevent acceptable attendance.

No Call No Show (NCNS)
A NCNS is defined as not reporting an absence to your supervisor prior to the start of your shift,
and may be considered job abandonment. Staff are reminded to follow the proper call in procedure to
report an absence.
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Failure to notify your supervisor of an absence will result in a Final Warning (1 st occurrence), and
Termination (2nd occurrence). Exceptions may be made if the staff member was reasonably unable to
contact BCOHP.
Job Abandonment is defined as two (2) days of not reporting an absence and no other contact with
BCOHP. Termination of employment would follow.

COVID-19
CDC Covid-19 guidelines are ever changing, therefore BCOHP has adopted a policy that
empowers the employee to best determine their return to work date. If you’re sick, stay home. Consult
with your supervisor and health care provider on the best return to work date given your individual
illness, symptoms, or situation. Employees who test positive for COVID-19 will not be required to use
PTO to cover absences during quarantine period.
This can change on an ongoing basis depending on pandemic developments.

Weather Days
In the event that Green Bay Area Public Schools (GBAPS) close due to inclement weather OHP
will follow the school district decision including all day closures, early release, and late starts.
Occasionally, GBAPS may close for other reasons including, but not limited to, school lock down,
flooding, teacher conferences, etc. In these cases, BCOHP will remain open.
When work is cancelled due to GBAPS closure clinical and administrative staff will not work. Each
employee will be granted 4 weather days (or a maximum of 32 hours) per weather season. Winter
weather season is defined as the winter months at the end of a given year and the beginning of the next
calendar year. Additional time will be unpaid, though staff may use PTO for lost time.

Approved/Unapproved PTO & Sick Time
Approved PTO is defined as requesting time off at least 30 days in advance. Time may be
approved inside 30 days based on supervisor discretion. Sick time or unapproved PTO is the use of PTO
to cover an unapproved absence. All staff must use unapproved PTO for unapproved time off (sick time).
This includes going negative in an individual’s PTO balance. PTO will be used to cover unapproved time
up to -40 hours. See “Paid Time Off – PTO” for more details.
Unapproved PTO will count against a Team Members attendance record and count as an occurrence
outlined above. Unapproved PTO allows the Team Member to be paid for time off, but does not excuse
the absence. Progressive discipline may be followed for excessive Unapproved PTO.
Approved PTO will not count against a Team Members attendance record.

Personal Leave of Absence – LOA
BCOHP will allow a Team Member to take an internal Leave of Absence under certain
conditions. LOA’s will always be contingent on supervisor discretion. PTO will not accrue during the
leave period. Failure to return to work on the agreed upon date will result in disciplinary action up to
and including termination. The maximum time allotted for a LOA is 5 scheduled working days. Under
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extremely unusual circumstances no employee will be granted more than one Leave of Absence in any 2
year period.

FMLA – Family Medical Leave Act
BCOHP will adhere to the Family Medical Leave Act should a Team Member need time off. In
order to be eligible for FMLA a Team Member must be actively employed for 12 months and worked at
least 1250 hours during those 12 months. BCOHP will look back at the previous 12 consecutive months
from the time a FMLA request is made.
Staff are able to request one or more leaves, however, the total amount of leave taken cannot exceed
12 workweeks in any 12-month period.
Human Resources will be able to assist with FMLA requests and determine eligibility.
30 days of notice prior to taking FMLA leave is requested, and a two-week notice is requested when
ready to return to work. The employee will be reinstated with their formal position or similar position at
the same rate of pay, unless circumstances have changed where it is unreasonable to do so (ex.
workforce reduction).
Team Members employed less than 12 months will not be eligible for FMLA. Instead they are
encouraged to work directly with their supervisor for other alternatives.
See OHP’s separate FMLA policy for further details. This can be found on the Shared Drive.

Section 8: Regulations
HIPAA
The Health Insurance Portability and Accountability Act applies to healthcare providers including
dental offices. BCOHP will provide ongoing HIPAA training to staff throughout an individual’s tenure.
However, it is the employee’s responsibility to be familiar with the use of basic components of the law.
These include, but are not limited to, how to appropriately handle protected health information,
keeping protected information secure, how to identify a breach, and how to respond to a breach.
OSHA
The Occupational Safety and Health Administration is a government entity that ensures
workplace safety for staff and patients alike. BCOHP is required to keep record of accidents and injuries
that happen during the day. It is vital that you report accidents and injuries in real time for BCOHP
leadership can take the appropriate action to document the situation.
OSHA also maintains regulations specific to dental offices. Ongoing training will be provided to all staff
throughout tenure to refresh on basic OSHA standards. Concerns of workplace safety should be
reported to your supervisor or Human Resources who can take appropriate corrective action.
Abuse/Neglect/Maltreatment
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BCOHP Team Members are required to report suspected child abuse. Examples or indicators to
be aware of include but are not limited to:
Abuse

Neglect

Sexual Abuse

Emotional Damage

Surface skin marks

Poor growth patterns

Pain, swelling, itching in
genital area

Neurotic reactions
or emotional
extremes

Burns

Failure to thrive

Bruises, bleeding, or
unusual discharge from
genital area

Speech/sleep/eating
disorders

Head Injuries

Consistent hunger

Difficulty walking or
sitting

Self-Destructive
behavior

Poisoning

Inadequate hygiene and
clothing

Stained or bloody
underclothing

Humiliation or
rejection

Injuries at different
stages of healing

Abandonment

STD's

Anxiety, depression,
or withdrawal

Lack of supervision

Pregnancy in early
adolescence

Outward aggressive
behavior

Statement about
inappropriate touching

Lack of appropriate
mental health
treatment

Report to the school social worker if in school based or Howe. Report to Brown County Human Services
at (920) 448-6000, M-F, 7:30am – 4:30pm. Brown County Human Services response times:




Immediate, if there is a present danger to a child’s safety
Within 48 hours if there is impending danger of threats to a child’s safety
Within 5 working days if there is a risk of maltreatment.

Failure to report suspected abuse, neglect or maltreatment may result in a fine and imprisonment. Any
and all reports made to a school social worker or Brown County Human Services must be entered into
patient records, and the Clinical Director and Executive Director must be notified. Reporters are
protected from civil and criminal liability.

Section 9: Benefits
Medical
Full Time employees are eligible for health coverage for themselves, spouse, and dependents on
the 1 of the month following 30 days of employment. BCOHP has multiple different health plans to
st
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choose from. Premiums for different plans are unique to each person (this is known as Age Based
Premiums). BCOHP is proud to cover 75% of the premium cost for employee health plans, and 50% of
the premium cost for any spouse or dependents. The remaining balance is the responsibility of the
employee.
Health Savings Account (HSA)
A HSA plan allows an employee to contribute pre-tax dollars from their paycheck to use toward
eligible medical expenses up to the federally assigned maximum. This is only available to Team Members
who have enrolled in an eligible health plan. Funds contributed, and unused, will remain year over year.
Those who are enrolled in a HSA plan will receive a BCOHP contribution of $200 annually ($50 per
quarter) deposited after the first payroll of a given quarter.
Flex Spending Account (FSA)
A FSA plan allows an employee to contribute pre-tax dollars from their paycheck to use toward
eligible medical expenses up to the federally assigned maximum. However, unlike a HSA, funds
contributed to a FSA must be used annually or risk losing it. Employees are still eligible to make
contributions regardless if they are enrolled in medical insurance through OHP.
Dental
Full Time employees are eligible for dental coverage for themselves, spouse, and dependents on
the 1 of the month following 30 days of employment. BCOHP is proud to cover 100% of the premium
cost for the employee dental plan. The employee is responsible for the premium cost to cover a spouse
or dependents.
st

As a dental clinic Team Members may have an opportunity to have their own teeth cleaned or checked
by clinical staff during a working day. Immediate family is also eligible for this benefit. Immediate family
in this case is defined as a spouse or child. This is acceptable with the understanding that it does not
prevent patients of BCOHP from getting the care they need. Children come first in our organization and
this benefit should be viewed in the same way.
Vision
Full Time employees are eligible for vision coverage for themselves, spouse, and dependents on
the 1 of the month following 30 days of employment. BCOHP is proud to cover 100% of the premium
cost for the employee vision plan. The employee is responsible for the premium cost to cover a spouse
or dependents. All staff are required to enroll in vision coverage as part of a combination of coverage for
additional benefits outlined below.
st

Additional Benefits
These additional benefits are covered at no cost to the employee:
Short Term Disability - 60% Benefit, Max weekly benefit $1,000, Benefit Duration 26 weeks,
Elimination Period 0 days injury/7 days sickness. Elimination period can also be thought of as a “waiting
period”. No benefits are paid during the elimination period.
Long Term Disability - 60% Benefit, Max Monthly Benefit $5k.
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Life Insurance & Accidental Death - $25,000 benefit
Employee Assistance Program - This is available 30 days after employment. The EAP is an
excellent resource for employees and their family. Team Members can call 1-800-222-8590 to
take advantage of this benefit.
401(k) & Roth 401(k)
BCOHP offers both Traditional and Roth 401(k) options for Team Members over the age of 18.
Team Members are eligible to contribute to their 401(k) plan after 30 days of employment.
You may contribute up to 100% of your compensation up to the federally assigned annual maximum.
401(k) Match – Safe Harbor Profit Sharing
After 1 year (12 months) of service BCOHP will contribute 3% of a Team Members wages to a
retirement account in their name.
Holiday Pay
All Team Members are eligible for holiday pay immediately upon starting with BCOHP. Full Time
staff are paid for all paid holidays, and Part Time staff are paid for hours they would have normally
worked on these days. If a holiday falls on a Saturday or Sunday, BCOHP may be closed on the preceding
Friday or following Monday. Part time holiday pay hours will apply for the preceding Friday or following
Monday if the clinic is closed.
BCOHP may be closed at other times throughout the year. Examples include, but are not limited to, the
week between Christmas and New Year’s, or closing early before a holiday. These likely will not be
considered paid holidays, and Team Members can choose to use PTO voluntarily to cover this time.
A Holiday schedule will be posted and distributed at the beginning of each year.
Paid Time Off – PTO


Full Time and Part Time staff who are scheduled a minimum of 16 hours per week are eligible
for Paid Time Off.



Time off will start accruing upon hire, and is available for use after 30 days of employment.



All staff are able to carry PTO from one year to the next. The maximum amount that can be
carried over is 80 hours. Time above this maximum will be forfeited after 12/31 of a given year.



PTO requests are made through ADP and approved by your supervisor. Priority consideration is
given to PTO requests more than a month ahead of time. BCOHP will grant PTO assuming clinics
and administration is adequately staffed.



OHP employees will have the ability to “borrow” PTO, or taking paid time off prior to accruing it.
The maximum anyone will be allowed to borrow is 40 hours (Negative 40 hours in PTO balance).
Future time off requests will not be approved until the employee earns back the borrowed PTO.
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If an employee is negative they are permitted to submit future requests, these requests will be
approved assuming the employee is no longer negative by the date requested.


An employee must use PTO for unapproved absences even if they are already negative in PTO,
up to -40 hours. After which PTO will not be used as Sick Time. However, PTO requests will not
be approved for those who are negative in their PTO balance. Exceptions can be made for
pandemic type situations.



Team Members who resign, are in good standing, and fulfill a two weeks’ notice will be paid for
a maximum of 80 hours of unused PTO upon termination. Hours earned, but not used, above
the maximum amount will be forfeited without payout. PTO cannot be used in lieu of a two
week notice. The exception is using PTO to cover time when BCOHP offices are closed without
pay.

Full time & Part time staff accrue PTO in the following manner:
Full Time Staff Working >=30 Hours per week
Years Of Service
First Year (Year 0)
Years 1 – 3
Years 4 - 6
7+ Years

Annual Accrual
80 Hours = 1.54 Weekly
136 Hours = 2.62 Weekly
144 Hours = 2.77 Weekly
176 Hours = 3.39 Weekly

Part Time Staff Working >=16 hours per week but less than 30
Years Of Service
First Year (Year 0)
Years 1 – 3
Years 4 - 6
7+ Years

Annual Accrual
40 Hours = .77 Weekly
64 Hours = 1.24 Weekly
68 Hours = 1.31 Weekly
72 Hours = 1.39 Weekly

Gifted Time Off – GTO
Team Members who reach 7 years of tenure will receive the maximum amount of normal PTO.
Afterwards, Gifted Time Off is separate, additional time, earned beyond 7 years of tenure.
Tenure
7 Years
10 Years
13 Years
16 Years
19 Years
22 Years

GTO Earned
0 - Maximum PTO Earned
40 Hours GTO + PTO Accrual
40 Hours GTO + PTO Accrual
40 Hours GTO + PTO Accrual
40 Hours GTO + PTO Accrual
40 Hours GTO + PTO Accrual
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For example, once an employee reaches their 10 year anniversary with OHP they will receive a lump
sum of 40 hours of additional time off. This time can be used just like normal PTO. They will be able to
use their 40 hours during years 10, 11, and 12 of their tenure.
Time remaining at the end of year 12 is forfeited, not paid out, and the employee will receive a fresh
lump sum of 40 hours on their 13th year anniversary.
This time is not paid out upon termination.
Tenure Bonus
BCOHP appreciates the longevity of our Team Members. As a result all Full Time and Part Time
staff working at least 24 hours per week will be eligible for tenure bonuses upon reaching certain
milestones with BCOHP.
Tenure
3 Years
6 Years
9 Years
12 Years
15 Years
18 Years

Payout
$350
$650
$1,000
$2,000
$3,000
$3,000

Maximum payout of $3,000 would continue every three (3) years thereafter. This would be paid out on
the first pay period following an individual’s anniversary with BCOHP.
Mileage
Staff that travel to/from St. Clare Memorial Hospital, Pulaski School District, and Denmark
School District will receive mileage reimbursement. Other staff who are required to travel to multiple
locations in a given day will also receive reimbursement.
Commuting is defined as traveling to your first work location in a given day. Reporting to your first
location is not reimbursed, traveling to additional locations in a given day are eligible for
reimbursement.
BCOHP will reimburse at the federally assigned rate per mile. Reimbursement requests should be
completed and returned to accounting for payroll processing.
Bridging Tenure
Team Members who leave BCOHP and return within 1 year are eligible to keep their original
start date for benefit purposes. This does not apply to insurance coverage. Returning employees must
following the usual waiting period for insurance. However, bridging tenure will have a positive impact on
other benefits including PTO and 401(k). Tenure will not be bridged more than once. If an employee
returns to OHP a second time, tenure will not be bridged.
Bereavement
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All Team Members are eligible for Bereavement Leave after 30 days of employment. 3 days of
paid leave will be granted for immediate family (spouse, child, parent, sibling, parent-in-law, dependent,
or guardian). 1 day of paid leave will be granted for non-immediate family (grandparent, grandchild,
brother/sister in law, aunt, uncle, niece, or nephew). This time is submitted in ADP.
Military Leave
BCOHP will follow any state and federal laws associated with military leave. This applies for all
branches of military service.
Jury Duty
Team Members will be paid up to 2 days for regularly scheduled hours if summoned for Jury
Duty. If the Team Member is not selected to serve or finishes early they should return to work for any
remaining hours in a given shift.
Pay Activ
Pay Activ is a 3rd party benefit that allows an employee to receive an “advance” on their
paycheck. Team Members should use the Pay Activ app and link their ADP access (same as punching
in/out). Pay Activ allows staff to receive a portion of punched hours direct deposited earlier than payday
for a fee. Any money taken by the employee will be deducted automatically from their following
paycheck, and any fees are paid directly by the employee.
Continuing Education & Travel
Preapproved continuing education required to maintain a license will be reimbursed for fulltime employees in these positions up to the amount indicated annually:




Dentists - $1500.00
Hygienists - $750.00
Dental Assistants - $500.00

Continuing education is not intended to be a tuition reimbursement benefit.
OHP will reimburse up to the annual maximum for the continuing education course and incidentals
incurred while attending a course. Eligible expenses include accommodation, travel (mileage), meals,
and hours worked. Time is compensable while attending CE. Employees are asked to provide an itinerary
of the event to track hours worked.
Additional CE events may be approved based on Executive Director approval.
CPR Certification
Clinical staff required to maintain up to date CPR certification will be reimbursed. BCOHP will
coordinate a training and credentialing plan when renewal is necessary.
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Section 10: Miscellaneous
Payday/Time Keeping/OT
Team Members are paid every other Thursday, bi-weekly. The pay weeks run Sunday – Saturday
of a given week for overtime purposes. Overtime is rare within BCOHP, but will follow all FLSA
guidelines. It is the responsibility of each Team Member to accurately record their time card. Those
found not accurately reporting time or falsifying hours resulting in incorrect wages may receive
disciplinary action up to and including termination.
Dress Code
Although there is different dress between clinical and administrative staff it is the expectation of
all employees that their appearance be clean and professional to promote a positive atmosphere. If an
employee’s dress is considered distracting, unprofessional, or revealing BCOHP reserves the right to
remove the employee from their position until they change into appropriate attire, without pay.
Disciplinary action may follow if there is a pattern of concern.
BCOHP provides branded apparel and encourages it to be worn when attending/presenting at special
events.
Clean clinic shoes (open toe/high heels not permitted) to be worn with scrubs.
Clinical Dress
BCOHP will provide scrub pants and tops for clinical Team Members. Bi-annually (every other
April) clinical staff will be given a $200 scrub budget to replace previous attire. Staff have the month of
April to visit a designated supplier and select scrubs of their choosing.
Hair, nails and jewelry was be kept/worn in a way that does not interfere with PPE, and/or OSHA/CDC
guidelines.
Team Meetings
Attendance to Team Meetings is required for BCOHP staff. At times these meetings can fall
outside of standard business hours. Team Members will be paid for mandatory meeting time and should
record this time on their time card as standard hours.
Dentist/Hygienist Insurance
Licensed Dentists and Hygienists are responsible for carrying Professional Liability Insurance
while employed at BCOHP. BCOHP will reimburse the cost of this insurance. Team Members should turn
in expense sheets to their supervisor for reimbursement.
Trading and Switching Shifts
If Team Members request to switch shifts with another coworker after a schedule has been
posted both parties need to notify their leadership. Requests will only be approved if leadership
confirms both parties have agreed.
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Solicitation
There are different types of solicitation that can occur at work. For example, parents may
fundraise for their children’s sports teams, or school events. Other solicitation can include marketing
programs for personal financial gain. Team Members must receive approval from the Executive Director
before soliciting any product or service at work.
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Acknowledgement

I, ________________________, hereby acknowledge that I have read and understand the Brown County
Oral Health Partnership Handbook. I further acknowledge that a printed copy of the Handbook is
available to me upon request. I have read the provisions of the Handbook, I have had the opportunity to
ask BCOHP any questions that I may have regarding any provisions of the Handbook, and I agree to
abide by the provisions of the Handbook. I also understand that it is my responsibility to read any future
Handbook updates of which I am made aware. I acknowledge that the Team Member Handbook is not a
contract of employment and that BCOHP has the power to construe, amend or ignore any provision of
the Handbook at any time, with or without notice. I also acknowledge that I am employed “at will,”
meaning that either I or BCOHP may end the employment relationship at any time and for any reason or
no reason at all. I understand that this Team Member Handbook is the confidential property of BCOHP
and must be returned upon the termination of my employment, regardless of the reason for
termination.
Dated this ____________ day of ____________, 20___

___________________________________________________________
Team Member

I also acknowledge receipt of a key/GBAPS entry card to __________________. I understand that this
key is the property of BCOHP and that no copies are to be made of this key. I also understand that this
key is to be returned upon termination of my employment, or earlier, upon request of BCOHP. I also
acknowledge use of OHP computer serial number
_________________________________________________________________
Team Member

This team member has NOT received any keys
_______________________________________________________________
BCOHP Representative
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CONFIDENTIALITY AGREEMENT

This Confidentiality Agreement (“Agreement”) is made by and between Brown County Oral Health
Partnership, Inc. (“the Company”) and ______________________ (“the Employee”). In exchange for the
Employee’s employment or ongoing employment with the Company, and for other good and valuable
consideration, the parties agree as follows:
I.

Confidential Information.

A. Definitions. For purposes of this Agreement, “Confidential Information” is all information
that is or was in the Company’s possession or control and that pertains to the Company, its products,
procedures, processes, suppliers, patients, licensees, vendors, business plans, markets, financial and other
data, in whatever form or medium, that:
1. is a “Trade Secret,” as that term is defined by any applicable state and/or federal statute or
law; or
2. is not a Trade Secret, but nevertheless has economic or competitive value to the Company and
is not available to the competitors of the Company on the internet or otherwise in the public
domain. (Such Confidential Information may therefore generally include, but is not necessarily
limited to, non-public information regarding Company pricing, processes, unique computer
software and programs, research, experiments, inventions, compilations of patient data (such as
patient lists), supplier information and information concerning the Company’s business plans,
marketing plans, sales plans and financial information.); or
3. is not a Trade Secret, but is personal or medical information regarding any patient of the
Company, including but not limited to “protected health information” as that term is defined by
the Health Insurance Portability and Accountability Act.
“Confidential Information” does not include information which (i) at the time of disclosure to the
Employee, is in the public domain, (ii) after disclosure to the Employee becomes part of the public
domain through no fault of the Employee, or (iii) is disclosed to the Employee by a third party that does
not have obligations of confidentiality and does have the right to disclose the information.
B. Restrictions.
During Employment. The Employee acknowledges and agrees that, during his or her employment with
the Company, the Employee will not, directly or indirectly, use, disclose, publish or allow access to any
Confidential Information for any purpose other than for the Company’s benefit and to fulfill the
Employee’s duties as a Company employee.
Following Employment. Upon the end of the Employee’s employment with the Company (regardless of
the reason), the Employee agrees that he or she will not make, retain, or remove any originals or copies or
other duplications of any Confidential Information, and will promptly return to the Company any and all
Confidential Information in his or her possession or control. The Employee also agrees that, during the
eighteen-month period immediately following the end of employment with the Company (regardless of
the reason) or such longer period as may be required by applicable law, the Employee will not, directly or
indirectly, use, disclose, publish, or allow any of the Company’s competitors, customers, ex-employees,
or any other third party to use or gain access to any Confidential Information. In addition, with regard to
Confidential Information that also constitutes a Trade Secret, the Employee agrees that he or she will not,
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directly or indirectly, use, disclose, publish or allow access to any such Trade Secret by any competitor,
customer, ex-employee, or any other third party for so long as such information continues to constitute a
“trade secret” under applicable law.
Exceptions. Notwithstanding any other provision in this Agreement, nothing in this Agreement shall be
construed to prevent Employee from fulfilling any legal obligation to respond to proper legal process,
including a duty to respond to a subpoena or court order, to provide truthful testimony, or to cooperate
with any government investigation. Also, notwithstanding anything in this Agreement to the contrary,
pursuant to the Defend Trade Secrets Act of 2016, Employee will not be held criminally or civilly liable
under any federal or state trade secrets law for the disclosure of trade secrets that is (i) made in confidence
to a federal, state or local government official, either directly or indirectly, or to any attorney, if disclosed
solely for the purpose of reporting or investigating a suspected violation of law, or (ii) is made in a
complaint or other document filed in a lawsuit or other proceeding, if such filing is made under seal.
II.
Knowing and Voluntary. The Employee acknowledges that he or she has read and fully
understands all of the provisions of this Agreement, and that, in addition to all remedies otherwise
available by law, the Company will have the right to obtain injunctive relief to restrain any actual or
threatened breach of any term of the Agreement. Should any litigation ensue between the parties over the
terms, enforcement or alleged breach of this Agreement, the losing party will pay all reasonable
attorneys’ fees and costs incurred by the prevailing party. The Employee acknowledges that he or she has
had the opportunity to obtain independent legal advice (at his or her own cost) prior to executing this
Agreement.
III.
Status. This Agreement is not a contract for employment for a definite period of time and does
not limit the rights of the Employee and the Company under Wisconsin law to end the employment
relationship at any time and with or without cause.

THE EMPLOYEE:

BROWN COUNTY ORAL HEALTH
PARTNERSHIP, INC.:

By:

Name:
Employee Printed Name
Title:

_____________________

____________________

Date

Date
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