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HUMAN RESOURCES TOOLKIT OVERVIEW

The Human Resources Toolkit incorporates a broad range of concepts, transactions,
documents, practices, behaviors and objectives arising out of the relationship between an
employer and its employees. The overriding premise for developing the HR Toolkit is to
enhance a practice’s overall approach to maintaining a positive, productive and cohesive work
environment consistent with its stated mission statement, core values and culture. It serves to
support and guide myriad decisions that are made during the course of recruiting, screening,
hiring, training, compensating, assessing, coaching, counseling, disciplining and terminating
employees. The Toolkit further supports compliance with federal, state and local laws and
regulations governing and impacting the employment relationship by:

o Ensuring all candidates for employment are afforded the opportunity to apply and receive
due consideration for hiring in accordance with applicable fair employment and hiring
laws and practices. Further, the Toolkit helps mitigate misunderstandings concerning
various terms and conditions of employment.

o Helping newly hired employees assimilate into a practice by providing the framework for
the early stages of their careers with the practice. Through a consistent and detailed
orientation and onboarding process, new employees are assured the best opportunity for a
smooth and seamless transition into their new environment.

e Supporting the creation and maintenance of records and reports documenting numerous
aspects of the employment relationship. Official Employee Folders are essentially a well-
constructed layout of an employee’s employment history and establish a foundation of
documentation for job reviews, references, employment verifications, background
inquires and legal defenses. Retention and safeguarding of required records and reports
are critical for legal compliance.

« Providing managers with the necessary tools to effectively monitor and manage
employee performances through the development of carefully crafted performance goals
and measurement methods. If applied properly, this performance information can be
used to evaluate individual and group performances against predetermined goals and
allocate additional resources, accordingly.

o Developing the tools needed to document and record all conflict resolution activities
between employees and management. Whether prompted by employee actions or
business conditions, the Toolkit will facilitate the preparation and retention of necessary
documentation to ensure the fair and equitable dispensation of disciplinary situations.

Legend for Toolkit:
* indicates a sample form is included in the Toolkit
** indicates a sample form is included in the Toolkit and also included on the attached CD

Disclaimer:

The forms and tools included in this toolkit and the enclosed CD are representative samples
provided on as “as is basis”. As such, Veterinary Business Advisors, Inc. makes no
representations or warranties of any kind regarding the tools, forms or any other products
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contained, herein, and the offering of such products is not intended to be a substitute for legal
review. Each practice will need to tailor forms and tools to meet its specific needs based on its
unique characteristics including, the number of employees, the state in which it is located, and
other relevant factors. All forms are date sensitive and should be reviewed annually to ensure
compliance with applicable employment laws.
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