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YOUR HR TO-DO LIST FOR 
2016 
6 EASY STEPS TO ENSURE 2016 IS SUCCESSFUL 

When you think about your top goals for your dental practice in 2016, 
are any of them HR-related? They should be! The six points on our HR 
To-Do list will help you make your practice safer and stronger this year. 

REVISIT JOB DESCRIPTIONS 

Job descriptions are often the last item on a long list of to-dos when it 
comes to your employees. However, job descriptions are an essential 
tool in managing your employees and reducing your risk of liability. 

What makes them so powerful? Job descriptions are a written 
summary of the job duties and physical requirements for each position 
in your office. When written properly, they not only help employees 
understand their role and responsibilities, they also serve a very 
important legal function in the event an employee needs a disability 
accommodation.  

Probably the most important part of the job description is the list of 
physical and mental requirements that are essential functions of the 
position. This becomes hyper-relevant when an employee is disabled 
due to illness or injury, and needs to request an accommodation to do 
their job. 

Check that each employee’s job description properly addresses the 
requirements of the position, any physical requirements, their pay 
classification, at-will status, and the ‘soft’ skills we call success factors.  

Here’s a link to a properly-written Hygienist Job Description.  

ASK YOUR 5-YEAR QUESTION ABOUT EVERY EMPLOYEE 

Look at your team and ask yourself, “When I think about where I want 
my practice to be 5 years from now, would I hire everyone again in 
order to get there?”  

In an ideal situation, the answer would be a resounding “yes!” for all of 
your team members. But often times, there might be a hesitation if not 
an outright “no” answer for one or more of your employees.  For those 
cases, identify who is not the best fit.  
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More training, resets, and all kinds of other options are available to the modern owner or manager. In 
the end, you have to decide what is right for the practice and for you as a leader.  Just make sure that 
you have the documentation supporting your management decisions in place before you make any 
adverse decisions.  

AUDIT YOUR PAY PRACTICES 

Medical practices are notorious for several common types of employee pay errors, and even 
experienced physicians don’t always take the intricacies of employment laws into account. Self-
audit for the following: 

• Employees misclassified as independent contractors. This happens all the time, especially 
with medical assistants. 

• Misclassified exempt / non-exempt employees. Let me put it this way: having to pay years 
of back overtime pay for an employee you thought was “exempt” is PAINFUL. Better to get 
it right the first time. 

• How you pay employees for travel and training time. In a recent law CE course, we heard a 
Department of Labor representative say, “Medical practices are among worst offenders, 
and we look at travel and training policies and pay first if we get a complaint.” 

More than 90% of dentists whose handbooks I see are making mistakes in at least one of these 
areas. Believe me, correcting your own errors today is cheaper and easier than going to court or 
facing fines later. 

FOCUS INWARD 

Great HR isn’t just about your policies – it’s also how you manage. Turning some attention inward 
will make you a stronger and savvier manager this year. 

• Join a professional association, business coaching program, or online forum. Running your 
own practice is always less scary when you have a support system and can talk to others 
who are in the same boat as you. The new HR strategies and tools you’ll learn will make 
your life infinitely easier.  

• Schedule at least 1 CE or training course on HR. There are tons of learning opportunities 
out there, and you don’t yet know how much you don’t know. Stay informed! 

• Become a cheerleader. I don’t mean the annoyingly perky kind, but the kind who keeps 
energy and positivity high and helps everyone focus on the game you are playing. Focused 
teams get along better and play the game better. And positive people are better at seeing 
opportunities that others miss out on. 

READ A BOOK 

As Henry Ford once said, “Anyone who stops learning is old, whether at twenty or eighty. Anyone 
who keeps learning stays young.” In this case, I’m also going to add the word “successful” to the 
end of that sentiment. Because as we know, things always change, in life and in business. The 

http://www.cedrsolutions.com/ic-cheat-sheet/
http://www.cedrsolutions.com/spevents/ucaoa2015/downloads/Exempt%20Classification%20-%20FEDERAL%202015.pdf
http://www.cedrsolutions.com/travel-seminar-time-compensable/
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difference between those who succeed and those who fail is that the first group kept learning and 
improving themselves, while the second let themselves become stagnate and outdated.  

So this year, read at least one book that might make your job easier or make you a better leader. 
One of my favorites is Multipliers: How the Best Leaders Make Everyone Smarter by Liz Wiseman. 
This book teaches that the way we manage can drive engagement and unleash phenomenal 
problem-solving abilities in every employee.  

And better yet, after you read the book, become a multiplier.  

UPDATE YOUR EMPLOYEE POLICIES 

Your employee handbook can be your best friend OR your worst enemy, and it all depends on how 
current it is and the policies you include. 

If your employee handbook hasn’t been updated in the last year (or in the last 6 months for 
California employers!), it needs to be thoroughly checked for old or out-of-compliance policies it 
might contain. In each state, there have been dozens of Federal and State employment law 
changes, and the defense “I didn’t know a law changed,” doesn’t go over well if the DOL comes 
knocking. 

Areas where your policies likely need updates include: 

• Compensation. With minimum wage increases sweeping the nation and updated wage 
reporting requirements in several states, it’s time to check that you are paying all 
employees properly and fulfilling all federal, state and local requirements. 

• Confidentiality. Does your employee handbook include a phrase specifying that “terms and 
conditions of employment” are confidential? While it may look harmless, employees are 
specifically allowed, by law, to discuss these things! The National Labor Relations Board may 
target your practice if your policies include overly broad or overly restrictive language that 
has a chilling effect—even unintentionally—on whether employees think they’re allowed to 
discuss or try to improve their wages and other working conditions. 

• Anti-discrimination. Various states and even some cities have enacted or strengthened 
anti-discrimination laws this year. In many cases, new protections were added covering 
pregnancy and lactation, family and marital status, victims of domestic violence, and gender 
identity. Two states so far have even added anti-discrimination protections for volunteers 
and unpaid interns. 

• Pregnancy & Maternity Leave of Absence (MLOA). The EEOC issued a LOT of new guidance 
on pregnancy accommodations during 2014, with the upshot being that pregnancy should 
be accommodated as any other temporary disability. Several states have also enacted their 
own laws to this effect. Additionally, parental leave terms have expanded in many areas, so 
any sections of your employee handbook that reference pregnancy or parental leave should 
be reviewed and updated. 

http://www.amazon.com/Multipliers-Best-Leaders-Everyone-Smarter/dp/0061964395
http://www.amazon.com/Multipliers-Best-Leaders-Everyone-Smarter/dp/0061964395
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• Drug policies. As state after state revises (or considers revising) the laws regulating medical 

and/or recreational marijuana use, it’s important to review your existing policies for 
compliance. Many employers will need to refocus their policies on prohibiting impairment 
and use while at work. Some states have made it illegal to terminate employees based on a 
drug test that is positive for marijuana, or for being a medical marijuana cardholder, so you 
need to know the current laws in your area. 

• Healthcare benefits. Does your employee handbook properly describe your current 
employee benefits? If not, you must update it. In a document your employees must sign to 
acknowledge, a breezy explanation that “things have changed a bit” is not good enough! 
Ideally, your employee handbook should only include a benefit overview, leaving the details 
to separate documents. 

• PTO & Sick Leave. New Paid Sick Leave Laws in several states and large cities are requiring 
that employers provide a certain amount of paid leave, which may generally be taken by 
employees to care for themselves or a family member. Leave for victims of domestic 
violence has also been provided in many cases. Employers are prohibited from retaliating 
against employees who use paid sick leave. If you live in an area where a Paid Sick Leave law 
has recently been enacted, you must update your handbook. 

• Social media usage. Employees are never far away from social media these days, and you 
don’t want them portraying your practice in a negative light. But be careful! While HIPAA 
violations are not protected, employees are allowed by law to discuss working conditions, 
on social media or elsewhere. Your policy language matters here—every word of it—and if 
you get anything wrong, the NLRB will happily make an example of you. 

• Security/technology. Technology and tech-related legislation have never moved faster! You 
need to protect sensitive business, financial and patient data; stay compliant with HIPAA 
and other laws; and have strong employee cell phone/gadget policies. And here’s the bit 
many employers get wrong: while there are some issues you MUST regulate, there is other 
language you CANNOT use when it comes to employee computer/system and email usage. 

• And more… We’ve only discussed the really big-news legal updates so far. But there are so 
many other areas that the majority of employee handbooks already get wrong…policy 
landmines that sound perfectly sensible but contain unenforceable, outdated or illegal 
phrasing likely to attract employee claims and lawsuits like honey draws flies. And with 50 
states and the federal government constantly creating or amending legislation that impacts 
employers and employees, your policies may very well need updates to keep your practice 
compliant. 

This is THE MOST important HR step you can take in 2016. And it’s easy. CEDR is offering our annual 
“Year-End Checkup” to Dentaltown members, free of charge, to the first 250 doctors who sign up by 
December 2015. Just email eval@cedrsolutions.com, or call 866-414-6056. 

Cheers to a successful 2016! 

mailto:eval@cedrsolutions.com
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THANK YOU FOR DOWNLOADING THIS WHITEPAPER 

For more employer training, including additional guidance on the hiring process, please visit 
www.cedrsolutions.com/employer-solution-series. All ESS trainers are 100% complimentary, and 
they’re packed with information medical employers need to know to hire stronger teams, retain 
your best employees, and protect your practice from liability.  

Or, visit my blog, HR Base Camp, where I turn need-to-know information into fun-to-read articles 
for practice owners and managers. 

Questions? Dentists and office managers can call 866.414.6056 or email info@cedrsolutions.com. 
The CEDR team will be happy to solve one current employee issue in your office for free I look 
forward to hearing from you! 

 

 

 

 

… 
ABOUT CEDR HR SOLUTIONS 

CEDR HR Solutions empowers healthcare employers of all sizes and specialties to solve workforce 
problems by creating individually customized employee handbooks and providing unlimited, live HR 
support. CEDR is the nation’s #1 provider of medical and dental employee handbooks that are 
100% compliant with all federal and state employment laws. The CEDR team is comprised of 
employment law attorneys, researchers, and master’s-level HR experts. 

 

… 
ABOUT PAUL EDWARDS 

Paul Edwards is CEDR’s CEO and Co-Founder. He has over 25 years’ experience as a manager and 
owner, and specializes in helping dental offices solve employee issues. Paul is a featured writer for 
The Profitable Dentist, Dentaltown, AADOM, Dentistry IQ, and other publications. He also speaks at 
employment education seminars, conferences, and CE courses across the country. He can be 
reached at pauledwards@cedrsolutions.com or (602) 476-1418.    
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