Billing Coordinator Employee Contract

Name: ___________________________
Date: __________________________

Position: _________________________
Hours: _________________________

Vacation/Sick/Personal Days: ________________________

Wage: _________________________
Extras: ______________________________________________________________

_________________________________________
Duties: Insurance billing, tracking progress of all claims, posting payments, all accounts receivable work, working with front desk and doctors on file creation and discount application, patient interaction to clarify billing or balance information, development of improved procedures, attorney interaction for accounts, patient file management, and accounts troubleshooting.

Seminars and off sight  training sessions, if paid for by the clinic, as well as attendance of in house training sessions are mandatory.

Breaking the terms of this contract or participating in criminal or adverse business behavior will result in suspension of employment and its benefits along with revocation of forthcoming commissions and/or bonuses.  In significant instances this may happen without warning.  There is no severance package included in this contract.  Employees will not receive paychecks after one two week pay period post resignation/termination (last day of work) unless otherwise noted in an addendum.  This includes but is not limited to payment of commissions in regards to collections. 

Contracts will renew each year without change on the start date.  Fill in the Blank will consider emergency or special circumstances if the President is notified.  Resignation requires 3 weeks’ notice for office staff and 6 weeks for doctoral staff.  Not fulfilling the terms of the contract may result in loss of certain employee benefits.

Raises will be based on individual performance.  Evaluations will be done on an as needed basis.

Punctuality is a must.  Showing up late for a shift will not be tolerated. A phone call is a must in the event of an emergency, or if you will be late.  All employees must punch in and out on a daily basis to ensure proper hours.  Tampering with this will result in immediate termination.

Accurately following the procedures of the office is mandatory.  Implementation of new procedures will be done on a regular basis, with training sessions. Failure to implement all procedures will result in verbal warnings, then termination.

Appropriate lunch breaks are both available and flexible.  

Sick Time: If an employee is sick, they will use their allotted sick days first, then if necessary their vacation days.  If sick days are still needed after this, than these will be at zero pay.  If these zero pay days are continually used and affect the performance of the clinic, then termination will be the result. All employees must use their personal tracking sheet to verify sick days and have them initialed by someone in charge. If an employee has a major medical issue requiring a larger absence, then they must inform the clinic directors immediately.  

Vacation Time: All employees must use their personal tracking sheet to track their vacation days.  Vacations must be approved of in advance, with a proper time off request sheet filled out and initialed by someone in charge.  It is the employee’s responsibility to assure the clinic that billing practices and follow up happen appropriately when you are gone on vacation.  Failure to do so will result in termination.

All equipment and supplies are the property of Fill in the Blank. Removal of any of these items without permission will result in immediate termination.

Discussion of salary, wages or other personal benefits with other staff members is strictly prohibited.

All documentation both hardcopy and electronic including all financial, banking, billing, accounts, vendor agreements or business information is private and held in full confidence.  Sharing of any of the business practices of Fill in the Blank, or any of the employees in our companies is strictly forbidden.  Copying, downloading, or disseminating any information is also strictly forbidden.

It is mandatory that all employees attend all special events that the office puts on, i.e. Patient Appreciation Day.  Failure to do so will result in termination.

I agree to the above written contract, effective immediately.

One of the secrets to the success of Fill in the Blank has been the ability to trust one another with our emotional, physical, and financial lives.  FILL IN THE BLANK was built on integrity and will continue to grow and flourish as long as the people of FILL IN THE BLANK remain true to the principles of honesty, integrity, humility, trust, and a willingness to both admit weakness and rejoice in accomplishment.  This agreement has been written in good faith to protect both parties and serve as a permanent record of mutual agreement.  Join in and hang onto your hat as FILL IN THE BLANK grows to become one of the largest chiropractic clinics in the nation to serve humanity by ridding its community of the vertebral subluxation.

Name: ____________________________
Signature: __________________________

Date: _____________________________   Witness: ______________          _________
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