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A & E Emergency Services Purpose and Values
Community Trust: As guardians of our communities’ health, safety, and property, we believe in
maintaining high principles and ethical standards and in leading by example. Care and respect for every
individual is at the center of all we do. We will work to build healthier communities, and improve quality
of life by promoting active involvement in civic, charitable, and political affairs.

Innovation: Our focus on innovative health and safety solutions will ensure that our clients receive high
quality, cost effective service. We will take a leading role in transforming practices in our industry by
challenging current assumptions and exploring creative alternatives that bring greater quality and value
to the people we serve.

Responsiveness: We strive to be constantly aware and responsive to the changing needs of the people
we serve so that we may anticipate and meet their expectations. We will approach every task with the
same degree of care and sensitivity.

Leadership and Teamwork: We value and encourage strong leadership, and clearly communicate our
guiding vision and objectives. It is every employee’s responsibility to pursue that vision with passion and
pride, through teamwork and collaboration. Our work environment is one which recognizes and rewards
outstanding performance.

Resilience: Every employee must have the ability to embrace and absorb change and, at the same time,
remain positive, focused, organized and proactive. To maintain our leadership position, we must be
flexible in the manner that we respond to change, for the dynamic innovations and changes of an ever
progressive occupation require it.

Learning and Knowledge: We believe that the source of success lies within the intellectual, social,
physical, and spiritual development of each individual. We are committed to the professional development
of our employees, and to provide them with the proper motivation, tools and opportunities to best serve
our clients and communities.

Mission Statement
It is the policy and goal of A&E Emergency Services EMS Division to provide the patients and customers
we serve with the best medical care possible. We will fulfill this obligation twenty four hours a day, seven
days a week. We will not be satisfied with a good, average, or excellent overall rating unless we can assure
ourselves that every patient and customer receives care and service appropriate to their needs.
We realize the key to the efficient and effective delivery of medical care is not dependent on equipment
alone, but on well trained, dedicated individuals working together toward a common goal. It is our goal,
as administrators of A&E Emergency Services, to assemble the best individuals, to equip them, and to
structure a system whereby they may accomplish the best medical care and transportation of the sick and
injured to each prospective patient.
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TERMS OF EMPLOYMENT
Employment with A&E Emergency Services, LLC is not set for any period of time. Your employment and
compensation may be terminated by you at your own free will or by the Chief of Operations or Director’s
will at any time, with or without cause for any business reason. The “at will” termination policy cannot be
changed except in writing and then only when signed by the Chief of Operations of A&E Emergency
Services, LLC. A&E Emergency Services, LLC does not tolerate discriminatory or other unlawful conduct
and all employment decisions will uphold this policy. This employee handbook does not constitute an
employment contract, nor is it intended to imply such. It simply outlines the rules, policies, and procedures
for the guidance of employees, so all may operate as a team, with the understanding of the company’s
expectations. The corporation may change, rescind, or add to any policies, benefits or practices described
in this booklet from time to time, at its sole and absolute discretion with or without prior notice.
The following are only examples, and not exclusive causes, of situations that can lead to termination:
• Theft
• Emotional or physical abuse in the workplace
• Repeated use of abusive language
• Being under the influence of illegal drugs, misused prescription drugs, or alcohol during working hours
or during any A&E Emergency Services activity.
• Sexual or other unlawful harassment
• Failure to implement safety rules and regulations
• Dishonesty or falsification of documents
• Possession of weapons at the workplace, including but not limited to guns, knives
• Insubordination
• Disclosure of company secrets
• Unauthorized expenditures
• Willful destruction of company property
• H.I.P.A.A. violations
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TITLE: Philosophy on Patient Care
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Administrative
REVISED DATE:

Patients
The statement that follows is an expression of our responsibilities to the patient and also the
responsibilities as a patient in our care. Please do not hesitate to discuss any concerns regarding patient
treatment or transportation with members of A&E Emergency Services, LLC administration staff.
Equal Treatment
Patients of A&E Emergency Services, LLC can expect the same consideration, respect, treatment, and care
regardless of race, creed, religion, national origin, marital status, sex, age, handicap, sexual preference, or
source of payment. A patient’s civil and religious beliefs including the right of independent personal
decisions and the right of knowledge of available choices will not be infringed. We encourage patients to
ask questions and exercise these rights.
Medical Care and Consent
The aim of A&E Emergency Services, LLC is to provide the best care possible for the patient. The patient
is entitled to obtain information from pre-hospital staff about his/her medical condition, proposed course
of treatment, and prospects for recovery, in languages that he/she can understand. Except for certain
routine care, an explanation will be given to him/her prior to receiving it. Please answer questions that
the patient has about his/her care and about any alternatives to this care.
Patient May Refuse Treatment and/or Transport
Patients may refuse treatment and/or transport. If a patient refuses care, the paramedic will consult with
a physician at the emergency department. Usually, the physician and A&E Emergency Services, LLC staff
will respect patient desires. An exception would be in certain types of cases where either a court of law
may order otherwise or the patient’s life is in immediate danger. Patients will be advised, however, of the
possible medical consequences of their refusal. In addition, patient refusal to accept treatment and/or
transport may prevent the paramedic from properly caring for the patient. Sometimes it may become
necessary, because of the patient’s condition, to restrain patients so that patients will not hurt the E.M.S.
personnel, themselves, or others. If such a condition arises, the patient will be restrained by trained health
care professionals who will document the reason for the restraints in the patient’s medical chart. The
emergency department physician will be notified promptly. Chemical restraints may be administered only
by a physician’s order.
Privacy and Comfort
Patient privacy and comfort are our concern. We will provide the patient with as much privacy as possible,
both in treatment and in connection with care for the patient’s personal needs. Our personnel have been
instructed to treat patients with consideration, respect and full recognition of their dignity and
individuality.
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An ambulance service such as ours, in addition to providing patients with medical care and transportation
to a medical facility, has an obligation to help with the training of paramedic and emergency medical
technician students. Students and trainees may participate in patient care under the direction of a
paramedic. If the patient questions any aspect of this educational process, please discuss this matter with
the Director or Chief of Operations.
Confidential Information
The information the patients share with company staff is confidential, and is expected to remain so under
H.I.P.A.A. rules and regulations. The incident report will not be shown to anyone not directly involved in
patient care and/or not connected with A&E Emergency Services, LLC or the receiving hospital without
the patient’s written permission unless ordered by a court of law, or as otherwise permitted by third party
payment contract or H.I.P.A.A. rules and regulations.
Patients may view the information in the patient run report. If a patient wishes to obtain copies of their
run report for themselves or for another person, a reasonable charge may be made. Patients will also be
requested to sign a form permitting a release of the information on their run report. A&E Emergency
Services, LLC will assume no liability for breach of confidentiality and/or loss of said report(s) by the
patient and/or any other person.
Passenger Policy
Patients may have a relative or friend accompany them during their transportation to the hospital. Since
space is limited, the determination of who may accompany a patient will be the responsibility of the
Paramedic. The person who will accompany the patient will be asked to ride in the front passenger seat
and must wear a seat belt. Because the patient will be facing the back of the ambulance, he/she will not
be able to see the person riding up front, but will be able to talk to and hear the person accompanying
the patient. If the Patient has any questions, please ask the Paramedic.
Patient Responsibilities
Just as we have responsibilities to the patient, the patients also have responsibilities to the staff. We ask
that patients be direct and honest about everything that relates to the patient as a patient. Please provide
us with a complete and accurate medical history. Please inform us whether or not you as a patient
understand what care will be given you and what you are expected to do as a patient. If a patient does
not understand the illness, injury, or treatment, ask the Paramedic. We encourage patients to discuss the
Paramedic’s recommendations with them so that patients can make informed decisions based on the
choices presented. If the patient’s health changes in any way, it is important for the patient to immediately
inform the Paramedic. If the patient has knowledge about unexpected complications that may arise from
their treatment, such as allergies or special conditions they have, please notify the Paramedic. If during
treatment, the patient discovers symptoms that may indicate developing complications, please notify the
Paramedic at once.
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The Cost of Patient Medical Care
It is the patient’s obligation to provide A&E Emergency Services, LLC personnel with accurate and timely
information about how he/she plans to pay for treatment and transportation to a medical facility. If the
patient wishes a written or oral explanation of the bill resulting from patient care and transportation,
please ask to speak with the A&E Emergency Services, LLC Business Office. Patients are entitled to this
explanation regardless of how their bill is paid. If the patient has any billing inquiries resulting from the
care and/or transportation given, please refer them to the A&E Emergency Services, LLC Business Office.
Dissatisfied Patients
If a patient’s questions and concerns have not been adequately answered, the patient is free to register a
complaint with A&E Emergency Services, LLC or to outside agencies. We do ask that they first register any
complaints that they may have with our administration office, so that we can attempt to resolve the
patient’s problem.
Exceptions
This policy outlines the general relationships that exist between A&E Emergency Services, LLC and its
patients. Some exceptions will be necessary, dependent upon the age and mental condition of the patient;
however, these will be discussed with the patient and his/her family as necessary.
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TITLE: Company Compliance
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Administrative
REVISED DATE:

Purpose
A&E Emergency Services, LLC wants to assure that throughout the organization we actively strive to
prevent fraud, abuse, and false billing to Medicare and Medicaid by its Directors, Officers, and employees
and any party who is directly involved in, or responsible for services provided by the corporation.
Policy
It is the policy of A&E Emergency Services, LLC, to provide services in compliance with all State and Federal
laws governing its operations, while maintaining consistently high standards of business and professional
ethics.
Procedure
A. Standards and Procedures: Documentation of medical services rendered, accurate coding and billing,
collection of co-pays and deductibles, waiver of charges and professional courtesy, credit balances,
confidentiality/release of medical records, records retention.
B. Auditing: Continued auditing and monitoring of internal and external processes.
C. Reporting: Fraud detection and reporting of violation, establish a communication process to assure
confidentiality, and follow through with investigation.
D. Conduct: A&E Emergency Services, LLC expects from all officers and agents the dedication to assure
the highest ethical practice in quality of patient care, the highest standard of care, patient
documentation, and billing practices. Employees must report any direct or indirect act which places
A&E Emergency Services, LLC at risk of fraud or abuse with the rules for participating in, or
reimbursement by, the Medicare of Medicaid program, another third party payer, or private pay
arrangement.
E. Reporting: Employees are expected to advise the Director or Chief of Operations of any activity that is
true and believed to violate the standard of conduct. In addition to the Standard of Conduct, A&E
Emergency Services, LLC periodically issues new revised policies and procedures. All employees are
expected to be knowledgeable of and comply with all statements of policy, procedure, and practice of
A&E Emergency Services, LLC, as well as with lawful and ethical business practices, whether or not they
are mentioned in the Standards of Conduct. Examples of concerns/violations of Standard of Conduct
are as follows:
• Conflict of Interest: An employee or Officer of the corporation seeking monetary gain through
illegal and/or wrongful practice.
• Fraud: Deceitful, cheating, and/or dishonest behavior displayed by an employee or Officer of the
corporation.
• Fraudulent Billing: Billing a patient, insurance company, or government agency for services that
were not rendered.
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•

Patient Abuse: Intentionally causing harm to a patient or neglecting a patient requiring medical
attention or assistance.

F. Enforcement: A&E Emergency Services, LLC will assure fairness and consistency in the application of
disciplinary process through written policies/guidelines.
G. Conflict of Interest: Officers or employees of the corporation may not use their position to profit
personally, or assist others in profiting in any way, at the expense of the organization. Each
officer/employee is required to perform his/her job duties free from conflicts arising from personal gain
or advantages. These include, but are not limited to, receipt of gifts or gratuities from patients or vendors,
self-dealing which conflicts with the interest of: A&E Emergency Services, LLC, and professional or
personal interests which place the corporation at risk of non-compliance with applicable laws and
regulations related to the operation of its business.

AMBULANCE

Page 9

A&E EMERGENCY SERVICES, LLC.
Employee Handbook
Effective Date: 02/01/2013
Revised Date: 02/13/2017

TITLE: Confidentiality/Medical Records
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Administrative
REVISED DATE:

Purpose
To avoid abuses of confidentiality of medical records and all information regarding any patient cared for
by A&E Emergency Services, LLC, or local hospital which was gathered, obtained or overheard by any
employee in the course of employment.
Policy
Medical Record and associated documents are:
1) To document the course of the patient’s treatment.
2) To provide a medium of communication among health care professionals for current and future
patient care.
3) To provide evidence of care requested and provided.
Procedure
1) Information may not be divulged from the medical record and/or other source about a patient or their
families, except in accordance with established policy and H.I.P.A.A. regulations. Employees may
automatically be suspended and/or be subject to discharge for improper release of this information.
2) Release of information must be done so in accordance with established policy and procedures.
3) Authorized users of medical record information shall follow established policy and procedure, and no
information may be divulged without proper authorization for release.
4) No information regarding patients may be discussed by any employee in any area where the public
gathers.
5) Loss of any patient information must immediately be reported to the Director, who will then file a
written report to the Chief of Operations.
6) All staff will attend in-service to assure H.I.P.A.A. compliance.

AMBULANCE

Page 10

A&E EMERGENCY SERVICES, LLC.
Employee Handbook
Effective Date: 02/01/2013
Revised Date: 02/13/2017

TITLE: Release of Information
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Administrative
REVISED DATE:

Purpose
The Business Officer undertakes the legal and ethical responsibilities to foster and preserve the privacy
and confidentiality of the patient information in all its stages of development and use. Accordingly, there
shall be strict adherence to this basic principle: prior consent of the patient is required before information
is released or disclosed, or made available for review except where a specific law or regulation or the
internal administrative needs of the facility require or permit such access without patient consent.
Authorization
Original medical records may be removed from the corporation’s jurisdiction and safekeeping only in
accordance with a court order, subpoena or statute. Requests for information or disclosure shall be in
accordance with established release of information policies and procedures and H.I.P.A.A. regulations.
Maintenance
A patient is entitled to confidential treatment of his/her medical record, and a third party shall not give
medical record information except in accordance with established release of information policy and
procedures and H.I.P.A.A. regulations.
Procedure
1)
2)
3)
4)

Patient requests in writing and witnesses the release of the record to items or a third party.
Third party payer requests a copy of said medical record.
Subpoena by attorney for record.
Executor of estate, with documentation, requests in writing and witnesses the release of the record
to items or third party.

Information shall be released in accordance with State and Federal law and as required by H.I.P.A.A.
regulations, or third party payment contract.
Guidelines for Media
It is the policy of A&E Emergency Services, LLC to constructively cooperate with all recognized news
media. All requests by the media (print, television, radio), will be referred to the Director who will then
bring it to the Chief of Operations before responding.
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TITLE: Medical Control
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Administrative
REVISED DATE:

Purpose
The Medical Control policy outlines A&E Emergency Services, LLC responsibility to advise patients of their
rights to participate in their healthcare decisions and to state in advance their medical treatment
directives. All pre-hospital licensed individuals must adhere to their Medical Control policy.
Policy
All employees of A&E Emergency Services, LLC will adhere to all medical protocols as outlined. Deviation
from these protocols will result in disciplinary action. All medical protocols established have been
reviewed by the Medical Director who Dr. Christopher Smith, D.O. ,the Chief of Operations who is
Benjamin Smith, EMT-P and the Director of Operations who is David Dubose, EMT-P.
Each station shall maintain one copy of their medical protocols in a location accessible to all employees,
and one copy shall be kept in each ambulance and company vehicle.
Individuals deviating from medical control protocols will immediately notify in writing, reasons for
deviation to the Director, who in turn will notify the Chief of Operations.
Incident analysis will occur within three (3) business days to determine appropriateness of crew action.
The crew will be notified within five (5) business days of determination/action if needed.
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TITLE: Changes to Policies and
Procedures
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Administrative
REVISED DATE: 04/01/2016

Purpose
To provide a systematic procedure for the modification of policies.
Procedure
1) The policies contained in this book are intended to be guidelines for A&E Emergency Services, LLC
staff. Individual situations may require deviation from these policies. The decision will be made by
the Chief and Deputy Chief/Director
2) Employee suggestions for permanent change in policies should be addressed to the Deputy
Chief/Director who will then bring it to the Chief for review. If change occurs, a draft may be posted
in all areas for five (5) business days for all staff to have an opportunity to comment. An email may
also be sent to all employees instead of a public post.
3) New policies will be posted for ten (10) days. Any email may also be sent to all employees in
replaces of public posting. Employees will initial the memo after reading it. Employees will be held
accountable to review and initial the memo. A warning will be issued if an employee fails to initial
the memo. When the ten (10) days are up, the memo will be placed in the policy and procedure
manual so it can be formally incorporated during the annual policy review. The Shift Captain is
required to go over the new policy with their shift and have them sign a sheet which will state they
have all been informed of the new change.

AMBULANCE

Page 13

A&E EMERGENCY SERVICES, LLC.
Employee Handbook
Effective Date: 02/01/2013
Revised Date: 02/13/2017

TITLE: Life Threatening Illnesses
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Administrative
REVISED DATE:

LIFE-THREATENING ILLNESSES IN THE WORKPLACE
Employees with life-threatening illnesses, such as cancer, heart disease, and MDS, often wish to continue
their normal pursuits, including work, to the extent allowed by their condition. A&E Emergency Services,
LLC supports these endeavors, as long as employees are able to meet acceptable performance standards.
As in the case of other disabilities, A&E Emergency Services, LLC will make reasonable accommodations
in accordance with all legal requirements to allow qualified employees with life-threatening illnesses to
perform the essential functions of their jobs.
Medical information on individual employees is treated confidentially. A&E Emergency Services, LLC will
take reasonable precautions to protect such information form inappropriate disclosure. Supervisors and
other employees have a responsibility to respect and maintain the confidentiality of employee medical
information. Anyone inappropriately disclosing such information is subject to disciplinary action, up to
termination of employment.
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TITLE: Definitions
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

OFFICE PERSONNEL
Office personnel refers to personnel who are directly involved in the operation of the administrative
office, dispatching and clerical functions of the ambulance service. These employees normally work eight
or ten hours per day or forty (40) hours per week and are not permitted to work more than this unless
specifically authorized by the Chief or Deputy Chief/Director.
AMBULANCE PERSONNEL
Ambulance personnel refer to EMT’s and Paramedics directly involved in working on the ambulances.
These employees normally work eight (8), ten (10), twelve (12), or twenty four (24) hour shifts.
ADMINISTRATIVE PERSONNEL
Administrative personnel refer to salaried personnel whose responsibilities include management of the
ambulance service, budgetary concerns, public relations, marketing, and supervision of employees.
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TITLE: Employment Requirements
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

APPLICATION FOR EMPLOYMENT
An application for employment may be obtained from the Deputy Chief/Director or other employees at
the time positions become available. An incomplete application will not be given consideration.
Falsification of information on any application may be grounds for dismissal.
EMPLOYMENT INTERVIEW
Selective applicants for employment may be interviewed by the Chief of Operations or Director of
Operations to determine whether the prospective employee meets the minimum requirements for
employment. Participation in an interview does not obligate A&E Emergency Services, LLC to employ the
applicant.
EMPLOYMENT REQUIREMENTS
•
•
•
•
•

•
•

Must be at least 18 years of age to work on the ambulance
Must be able to read, write, and speak the English language
Must have no convictions of driving while intoxicated or of reckless driving
Must be physically able to perform the essential function of the job with or without reasonable
accommodations
If working on the ambulance the employee must have a current CPR card, state EMT (Advanced) or
Paramedic License. Paramedic’s must have current ACLS, PALS, and Advanced Trauma Certification
like PHTLS or ITLS
Must have successfully completed high school or hold a GED certification
Must hold a valid Tennessee driver’s license that will enable the applicant to operate an ambulance.
Must have F endorsement

PROBATIONARY PERIOD
The probationary period is intended to give new employees the opportunity to demonstrate their ability
to achieve a satisfactory level of performance and to determine whether the new position meets their
expectations. A&E Emergency Services, LLC uses this period to evaluate employee capabilities, work
habits, and overall performance. Either the employee or A&E Emergency Services, LLC may end the
employment relationship at will at any time during or after the probationary period, with or without cause
or advance notice.
All new and rehired employees work on a probationary basis for the first 180 calendar days after their
date of hire. Any employee changing job classifications will enter into an additional 180 calendar day
probationary period for the new position. Any significant absence will automatically extend a
probationary period by the length of the absence. If A&E Emergency Services, LLC determines that the
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designated probationary period does not allow sufficient time to thoroughly evaluate the employee’s
performance, the probationary period may be extended for a specified period.
HEALTH INVESTIGATION
Employment is contingent on passing certain health examinations, possibly including tuberculin skin
tests, chest x-rays, drug and alcohol screening, physical agility testing, a medical history, a physical and
psychological assessment, and certain laboratory tests. Periodic re-examinations may be required. Any
employee with unsatisfactory results that would render him/her unable to perform the essential functions
of the job may not continue as an employee of A&E Emergency Services, LLC unless corrective measures
are taken. Information on an employee’s medical condition or history will be kept separate from other
employee information and will be maintained confidentially. Access to this information will be limited to
those who have a legitimate need to know.
OUTSIDE EMPLOYMENT

A&E Emergency Service, LLC employees also may be employed in other jobs, subject to the following
conditions:
1) Outside employment must not interfere with the work schedule and proper performance of the
employee’s position with the company.
2) Outside employment must not constitute a conflict of interest with A&E Emergency Services, LLC
programs or current A&E Emergency Services, LLC position.
3) Any employee who engages in any activity for pay in any field directly related to A&E Emergency
Services, LLC work must have prior written approval on the Outside Employment Form from the
Deputy Chief/Director or Chief. This written approval form must be signed and authorized by the
employee and the Deputy Chief/Director or Chief.
4) An employee must not work at outside employment while on any type of A&E Emergency Services,
LLC approved leave other than approved military or disaster leave.

Regardless of the nature of any outside employment, the requirements of employment with A&E
Emergency Services, LLC must take precedence over other jobs. These requirements include, but are not
limited to, attendance, being available for overtime work or work outside of normal hours if the A&E
Emergency Services, LLC job requires it, and being well-rested and physically fit so that A&E Emergency
Services, LLC work can be done properly and efficiently. Outside employment will not be considered an
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel, or refusal to
work overtime or different hours.
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An employee may hold a job with another organization as long as he/she satisfactorily performs his/her
job responsibilities with A&E Emergency Services, LLC. All employees will be judged by the same
performance standards and will be subject to A&E Emergency Services, LLC scheduling demands,
regardless of any existing outside work requirements.
If A&E Emergency Services, LLC determines that an employee’s outside work interferes with performance
or the ability to meet the requirements of A&E Emergency Services, LLC as they are modified from time
to time, the employee may be asked to terminate the outside employment if he/she wishes to remain
with A&E Emergency Services, LLC.
Outside employment will present a conflict of interest if it has an adverse impact on A&E Emergency
Services, LLC operations or its reputation and standing in the community.
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TITLE: Employee Records
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

PERSONNEL AND MEDICAL RECORDS
Personnel and medical records are the property of A&E Emergency Services, LLC and access to the
information they contain is restricted. The Personnel and Medical Records will be maintained by the Chief,
Deputy Chief/Director or other designated employee. Generally only administrative personnel of A&E
Emergency Services, LLC that have a legitimate reason to review information in a file are allowed to do so.
Employees may review their own personnel or medical file in the presence of A&E Emergency Services,
LLC administrative staff.
It is the responsibility of each employee to promptly notify A&E Emergency Services, LLC of any changes
in personal data. Personal mailing addresses, telephone numbers, number and names of dependents,
individuals to be contacted in the even to an emergency, educational accomplishments, and other such
status reports should be accurate and current at all times. If any personal data has changed, notify the
Chief of Operations or Director. Notification of change is required and should be made within fourteen
(14) calendar days of the change. Personnel records will contain the following records:
•
•
•
•
•
•
•
•

Application
Interview notes
References
Incident Reports
Accident Reports
Letters of commendation
Other pertinent data
Disciplinary action records

RECORDS OF LICENSURE
All EMT’s and Paramedics must provide the following original documents to the Deputy Chief/Director
or Chief:
•
•
•
•
•
•
•

Driver’s License
EMT or Paramedic License
ACLS certification card
BTLS certification card
PALS certification card
Health Care Provider CPR card
Any related in-service CEU verification

Employees are responsible for ensuring that these documents are current.

AMBULANCE

Page 19

A&E EMERGENCY SERVICES, LLC.
Employee Handbook
Effective Date: 02/01/2013
Revised Date: 02/13/2017

TITLE: Employee Evaluations
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE: 06/30/2016

A member of Administration may evaluate employees as needed. Evaluations are intended for use as a
means of making employees aware of their individual strengths and weaknesses and of noting
improvements in previously weak areas. Employees may be evaluated, but not limited to, in the following
areas:








Attitude
Dependability
Initiative
Response to supervision
Potential
Personal limitations
General effectiveness

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal,
day-to-day basis. An informal performance evaluation will be conducted between the new employee and
the supervisor mid-point in the probationary period. A formal written performance evaluation will be
conducted at the mid-point of an employee’s probationary period (3 months) and at the end of an
employee’s probationary period (6 months). Additional formal performance evaluations are conducted
to provide both supervisors and employees the opportunity to discuss job tasks, identify and correct
weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting
goals. At the one year anniversary of the employee’s employment they will receive another evaluation.
It is during this evaluation if they score a minimum of a 40 they will receive a pay increase. The highest
score available on an evaluation is 60. All employees are eligible to receive an additional monetary bonus.
In order to receive a bonus the employee must score the minimum of a 50 on their evaluation.
An employee can request to see a copy of the evaluation form.
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TITLE: Job Descriptions
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE: 07/02/2016

The following job descriptions are available from the Chief or Deputy Chief/ Director. These descriptions
are intended as guidelines and should be regarded as such. It is recognized that in the fluid and
unpredictable nature of emergency medical services, special situations may occur requiring a temporary
cross-over between job descriptions by qualified personnel.
DEPUTY CHIEF/DIRECTOR
CAPTAIN
DISPATCHER
EMT
AEMT
AEMT/FTO
PARAMEDIC
CRITICAL CARE PARAMEDIC
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TITLE: Communications
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Purpose
To facilitate better communications between employees and management.
Procedure
To foster communication, the following will be provided:
1) Regular staff meeting to inform the employees of current events, and discuss operational procedures
and items. Minutes should be completed within one (1) week and placed in a notebook. These records
should be kept for three (3) years.
2) Bulletin board in each station for employee communications, and to note vehicle and equipment
status, and any special activities.
3) Bulletin board in each station for notation of changes in day-to-day operations/policies. Employees
are required to initial all postings within ten (10) days. All postings will be dated when posted and
dated when removed. They will then be kept on file in an approved location.
4) Operational policies and procedures are provided to promote understanding of day-to-day
operations.
5) Employees are encouraged to participate on committees as needed, with management approval.
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TITLE: PTO/ Holiday’s/Benefits
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE: 02/13/2017

Paid Time off (PTO)
A&E Emergency Services, LLC will implement a Paid Time off (PTO) program. All vacation and personal
days will be pulled from the employee’s PTO. Part time employees do not accrue PTO. Full time employees
are eligible to receive the following PTO benefits: Full time will mean any employee that works a minimum
of 40hrs a week consistently.
New Employees: New full time employees hired after February 13, 2017 shall start obtaining PTO
immediately. New employees will not be allowed to use their accrued PTO hours until the end of their 6
month probation. Day Truck/Day Shift employees will only accrue 5hrs of sick time and 5hrs of PTO time
a month. 24hr Shift employees will accrue 10hrs of sick time and 10hrs of PTO time a month.
Employees who give 14 day notice of departure from A&E can expect the following:
0 to 6 months of employment: No PTO will be paid out. It will be lost.
6 months to 1 year of employment: 25% of accrued PTO will be paid out.
1 year to 2 years of employment: 50% of accrued PTO will be paid out.
2 years to 3 years of employment: 75% of accrued PTO will be paid out.
3 years plus of employment: 100% of accrued PTO will be paid out.
PTO and Sick Time increase schedule based on years of employment:
- 1 Year to 4 Years: Day Crew: 5hrs Sick, 5hrs PTO / 24hr Crew: 10hrs Sick, 10hrs PTO
- 5 Years to 9 Years: Day Crew: 7hrs Sick, 7hrs PTO / 24hr Crew: 12hrs Sick, 12hrs PTO
-10 Years plus: Day Crew: 9hrs Sick, 9hrs PTO / 24hr Crew: 14hrs Sick, 14hrs PTO
Up to 12 unused PTO days (288 hours) may be carried over into the next year. Any additional unused PTO
will be paid out in the final paycheck for that year.
Employees should notify the Deputy Chief/Director a minimum of two weeks in advance of taking PTO,
unless special circumstances are recognized. All PTO requests must be submitted to the Director and
approved prior to using said PTO. All requests will be reviewed by the Deputy Chief/Director with a focus
on the company needs, deadlines and requirements during the requested PTO dates. The Deputy
Chief/Director will inform the employee within 3 business days of receipt of the PTO request of the
acceptance or rejection thereof. It is the employee’s responsibility to approach the Deputy Chief/Director
to ask about their PTO request if they had not heard from him within the 3 days. All employees must
understand that turning in a PTO request within a two week period does not guarantee approval. All
employees are encouraged to make sure their PTO request is granted before making any plans.
PTO time must be taken in half-day or larger units.
PTO pay is based on your regular rate of pay. Over Time is not given when employee is taking PTO.
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Time/Shift Swap
Employees will be given the option to forgo using PTO by scheduling time/shift swaps with other
employees. Shift swaps can be in either 12 hour or 24 hour increments. Shorter time swaps will not be
approved. Shift swaps are to be repaid within the same calendar year. If both parties fail to remember to
fulfill the time swap, the company will not be held responsible nor will it compensate for time lost.
Employees must fill out a time swap sheet that is to be signed by both employees’ and approved by the
Deputy Chief/Director or Chief. A copy of the time swap sheet will be scanned and emailed to both
employee’s for their personal records and the original will be maintained in the Deputy Chief/Director
office.
Holidays
For full time employees who have exceeded their 6 month probationary period, A&E Emergency Services,
LLC will pay time and a half to those employees whose shifts fall on the following recognized holidays:
-








New Year's Day,
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day

Benefits
A&E Emergency Services, LLC currently offers a health insurance option for all full time employees. The
employee can opt to select individual, employee spouse/employee children or family coverage. The
employee that wishes to have health insurance will be covered on the first of the month following 60 days
of full time employment. The employer is responsible for fifty percent (50%) of the employee only health
insurance premium. The employee is then responsible for the remaining fifty percent (50%). The
employee’s portion of their premium will be deducted from each paycheck. The employee is responsible
for 100% of all dependent and/or significant other’s health insurance coverage. Vision, dental and AFLAC
coverage are offered at an additional expense to the employee and are not currently paid for by the
Company.
Once a full time employee has been employed with A&E Emergency Services, LLC for a year. The company
will then pay 100% of employee only health insurance. This is for employees hired after February 13, 2017
Full time employees are eligible to obtain additional benefits through AFLAC after 60 days of employment.
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TITLE: Company Expectations
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:07/02/2016

Changes of Address
When you change your address or telephone number, you should notify the payroll department in writing
of the change immediately, in order that the Company will always have the correct home address and
telephone number by which your home can be reached. It is important that the Company be able to
communicate with you, or, in the event of necessity or emergency, with members of your family, and this
can only be done if an accurate record of your address and telephone number is on file with the payroll
department. Proper mailing addresses are also necessary in order to keep records on a current basis for
federal and state taxes, pension plans and group insurance coverage’s extended by the Company.
Absence
Regular attendance is necessary in order to meet customer needs. The operation of our service is carefully
scheduled and the absence of key people can easily cause a failure to fulfill scheduled calls.
Written permission from a physician must be obtained before returning to work if you have been absent
due to illness or injury 2 or more shifts for full time employees on the 24 hour truck or 4 days for full time
day truck employees. If you fail to call in for a period of 3 days, you will be considered to have voluntarily
resigned. Repeated instances of one day absences from work will be grounds for discipline up to and
including discharge.
Severe Weather Conditions and Other Emergencies
When severe weather conditions exist, if you ask to leave work before regular quitting time, you may do
so with your Captain’s approval unless your services are essential for the completion of work in progress.
Non-exempt employees who leave early will not be paid for time lost unless they request that the time
be charged against their unused PTO.
If the Company remains open during adverse weather conditions and you are unable to report to work,
your time off will be charged to allowable PTO, if any are available
Visitors
As a general rule, employees should not have visitors joining them during the working hours of 7am4:30pm. Exceptions are allowed during business hours so long as the visit does not exceed 20 minutes.
Visiting hours will be from 4:30pm-9:00pm and should not exceed an hour and a half. All visitors need to
be respectful of other employees who may be working during their visit. During Holidays it is permitted
for visitors to arrive during normal business hours. If complaints are received as a result of an employee’s
visitors, the shift Captain or Deputy Chief/Director will address the complaints with the employee and
privileges may be revoked. It shall be the responsibility of each Captain to enforce this policy.
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Dress Standards
What we wear to work is a reflection of the pride we have in our Company, in what we do and in ourselves.
Although dress code requirements will vary according to job responsibilities, we ask that your appearance
at all times show discretion, good taste, and not present a hazard in the performance of your job.
Personal Mail
All personal mail should be received by employees at home. In the normal operation of business, however,
incoming mail is frequently addressed to individual employees. While this practice is not desirable, every
effort will be made to deliver the mail to the proper party. It should be remembered, however, that all
business mail is opened upon receipt.
Solicitation
Persons not employed by the Company may not, at any time, solicit or distribute literature or other
printed materials on Company property for any purpose.
Employees may not solicit during working time in work areas or distribute literature or other printed
material during working time or in working areas.
"Working time" is the time employees are engaged, or should be engaged, in performing their work tasks
for the Company. It includes the working time of both the employee doing the soliciting or distributing
and the employee being solicited or to whom literature is distributed. "Working time" does not include
the time when employees are properly not performing their work duties, for example, scheduled meal
times and breaks.
If you have any questions regarding the meaning of "working time" or "working areas," please inquire in
the Director’s office.
Collections
Collections for any cause are not to be taken up without prior approval of the Deputy Chief/Director or
Chief.
Injuries and Illness
Whenever you feel ill, you should immediately inform the On-Duty Captain that you are ill. In the event
the illness prevents your continuing work, the Deputy Chief/Director shall be notified and you shall be
advised to go home and consult your family physician. If necessary, some other person will accompany
you home.
In the case of injury of any kind, no matter how minor, you should immediately report the injury to your
Captain. In the event of a serious injury, arrangements will be made to take you to the hospital.
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Personal Telephone Calls
Employees are not to receive personal telephone calls while at work, except in emergencies. It is the
responsibility of each employee to notify family, friends and others who might call, not to do so during
working time in the absence of an emergency. The use of personal cell phones is permitted so long as
the employee has finished their assigned tasks. Employee’s are not to be talking on the phone while in
the presence of a patient unless you are receiving a call from a Captain, Deputy Chief/Director, Chief or
are discussing information directly relating to the patient’s care. Employees are to refrain from talking
on the cell phone while driving the ambulance or company vehicle. The use of a Bluetooth device is
permitted and encouraged by any employee who wishes to talk on the phone while driving.
Security
A&E Emergency Services, LLC is committed to providing the organization and its employees with the most
thorough and comprehensive security program possible. The program is intended to provide legitimate
and reasonable guidelines for safeguarding our facilities and proprietary information. Every employee has
an obligation to protect our Company's proprietary data and to practice good security common sense.
Further details on specific policies and procedures are provided in this handbook and can be
supplemented by the company management team.
Gratuities/Gifts
Employees may not accept gifts from business-related sources.
Fire Prevention
Fire is always a hazard in any building in which combustible materials are used. Fire extinguishers have
been placed throughout the property to help with containing any small controllable fire. However, minor
fires can develop which can quickly be brought under control by careful adherence to our fire prevention
policies. Each employee must be familiar with the location of fire alarms, firefighting equipment and the
fire exits in the building. Each employee must be familiar with the proper use of the fire extinguishers
located in the building and company vehicles. If you are unsure about the proper use of the fire
extinguishers, you should immediately report your concerns to your supervisor, and arrangements for
appropriate training will be made. A serious fire would put you and your fellow workers out of work. It is
part of each employee's job to protect the property and equipment against fire and other damage by
keeping the building clean and free from rubbish.
Personal Safety Equipment
All employees working with patients (other than secretarial or clerical staff working with office
equipment) must wear gloves at all times. It is sometimes necessary to wear an OSHA approved N95 mask
to protect against airborne infection. Safety glasses are also appropriate to don in the event of possible
exposure to airborne diseases or blood borne pantheons. These will be provided at the Company's
expense. Your supervisor will instruct you on the use of all safety equipment. Head wear may be necessary
for certain jobs and this will also be provided. Failure to properly wear safety gear may result in disciplinary
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action. If an employee becomes injured and is found not to have been wearing proper safety equipment
may not be covered under workman's compensation.
Discharge, Discipline and Work Rules
For the protection of all employees, and in order to operate efficiently, certain rules are necessary. The
following is a partial list of the kinds of improper conduct which shall constitute grounds for disciplinary
action, up to and including immediate discharge:
•
•
•
•
•
•

Reporting to work under the influence of alcohol or drugs.
Bringing, possessing, or acquiring alcohol or drugs.
Selling or attempting to sell alcohol or drugs to other employees.
Theft of Company property, Company time, or fellow worker's personal belongings.
Sexual Harassment.
Physical altercations with employees, patients or patrons while on duty

Additionally, any employee may be discharged in the event of continued violation of work rules. Improper
conduct may constitute grounds for the issuance of a warning before more severe disciplinary action is
taken. Incidences occurring while an employee is off duty can also affect their employment with A&E
Emergency Services, LLC. The following are some examples of off duty incidences that would require
termination of employment:
•
•
•

Felony charge
DUI
Misconduct while in uniform that can misrepresent A&E Emergency Services, LLC

The Company has a few; simple rules which are fundamental, and which provide for the safety and
protection of its employees. Compliance with these rules is a condition of employment.
•
•
•
•
•

Be careful-work safely at all times.
Report all dangerous conditions and equipment to your supervisor immediately.
Report every injury of a serious nature immediately to your supervisor and first aid will be provided.
Do not attempt to work if you are taken ill.
Keep your work area neat and orderly at all times.

Voluntary Termination
If you decide to leave the Company, we ask that you provide two weeks written notice of your intention
to quit. Failure to provide such notice will result in ineligibility for re-hire and they will not be eligible to
cash out their remaining PTO, it will be lost. Walking off the job or absence for more than 3 days without
a report to the Company, with the reason for the absence will constitute a voluntary quit.
At the time of your termination you must return all equipment and uniforms that have been provided to
you from A&E Emergency Services, LLC. This includes but not limited to hats, jackets, pants, t-shirts, polo’s
and uniform shirts.
References and Recommendations
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An employee may request his/her supervisor to provide a letter of recommendation to a prospective
employer.

TITLE: Harassment in Work Place
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Purpose
A&E Emergency Services, LLC does not approve of nor will condone any employee engaging in any form
of harassment. An employee who engages in any form of conduct considered to be harassment will be
subject to appropriate disciplinary action.
Procedure
It continues to be the policy of this corporation to provide and maintain a work environment that is free
of harassment and discrimination based on race, creed, color, religion, national origin, sex, disability or
handicap, age, height, weight, veteran status, marital status, or sexual orientation.
Harassment is any unwelcome or unsolicited verbal, physical, or sexual conduct that unreasonably
interferes with an employee’s job performance or creates a hostile, offensive, or abusive working
environment. Examples of harassment include, but are not limited to, disparaging remarks about a
person’s race, color, creed, religion, national origin, sex, disability or handicap, age, height, weight,
unwelcome or unsolicited touching or threats of physical harm, and the use of degrading words,
nicknames, pictures, stories, or jokes. It may also consist of sexual services in exchange for job advantages.
All employees of this company, as well as other persons or entities affiliated or connected with this
company, are prohibited from engaging in any behavior that constitutes such harassment.
Any employee who feels that he or she is a victim of harassment is expected to bring the matter to the
immediate attention of the Director. If you feel uncomfortable in doing so, or if the Director is the source
of the problem, condones the problem, or ignores the problem, should immediately bring this matter to
the attention of the Chief of Operations. Nevertheless, you are required to make a reasonable effort to
make wrongdoing or conflict known should it exist.
The company will promptly investigate all allegations of harassment in as confidential manner as possible.
The corporation prohibits retaliation against any person who brings a complaint of discriminatory
harassment or who takes part in investigating such a complaint. A&E Emergency Services, LLC will make
every effort to ensure that those named in the report, or are too closely associated with those involved
in the report, will not be a part of the investigative team. A&E Emergency Services, LLC reserves the right
and hereby provides notice that third parties may be used to investigate sexual harassment claims.
Any employee found to be engaging in discriminatory harassment will be subject to disciplinary action, up
to and including termination of employment.

AMBULANCE

Page 29

A&E EMERGENCY SERVICES, LLC.
Employee Handbook
Effective Date: 02/01/2013
Revised Date: 02/13/2017

TITLE: Disciplinary Action
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:07/02/2016

Procedure
Rules and regulations have been established by A&E Emergency Services, LLC to protect employees, to
serve as employee guides, and to enable A&E Emergency Services, LLC to perform its service honorably
and effectively. The Chief, Deputy Chief/Director and Captains are required to establish and maintain
employee compliance with these rules and regulations. They have the authority to enforce disciplinary
action for any violation of these rules in their discretion. Disciplinary action may take form of one or more
of the following depending upon the circumstances:
1)
2)
3)
4)

Initial warning
Reprimand/Probation
Suspension without pay
Discharge

Employees who are sent home or suspected will not be on payed leave. Their PTO will not be used to
cover for their lost time.
Only the Chief has the power to terminate an employee. The Deputy Chief/Director may terminate an
employee under the direction of the Chief.
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TITLE: Leaving Employment
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE: 07/02/2016

Procedure
It is expected that all employees will give at least two (2) weeks’ notice of leaving employment. Upon
proper notice of departure, they will be paid for all wages earned to date, and for all unused paid time
off. PTO time will be paid out as follows: 80hrs per pay period until exhausted. This will be paid at the
straight time rate.
Employees are requested to file a written “Notice of Departure” with the Director. Any and all equipment,
uniforms, and keys are to be returned prior to release of the final check.
If an employee is terminated or self terminates their employment with A&E and fail to give proper 2 week
notice, they will not be eligible to cash out their PTO, it will be lost.
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TITLE: Employee Health and Safety
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE: 08/22/2017

Purpose
To ensure that employees are protected from possible disease transmission.
Policy
It is job required that all employees meet the following immunization and vaccination, in order to
provide direct patient care.
Procedure
The following procedures will be followed to ensure optimum health standards for employees:
1) Post employment physical demonstrating ability to meet the physical demands of the position.
2) Annual or semi-annual TB testing;
3) Tetanus every ten (10) years;
4) Body substance precaution annual in-service.
5) Employee flu shots will also be provided.
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TITLE: Alcohol, Drugs & Tobacco Use
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Alcohol and Drug Use
Purpose
Each person responding in an emergency situation must have complete control of his/her physical and
mental capabilities. Anyone responding to an emergency while under the influence of alcohol or drugs is
risking his/her own safety, the safety of fellow employees, and the public they are trying to serve.
Policy
Anyone who is on duty and is suspected of being under the influence of drugs will be requested to submit
to a drug/alcohol test. Failure of the employee to comply with the standards hereby set forth by this policy
will be accepted as the employee’s resignation.
Procedure
Any staff member who is concerned over the well-being of another employee will immediately notify the
Director if available, and/or notify the Chief of Operations. The Director will assess the credibility of the
concern, and upon determination will notify the administrator on call for a resolution. The staff member
will be presented with the concern, and upon determination by the administrator on call, may be
requested to submit to a drug/alcohol screen. Failure to comply with the above request will be accepted
as the employee’s resignation.
All staff members who are taking prescription drugs on the advice of a physician that may affect their
performance or have adverse side effects should immediately discuss their situation with the Director and
obtain written permission prior to reporting to work. Such employees are responsible for disclosing the
possible side effects of the prescription drug on work performance and the expected duration of its use.
No alcohol or illegal drugs are permitted on A&E Emergency Services, LLC premises or vehicles at any time.
Anyone who is found to be in possession may be terminated from employment.
No alcohol, sedatives, or narcotics are to be taken at least eight (8) hours prior to the start of an
employee’s shift, whether in-house or on call.
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Tobacco Use
Purpose
To provide a safe and healthy environment for the staff, patients, and visitors
Policy
A&E Emergency Services, LLC prohibits the use of all tobacco products within all company vehicles and
buildings. All staff members are expected to fully comply with smoking restrictions at other non-corporate
sites. A designated smoking area will be set up at each station or office that is either owned or leased by
A&E Emergency Services, LLC.
Procedure
Captains will utilize the employee disciplinary process with those who violate the smoking policy.

Drug Test
The company will conduct drug and/or alcohol testing under any of the follow circumstances.
 RANDOM TESTING: Employees may be selected at random for drug and/or alcohol testing and
any interval determined by the company. The Tennessee Department of EMS and Tenn-Care
insurance requires that random drug test be performed on a yearly bases.
 FOR-CAUSE TESTING: The company may ask an employee to submit to a drug and/or alcohol
test at any time if feels that the employee may be under the influence of drugs or alcohol,
including, but not limited to, the following circumstances: evidence of drugs or alcohol on or
about the employee’s person or in the employee’s vicinity, unusual conduct of the employee’s
part that suggest impairment or influence of drugs or alcohol, negative performance patterns, or
excessive and unexplained absenteeism or tardiness.
 POST-ACCIDENT TESTING: Any employee involved in and on the job accident or injury under
circumstances that suggest possible use of influence of drugs or alcohol in the accident or injury
event may be asked to submit to a drug and/or alcohol test. “Involved in an on the job accident
or injury” means not only the one who was or could have been injured, but also any employee
who potentially contributed to the accident or injury event in any way.
If an employee is tested for drugs or alcohol outside of the employment context and the results indicate
a violation of this policy, or if any employee refused a request to submit the testing under this policy,
the employee may be subject to appropriate disciplinary action, up to and possibly including discharge
from employment. In such case, the employee will be given an opportunity to explain the circumstances
prior to any final employment action becoming effective.
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TITLE: Jury Duty (Court Cases)
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Purpose
All employees are eligible to receive pay for required jury duty or for appearing in court as a subpoenaed
witness for A&E Emergency Services, LLC business on a scheduled work day. This is only for full time
employees
Procedure
When an employee receives notification to serve jury duty, or is subpoenaed to appear in court, he/she
should request the time off from the Deputy Chief/Director as far in advance as possible. A copy of the
official notice to serve the court, or subpoena, should be presented to the Deputy Chief/Director along
with a paid time off from work request form.
Employees on jury duty during his/her scheduled work day, will be paid for his/her regular rate of pay for
those hours spent in court, not to exceed his/her daily base wages. Payment will be made without
affecting the employee’s P.T.O. status. All court fees paid to an employee shall be endorsed to A&E
Emergency Services, LLC excluding any mileage allowance paid. Employees subpoenaed to court on their
day off will not receive wages, but have the right to retain all monies paid by the court, unless subpoenaed
for A&E Emergency Services business, LLC, and then it will be paid as indicated above.
Night shift employees serving jury duty have that constitute as their work day if they were scheduled to
work. If an employee desires to work his/her shift as scheduled, he/she will be paid for work time and
may retain all court fees.
Employees subpoenaed to appear in court for other than A&E Emergency Services, LLC business may use
paid time off (or time off without pay).
No employee will be paid for volunteer jury duty.
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TITLE: Leave of Absence
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Purpose
An approved leave of absence allows an employee to temporarily leave A&E Emergency Services, LLC
employment without terminating and losing all seniority earned from prior continuous service. All leaves
are unpaid and the employee does not accrue any benefits. All leaves must be approved in writing by the
Director or Chief of Operations.
Types of Leaves
1. Educational
2. Military (recognized military service or reserves)
3. Personal
4. Medical (after disability ends)
Eligibility
All full time employees are eligible to apply for a leave after completion of the six month probationary
period.
Procedure
All leave of absence requests from employees must be in writing and must be submitted to the Deputy
Chief/Director as far in advance as possible. All leave requests must be approved by the Deputy
Chief/Director or Chief and must be placed in the employee’s file prior to going on leave.
All leave requests must be for a specific length of time; beginning and ending dates must be indicated.
Extensions to the original leave of absence (L.O.A.) may be requested by the employee, but must be
approved by the Deputy Chief/Director or Chief. Extensions may be granted in such circumstances as an
employee cannot return to work by the date specified; or a position is likely to be available in the
foreseeable future. If an employee fails to return to work by the ending date of an approved leave, he/she
will be terminated.
Maternity leave benefits are payable for all employees per the family leave act. Maternity leave benefits
for pregnancy, childbirth or related medical conditions are on the same basis as any illness. The employee
shall be allowed to be on work leave six (6) weeks from the date of delivery, and seven (7) weeks from the
date of delivery for a caesarian section.
Extensions may be granted to the employee by the Deputy Chief/Director or Chief with written verification
by the employee’s physician. However, any extensions will be without pay.
For personal leave of absence granted for adoption of a child, the Director or Chief of Operations may
grant up to seven (7) weeks off without jeopardizing the employee’s return to currently held shift position
and/or status.
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Procedure – Cont’d
All military leaves are in compliance with the Veteran’s Re-Employment Act. Employees must submit a
copy of their orders before departing for military duty.
Effects on Benefits
All leaves are unpaid; therefore, no seniority, P.T.O., longevity wage increases, or any other benefits are
earned during this time. Employment anniversary dates and raise wage increase dates are adjusted for
the length of an unpaid leave when the employee returns to work.
All seniority and unused benefits earned prior to going on an unpaid leave will be maintained. However,
an employee must use any and all unused P.T.O. prior to going on leave.
An employee can continue membership in the group coverage for health insurance, dental insurance, life
insurance and accidental death and dismemberment coverage for up to six (6) months by making the
necessary arrangements with the business office when an employee is on a leave of absence. Any elective
payroll deductions that an employee must also be arranged prior to going on leave. It is the employee’s
responsibility to ensure that payment is made on a regular (monthly) basis no later than the end of the
month, prior to the month for which coverage is desired. For example, payment must be received in the
business office no later than August 31st for coverage in September. If payment is not received, the
employee will be dropped from all group coverage for the duration of the leave of absence.
Military Leave
Incompliance with state and federal laws, it is the policy of A&E Emergency Services, LLC to allow
employees to take leaves of absence for duty or training in the armed forces of the United States including
the National Guard and the Commissioned Corps of the Public Health Service, the state military forces, or
the reserve components of the same.
A&E Emergency Services, LLC prohibits discrimination against employees on the basis of military duty,
affiliation or status and requires reinstatement of a member following military leave to the same position
or a position of like seniority, status and pay, as dictated by federal and state laws. Generally, an employee
will be reinstated if he or she is still qualified to perform the job duties and circumstances do not make it
impossible, unreasonable or against public policy to place the employee back into the same or similar
position.
All employees must give advanced written or verbal notice to A&E Emergency Services, LLC that military
leave is necessary. Upon completion of military service, employees must report back to the Company in a
timely manner or make a timely application for re-employment or re-instatement.
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Returning From Leave
Sometimes it may not be possible to reassign the employee to his/her original job shift and/or status
when returning from a leave, every consideration will be given to replace the employee in an equivalent
position if one exists. Failure of an employee to accept an offered position upon his/her return from
L.O.A. will be considered as a voluntary resignation.
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TITLE: Pay Day
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Procedure
Distribution of payroll checks.
The following procedures have been established in order to provide an efficient and secure method for
distributing payroll checks to employees.
Those receiving regular payroll checks will receive their checks via U.S. mail or can be picked up at the
station if they do not wish for them to be mailed.
Employees will not be allowed to obtain a co-worker’s payroll check without the proper authorization
form signed by both parties involved.
If the payroll check is not received by Friday following payday, notify your Director
Payroll check may also be picked up by the employee at the office if they so desire.
Annual distribution of W-2 Forms
W-2 forms will be provided to all employees within sixty (60) days following the close of the calendar year.
Subject Errors in Pay
Questions regarding paychecks should immediately be referred to the Chief
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TITLE: Payroll Deductions
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:07/02/2016

Purpose
To inform employees of payroll procedures.
Policy
To ensure fairness to all. Any deduction must be corporately applicable for all staff.
Procedure
1)

Social Security (FICA): Employees pay FICA tax on wages each pay period based on current applicable
federal law. The corporation is obligated to withhold such payments and promptly pay them over to
a federal authority. The corporation contributes to that federal authority a matching amount of FICA
tax in the employee’s behalf. This money will provide monthly payments to you at normal retirement
age of sixty-five (65) or lesser amount at sixty-two (62) subject to applicable law. There are provisions
for disability benefits and payments to your family and dependents if you are disabled during your
working life. Further information may be obtained at the Social Security Office.

2)

Federal Income Tax: At the time of hiring, you submitted a W-4 Withholding Exemption form. In
accordance with federal law and your W-4 form, the corporation deducts federal tax from your salary.
This money is reported and forwarded to the state treasurer’s office. A report of state income tax
deducted from your wages will be given to you on a W-2 form at the conclusion of the year.

3)

Medical Insurance: All full time employees are given the option to accept medical insurance. The
employer is responsible for fifty percent (50%) of the employee’s premium. The employee is then
responsible for the remaining fifty percent (50%). The employee’s portion of their premium will be
deducted from each paycheck.

4) Employee’s terminated or willingly resign within their 6 month probation period will be responsible
for the reimbursement of the cost of uniforms, background check and drug screen. This cost will not
exceed $150.00
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TITLE: Name Badges
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Purpose
Provide proper identification of employees.
Procedure
Each employee is required to properly display his or her Name Badge showing his/her name, photo, and
title. The name badge is to be worn at all times either on the coat or uniform shirt, while on duty to ensure
proper identification. Name Badges are to be worn on the right side of the uniform shirt. It is the
responsibility of the Director to ensure that all personnel are properly identified with a name badge. No
collar brass, pins, etc. may be worn without prior company approval.
Each employee will be provided with the appropriate number of name badges upon employment and
whenever someone changes positions, licensure level, or departments. Name badges will be replaced at
the discretion of the Director or Chief of Operations. Employees are otherwise responsible for their own
needs.
All students and guests must wear appropriate name badges.
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TITLE: Electronic Communication
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Purpose
Electronic Communications, including the contents of A&E Emergency Services, LLC owned computers and
telephones are the property of A&E Emergency Services, LLC. This policy is meant to set forth guidelines
regarding access to and disclosure of information/messages sent or received by A&E Emergency Services,
LLC staff members using the system. This policy may be changed at any time. The internet, electronic mail
(e-mail), phone mail or any other communication or information system of A&E Emergency Services, LLC
is not to be used in any way that may be disruptive, offensive to others, or harmful to morale. Violators
of this policy are subject to disciplinary action, up to and including discharge, for any violation reasonably
believed to have been committed.
Procedure
Right to Review: A&E Emergency Services, LLC treats all computer files, including e-mail sent or received,
as company-related information. A&E Emergency Services, LLC has the capability and reserves the right,
with or without notice, to access, monitor, review, copy, and/or delete any computer files, including email or voice messages sent or received, and all web site communications and/or transactions. If
employees make incidental use of the computer system for personal files or e-mail, employees should not
expect personal files or e-mail to be protected from review by the Company. Accordingly, employees
should not use computer Systems to create or transmit any information they wish to keep private.
Harassment Language
Use of the computer system to engage in any communications that are in violation of this or any Company
policy is strictly prohibited. A&E Emergency Services, LLC prohibits the display or transmission of sexually
explicit images, messages, cartoons, or any transmission or use of communications that contain profane
or offensive language, ethnic slurs, racial epithets, or anything that may be construed as harassment or
disparagement of others based on their race, color, national origin, gender, age, sexual orientation,
disability, religion or political beliefs.
Non-Solicitation/outside causes
A&E Emergency Services, LLC computer Systems shall not be used to solicit for commercial ventures,
religious or political causes, or outside organizations that are not authorized by the Company. Employees
shall not code, access a file, or retrieve stored information unless authorized.
Software
A&E Emergency Services, LLC prohibits the unauthorized use of software. The Company expects its
employees to conduct items responsibly in this regard. Employees should refrain from making or using
unauthorized copies of software programs.

AMBULANCE

Page 42

A&E EMERGENCY SERVICES, LLC.
Employee Handbook
Effective Date: 02/01/2013
Revised Date: 02/13/2017
Termination
Upon voluntary or involuntary termination of service with A&E Emergency Services, LLC, employees may
not take any computer-related programs, files, or materials for personal possession. Again, all computerrelated materials are the property of the company. Upon termination, A&E Emergency Services, LLC may
shut-off the former employees’ Systems.
Violation of the above must be immediately reported in writing to the Deputy Chief/Director or Chief.
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TITLE: Recruitment
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Procedure
All position vacancies will be filled on the basis of applicant qualifications. It is our goal to hire the
candidate with the best qualifications for the position, after considering both internal and external
applicants, according to the following procedure.
When regularly scheduled position becomes available, we will inform present employees to allow them
the opportunity to apply by posting concurrently the said position for five (5) business days in each site.
The applicable candidates must have a Tennessee license appropriate for the position posted, and must
be able to meet the area’s response to the ambulance guidelines, in all types of weather, and at any time
day or night.
First employment consideration will be; credentials for the position, years of experience at the level of
licensure, past performance evaluations, and seniority in the organization, and residence in the
geographical service area.
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TITLE: Return to Work
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Purpose
To provide appropriate documentation upon returning to work after illness/injury.
Policy
Written permission from a Physician will be required to return to work after an absence of one week.
Medical release must be forwarded to the Director.

AMBULANCE

Page 45

A&E EMERGENCY SERVICES, LLC.
Employee Handbook
Effective Date: 02/01/2013
Revised Date: 02/13/2017

TITLE: Tardiness / Absent
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Tardiness
Each employee is expected to observe hours of work established for his/her department. In the event that
he/she cannot report for work as scheduled, the employee is required to notify the Director as early as
possible.
Unexcused absence or tardiness may be cause for disciplinary action.
Notification of Absence
Few things are more important than being on the job every day as scheduled. Frequent absences create
a hardship on the remaining employees. A&E Emergency Services, LLC reserves the right to request that
you be evaluated by a physician and receive a physician’s order requiring you to be off work. Any
unexcused absences, or failure to provide acceptable notification and explanation, may result in
termination of employment. Any employee off work due to a physician’s order is required to be evaluated
and to receive a back-to-work slip prior to reporting to work. Also, any employee off work for more than
three (2) scheduled shifts due to illness is required to be evaluated and receive a back-to-work slip prior
to reporting to work.
Unavoidable absences, not due to illness, will be left to the discretion of the Deputy Chief/Director or
Chief.
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TITLE: Uniforms
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:07/02/2016

Purpose
This policy is written to ensure that A&E Emergency Services, LLC employees will be dressed appropriately
and identically when meeting the general public and performing job duties. All uniforms will be provided
to all full time and part-time employees.
Procedure
A. Uniform
1. Regular Uniform
a) Pants – company-approved uniform, non-jean
b) Shirt – company-approved uniform shirt or polo style shirt
c) Jacket – company-approved, waist length, or designated winter jacket
2. Additional Items
a) Headgear – Company-approved Navy blue with logo (winter only)
b) Headgear – Company-approved navy blue baseball cap with company logo
c) Sweater – Corporate-approved with logo
3. Employee Responsibilities
a) Boots/Shoes are not provided and must be furnished by the employee. They must be hard sole
and black leather. Steel toe is optional. Boots must be maintained in a good cosmetic order and
replaced when they do not meet this standard. Boots must also be polished prior to every shift.
Shoes must maintain a shine.
b) All employees are required to wear an undershirt that is free of any logos or embroidery.
Employees may wear long sleeve undershirts during winter months if desired.
c) Employees must wear a black belt. It can be police or EMS style nylon or leather belt.
B. Employees are required to clean and maintain their own uniforms. Uniforms must be clean, pressed
and presentable at all times.
C. In the event that damage occurs while in the performance of duty with A&E Emergency Services, LLC,
uniforms will be replaced.
D. Uniforms will only be worn in the course of job performance. Uniforms are not to be worn any time
while off duty or in establishments whose primary purpose is to sell alcoholic beverages.
E. Appearance on the job: All staff will adhere to a professional appearance while representing A&E
Emergency Services, LLC .This includes, but is not limited to:
1) Hygiene-daily showered, shaved, no unkempt beard, hair length controlled to minimize the
risk of injury, site contamination ability to work. Cologne-minimized not to be offensive,
however, the use of no cologne is recommended.
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2) Uniform pressed and clean. Shoes polished and anything worn that is non-uniform must be
approved prior to the shift. No jeans, no tennis shoes, and no shorts.
3) Jewelry-minimized to prevent injury, contamination, and ability to perform duties.
F. All staff should recognize that their actions while in uniform reflect positively or negatively on A&E
Emergency Services, LLC and should strive to ensure that all members of our community receive a
positive impression regarding our professionalism and commitment to the well-being of the
community.
G. All new employees are on a 6 month probation period. If during this time the employee is terminated
or resigns, the cost of their uniforms, drug screen and back ground check will be deducted from their
final pay check. The cost will not exceed $150.00.
H. All employees agree and understand that in the event they are terminated or resign, all clothing with
A&E name on them will be surrendered to the Deputy Chief/Director or Chief before last paycheck is
released.
I) If new uniforms are issued to any employee (full time or part time) and they resign or are terminated
within 6 months of receiving new uniform items. The cost of the uniforms will be deducted from the
former employee’s final check, the cost will not exceed $150.00.
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TITLE: Workers Compensation
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Procedure
In accordance with the law in the State of Tennessee, A&E Emergency Services, LLC provides coverage
under the Worker’s Compensation Act for injuries, illnesses, or deaths occurring while engaged in the
performance of corporation duties.
Notification Process
1. All work related injuries and/or illnesses, no matter how minor, must be reported immediately to the
Director.
2. All worker’s compensation claims, incident reports, and OSHA required paperwork along with a
physician’s report must be filed with A&E Emergency Services, LLC Director within twenty-four (24)
hours of the occurrence or detection of work related injuries and/or illnesses.
3. A&E Emergency Services, LLC reserves the right to require medical or psychiatric examinations prior
to issuance of worker’s compensation payments.
4. Incident reports are the property of A&E Emergency Services, LLC and will be considered confidential
information.
Coverage
Worker’s Compensation will provide employees with partial income if more than seven (7) calendar days
are lost from work due to work-related illness or injury. If an employee is off from work fourteen (14)
consecutive days or more, he/she will be compensated retroactive to the first day he/she was off.
Effects on Benefit s
A&E Emergency Services, LLC will continue to pay for life, dental, health, and disability insurance benefits,
provided the employee has opted to carry said insurance through A&E Emergency Services, LLC. These
benefits will continue for either the duration of time the employee is off work or twenty-six (26) weeks,
whichever is shorter. If an employee is still off work beyond the twenty-six (26) week maximum, he/she
will be placed on unpaid medical leave of absence. No benefits will continue beyond unpaid medical leave
of absence. No benefits will continue beyond twenty-six (26) weeks. The employee must make
arrangements with the administrative business office to continue payment for any elective payroll
deductions that he/she might have. If payments are not made in a timely manner, coverage will be
dropped.
Employee has the option to use paid time off (P.T.O.) to cover them for time lost due to an on-the-job
injury.
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Returning to Work
All employees must submit a “Return to Work” slip from their physician which will be placed in the
employee’s personnel file. If an employee is given clearance by a physician to return to work at less than
full capacity, an attempt will be made to find suitable work for the employee. If no suitable work is
available, the employee may be put on a Medical Leave of Absence until such position is available, or the
employee receives clearance to return to work without restrictions. If suitable work is found for the
employee and the employee refuses such work, the employee has the following options: He /She may
take a leave of absence, use any accrued paid time off (P.T.O.), or submit a resignation to A&E Emergency
Services, LLC.
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TITLE: Violence/Threat of Violence
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Employment
REVISED DATE:

Purpose
A&E Emergency Services, LLC is committed to preventing workplace violence and providing a safe work
environment. The Company prohibits and does not tolerate violent acts or threats against employees,
visitors, guests or other individuals within its facilities or those managed by A&E Emergency Services, LLC.
Violence may be described as verbal or physical threats, intimidation, and/or aggressive physical contact.
Prohibited contact includes, but is not limited to the following:
1) Intimidation, harassment, assault, battery, stalking, or conduct that causes a person to believe
that he or she is under a threat of death or serious bodily injury.
2) Inflicting or threatening injury or damage to another person’s life, health, well being, family or
property.
3) Possessing a firearm, explosive, hazardous devices or substances, or other dangerous weapon on
A&E Emergency Services, LLC property or that managed by the Company, or using an object as a
weapon.
4) Abusing or damaging A&E Emergency Services, LLC property or that managed by the Company.
5) Using obscene or abusive language or gestures in a threatening manner.
6) Raising voices in a threatening manner.
Because of the potential for misunderstanding, joking about any of the above conduct is also prohibited.
Employees are also expected to refrain from fighting, “horseplay” or other conduct that may be dangerous
to others.
Procedure
All threats of (or actual) violence, both direct and indirect, should be reported in writing as soon as
possible to the Director who will then inform the Chief of Operations of this issue. This includes threats
by employees, as well as threats by patients or their families, vendors, solicitors, or other members of the
public. When reporting a threat of violence, you should be as specific and detailed as possible. Employees
of A&E Emergency Services, LLC who violate this policy are subject to discipline, up to and including
discharge.
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TITLE: Ambulance Response
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Operations
REVISED DATE:

Response to an Ambulance Call
1. Type of response must be determined from the dispatch information.
2. Emergency lights and sirens may only be utilized in an actual emergency situation based on dispatch
information.
3. If the call is deemed an emergency, lights and sirens MUST BE USED TOGETHER.
4. Response speed on an emergency Run: The driver may exceed the posted speed limit if PRUDENT
JUDGEMENT is used so that life and property are not UNREASONABLY ENDANGERED.
Intersection Procedures
1. ALL intersections must be approached with caution; e.g. the brake pedal should be covered the left
foot to reduce reaction time in case braking is required (even when the traffic signal is green).
2. The ambulance driver must be certain that the other drivers know his intentions.
3. If utilizing lights and sirens, when approaching an intersection, the driver must change the cadence
of the siren to “wail,” in order to get the attention of other drivers.
4. When proceeding through an intersection on an emergency run, the ambulance driver must slow
down, watch traffic, and anticipate unexpected moves from other motorists or pedestrians then
proceed with caution.
5. Vehicles should be carefully passed on the LEFT if possible. Passing on the right is permissible if, for
example, you are on a four (4) lane road with a center lane, the turn lane is full and the left lane has
vehicles in it but the right lane is clear, you may proceed with caution, keeping as far right as possible.
6. If all of the lanes are full and the traffic signal is red, the ambulance should be in the LEFT lane. If traffic
is not yielding, the siren should be shut off (leaving the emergency lights on!) to avoid causing nervous
motorists to make foolish maneuvers. If traffic does not clear, you may pull out into the oncoming
traffic lane (using the utmost caution) and proceed carefully through the intersection, making certain,
the other drivers are aware of your intentions and they react appropriately.
Backing up Procedures for Ambulances
1.
2.
3.
4.
5.

Backup alarm must be sounding.
ALWAYS use a spotter.
Be sure that the driver and the spotter agree on signals before backing up.
Have driver’s window open to be able to hear directions.
STOP IMMEDIATELY if unsure if someone is behind the ambulance.
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TITLE: Company Vehicles
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Operations
REVISED DATE:

Purpose
To assure the appropriate use of vehicles.
Policy
You may not operate a corporate vehicle unless you have proper authority to do so. You must also possess
a valid driver’s license. Persons other than employees are strictly forbidden to drive or to be a passenger
in a corporate vehicle, unless authorized by the Director or Chief of Operations.
Procedure
The following must be observed:
1) Ignition keys must never be left in company vehicles during non-emergent incidents when vehicle is
unattended.
2) Company vehicles are not to be utilized for any purpose except company business, unless
authorized by the Director or Chief of Operations
3) If you note any mechanical or other deficiency in the vehicle, it is to be reported to your Director as
soon as possible. An occurrence report and maintenance request form must also be completed.
4) Traffic violations, including parking tickets are the responsibility of the driver.
5) Any traffic violations and/or accidents will immediately be reported to the Director who will then
contact and report to the Chief of Operations.
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TITLE: Damage/Loss/Theft of Pt. Property
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Operations
REVISED DATE:

Purpose
To outline A&E Emergency Services, LLC responsibility for investigation of occurrences involving loss or
damaged property and authorization of reimbursement as indicated.
Policy
It is the responsibility of the staff to assure utmost care and security of patient property.
Damage to Patient Property
Any patient property which has been damaged while in the care of A&E Emergency Services, LLC personnel
must immediately be reported to the Director. In addition, a written occurrence report containing specific
information pertaining to the incident must be submitted to the Director prior to the conclusion of your
work shift.
Theft of Patient Property
To assist the company, all employees will immediately notify the Director of any unusual event. Any report
of theft, will be investigated promptly and thoroughly by the company. A&E Emergency Services, LLC
maintains a strong policy against theft by an employee, regardless of value involved. The employee may
be subject to prosecution under penalty of law. In addition to prosecution, the employee may result in
being discharged.
Loss of Patient Property
Loss of patient property must immediately be reported to the Director. Every attempt should be made to
locate missing item(s). Furthermore, even though our primary responsibility is providing patient care, we
are also responsible for property accompanying the patient.
Documentation Regarding Patient Property
All employees should document the disposition of all patient property not directly attached to the patient.
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TITLE: Driving Speed Policy
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Operations
REVISED DATE:

Purpose
Responding to any emergency call, A&E Emergency Services, LLC places a great deal of responsibility on
the drivers of our emergency vehicles. Not only must emergency vehicle drivers provide prompt
conveyance of the apparatus, equipment, and personnel to provide service to those in need, but as
importantly, must accomplish this task in the safest and most prudent manner possible. Emergency
vehicle drivers have in their care, custody and control most of the major assets possessed by this
organization (the vehicle, portable equipment, personnel). Emergency vehicle drivers also have a higher
standard of care to provide to the general motoring public and must make every attempt possible to
provide due regard for the safety of others. Drivers must constantly monitor and reduce the amount of
risk and exposure to potential losses during each and every response. Safe arrival at the emergency scene
shall be, and must always remain the first priority of all emergency drivers. In order to accomplish this
enormous task all personnel shall become familiar with, and constantly abide by the following policies
and procedures.
Procedure
1. Circle of Safety
Prior to entering the vehicle the driver shall make a circle of safety around the vehicle to see that all
equipment is secured, that all compartment doors are securely closed and any physical obstructions
moved out of the way. During the circle of safety, the driver shall encircle the vehicles and inspect all 4
sides before entering the cab. He/she should also verify right side and rear clearance with the person
riding in the passenger position. This shall be conducted prior to moving the vehicle regardless of whether
or not the vehicle is about to leave on an emergency or non-emergency run.
2. Warning devices and true emergencies
When responding to a true emergency, all audible and visual warning devices will be operated at all times
regardless of time of day and/or traffic conditions. All emergency vehicle drivers must understand that
warning devices are not always effective in making other vehicle operators aware of your presence.
Warning devices only request the right-of-way, they do not insure the right-of-way. The definition of a
true emergency is a situation in which there is a high probability of death or serious injury to an individual
or significant property loss, and actions by an emergency vehicle driver may reduce the seriousness of the
situation.
3. Vehicle control and right-of-way
All drivers shall attempt to maintain control of the vehicle that they are operating in such a manner as to
provide the maximum level of safety for both their passengers and the general public. Emergency vehicle
drivers should be aware that the civilian vehicle operators may not react in the manner in which is
expected or felt to be appropriate. An attempt should be made to have options available when passing or
overtaking vehicles. If another vehicle operator fails to yield the right of way to an emergency vehicle, the
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emergency vehicle driver cannot force the right of way, nor can you assume the right of way, therefore
you do not have the right of way until the other vehicle yields to you.
The emergency vehicle driver shall be aware of his/her rate of closure on other vehicles and pedestrians
at all time to make sure that a safe following distance is established and maintained. All drivers shall follow
the rule for safe following distance and allow 1 second of following distance for every 10 feet of vehicle
length for speeds under 40 mph and add 1 additional second for each 10 mph for speeds over 40 mph.
4. Response Speeds
When responding to a true emergency only, drivers shall operate the vehicle they are driving at as close
to the posted speed limit as possible, but not to exceed ten (10) miles per hour over the posted speed
limit, conditions permitting. Examples of conditions requiring slower response speeds include but are not
limited to:
• Slippery road conditions
• Inclement weather
• Poor visibility
• Heavy or congested traffic conditions
• Sharp curves
5. Intersection Practices
Extreme care should be taken when approaching any intersection as intersections are the locations
responsible for a large percentage of major accidents involving emergency vehicles. Drivers are required
to practice the organization’s intersection operating guidelines during all emergency responses.
Uncontrolled intersections
Any intersection that does not offer a control device (stop sign, yield or traffic signal) in the direction of
travel of the emergency vehicle or where a traffic control signal is green upon the approach of the
emergency vehicle all emergency vehicle drivers should do the following:
• Scan the intersection for possible hazards (right turns on red, pedestrians, vehicles traveling fast,
etc.). Observe traffic in all four directions (left, right, front, rear)
• Slow down if any potential hazards are detected and cover the brake pedal with the driver’s foot.
• Change the siren cadence not less than 200’ from intersection
• Avoid using the opposing lane of traffic if at all possible.
Emergency vehicle drivers should always be prepared to stop. If another vehicle operator fails to yield the
right of way to an emergency vehicle, the emergency vehicle driver cannot force the right of way, nor can
you assume the right of way, therefore you do not have the right of way until the other vehicle yields to
you.
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Controlled intersections
Any intersection controlled by a stop sign, yield sign, yellow traffic light or red traffic light requires Prudent
Act ion by the emergency vehicle driver. The following steps should be taken:
• Do not rely on warning devices to clear traffic
• Scan the intersection for possible hazards (right turns on red, pedestrians, vehicles traveling fast
etc.) as well as driver options
• Begin to slow down well before reaching the intersection and cover the brake pedal with the driver’s
foot, continue to scan in 4 directions (left, right, front, back)
• Change the siren cadence not less than 200’ from intersection
• Scan the intersection for possible options (pass on the right, left, wait, etc.) avoid using the opposing
lane of traffic if at all possible
• If all visible traffic in all lanes cannot be accounted for, the driver should bring the vehicle to a
complete stop. If the driver proceeds past a control device with a negative right-of-way without
coming to a complete stop, both the driver and officer should be required to complete an incident
report providing an explanation of the circumstances that permitted them to do so
• Establish eye contact with other vehicle drivers; have partner communicate all is clear; reconfirm
all other vehicles are stopped
• Account for traffic, one lane of traffic at a time treating each lane of traffic as a separate intersection
Railroad intersections
At any time an emergency vehicle driver approaches an unguarded rail crossing he/she shall bring the
apparatus or vehicle he/she is operating to a complete stop before entering the grade crossing. In addition
the emergency vehicle driver shall perform the following prior to proceeding:
• Turn off all sirens and air horns
• Operate the motor at idle speed
• Turn off any other sound producing equipment or accessories
• Open the windows and listen for train’s horn
6. Non-emergency Response
When responding to a call in a non-emergency response mode or normal flow of traffic (non-code 3 or
when not responding to a true emergency), the vehicle will be operated without any audible or visual
warning devices and in compliance with all state motor vehicle laws that apply to civilian traffic. At no
time should any emergency vehicle be operated during response with only visual warning devices.
7. Ordinary Travel Procedures
All drivers shall obey all traffic laws and traffic control devices when driving any company owned vehicle
under ordinary travel conditions. Any driver observed breaking any traffic laws or driving any vehicle in
an aggressive manner will be subject to disciplinary action including, suspension of driving privileges or
termination.
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8. Riding Policy
A&E Emergency Services, LLC requires all persons riding in corporate-owned vehicles to be seated in
approved riding positions and be secured to the vehicle by seatbelts whenever the vehicle is in motion.
The emergency vehicle driver and/or person riding in the front passenger position shall verify that all
personnel are properly seated and in seat belts before the vehicle is moved. Standard communication
signals should be formulated and utilized by all personnel. A&E Emergency Services, LLC prohibits the
riding on running boards and/or tail steps, or any other exposed position. Personnel who perform
emergency medical care while the vehicle is in motion should be secured (when possible) to the vehicle
by a seat belt or safety harness designed for occupant restraint.
9. Backing
A&E Emergency Services, LLC recognizes that backing emergency vehicles is made hazardous by the fact
that the driver cannot see much of where he/she intends to go. Our corporation recommends that
whenever possible drivers should avoid backing, as the safest way to back up a vehicle is not to back up
at all. When it is necessary to back-up any departmental vehicle, all drivers shall follow one of the
subsequent measures:
•

The company’s first choice of backing procedures is that before any vehicle is put into reverse and
backed, that a spotter be put in place near the rear of the vehicle. The spotter should be safely
positioned so that the emergency vehicle driver can see them at all times. If at any time the
emergency vehicle driver loses sight of the spotter, he/she shall stop immediately until the spotter
makes himself/herself visible again.

•

If conditions exist that make use of spotters impossible, all drivers, before attempting to back up
any company-owned vehicle, shall make a circle of safety to see that; no person or persons are
directly behind the vehicle or in its intended path of travel; all equipment is secured and that all
compartment doors are securely closed; any physical obstructions are moved out of the way. The
emergency vehicle driver should also note all potential obstructions in the intended path of travel.

10. Response in Private Owned Vehicles
When any member responds to the station or to the scene of an emergency in his/her private vehicle,
each member must strictly adhere to all applicable motor vehicle laws. Privately owned vehicles are not
provided with the same exemptions that are provided to emergency vehicles. No member of our
corporation will be permitted to violate any motor vehicle laws, including but not limited to:
•
•
•

Speed limits
Going through traffic control devices
Passing in an unsafe manner

While it is recognized that timeliness in response to an emergency is important, it is imperative that all
drivers understand that their private vehicles are not emergency vehicles and therefore are not afforded
any exemptions or special privileges under state law. Any driver observed breaking any traffic laws or
operating any vehicle in an aggressive or unsafe manner will be subject to disciplinary action including,
suspension, and/or loss of driving privileges. A&E Emergency Services, LLC employees are not permitted
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utilization of visual/audible devices on their private vehicles when responding to station and/or scene of
an emergency. A written warning will be placed in the employee’s file for each substantiated staff concern
involving speeding or careless driving.
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TITLE: Duty Responsibilities
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Operations
REVISED DATE:

The following activities shall be performed daily. It shall be the responsibility of the crews to determine
priorities.
1. Complete A&E Emergency Services, LLC vehicle inspections for each truck.
2. Notify business office of their operational status by no later than 8:45 a.m. indicating in-house staff,
vehicle status, supplies needed.
3. Clean A&E Emergency Services, LLC stations (including cleaning the bathroom.)
•
•
•
•
•

•
•
•
•
•
•
•
•
•
•

Kitchen Dishes must be cleaned after each use or before the conclusion of the shift.
Counter tops and tables must be cleaned before leaving.
Do not leave any food or utensils out.
Stove is to be cleaned after each use.
Refrigerator must be kept clean:
a. Dispose of all left-over food items.
b. All food must be removed at the end of shift.
Bathroom Sink, toilet, shower must be cleaned daily.
Personal items must be stored during the shift, and removed from the station at the conclusion
of the shift.
Floors and mirrors cleaned daily.
Crew Room Waste basket emptied, furniture dusted, floor vacuumed and/or moped.
Window ledges cleared and cleaned.
All responsible senior staff will assure compliance.
Miscellaneous Burned out light bulbs must be replaced.
Switch plates and telephones kept clean.
Windows cleaned regularly inside and out.
Exterior areas must be policed.

4. Written documentation of any needed repairs must be submitted to Director.
5. Doors and windows must be locked if premise is to be vacant.
The following is Prohibited
No overnight guests
No Smoking (See tobacco use policy)
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TITLE: Government Inspections
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Operations
REVISED DATE:

Purpose
To identify responsibilities and actions related to on-site inspections.
Policy
A&E Emergency Services, LLC will cooperate with all inspections, while safeguarding patient
confidentiality. Inspectors must be accompanied at all times by a representative of the corporation.
Procedure
1. When government/regulatory agency inspection is requested, immediately notify the Director.
2. The Senior Paramedic or Director will verify the inspector’s credentials and contact the
government/regulatory agency if there is a question as to whether this is an authorized inspection or
not.
3. Confidential records i.e., Patient reports, occurrence reports, attorney correspondence, etc. should
not be released without approval from the Director.
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TITLE: Incident Reports
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Operations
REVISED DATE:

Purpose
Incident reports are designed to document for A&E Emergency Services, LLC management and employees,
an in depth and advanced explanation or description of a medical or legal event, which may or may not
require further investigation and/or correction by parties involved.
Procedure
Incident reports should be completed in the following instances, and should be submitted within three
(3) days of the occurrence:
1. When you feel that improper care was performed either mistakenly or negligence, by you or by
others.
2. When you feel that a patient may complain about patient care that was correctly performed.
3. When you observe or participate in medical treatment which is contrary to A&E Emergency Services,
LLC policy or system protocol.
4. When you have a negative confrontation with public safety, hospital officials, or the general public.
Whenever in doubt, check with the Director or Chief of Operations, about whether to write an incident
report.
Incident reports should not be completed for minor items between employees. These should initially be
submitted to the Director.
Employees are encouraged to complete incident reports even when they may have personally made the
error in question. A&E Emergency Services, LLC management is aware that mistakes in patient care may
be made from time to time. We prefer to be notified by the employee prior to a citizen complaint being
made.
In some cases, a crew need write only one (1) incident report. Both crew members should sign the incident
report.
Completed incident reports should be submitted to the Director, who make a copy of the report and file
the incident reports in the employees file and one in a separate incident file. Employees are also
responsible for promptly reporting hazards, equipment failure, or injury to staff or patients to the director.
Employees should remember that an incident report can be subpoenaed.

TITLE: Severe Weather
ISSUE DATE: 02/01/2013

SECTION/TOPIC: Operations
REVISED DATE:

Purpose
To ensure safety of staff and patients during inclement weather conditions.
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Policy
When a request for service is made during inclement weather the crew will initially determine the severity
and reported conditions of the route from Dispatch and/or the proposed facility of destination. If the crew
questions the travel conditions, they will notify the Deputy Chief/Director.
Procedure
The crew after conferring with the Deputy Chief/Director will notify the sending facility of the reported
conditions and arrange to delay the transport.
In the event that the sending facility requests transport to be made due to patient condition, the Deputy
Chief/Director will attempt to locate volunteers comfortable with current conditions.
In the event that an employee is unable to report for his/her assigned shift during ice/snow state of
emergency, the Deputy Chief/Director must be notified immediately.
In the event that the Deputy Chief/Director cannot be notified, then the Chief is to be contacted.
All corporate vehicles are to be equipped with the appropriate equipment utilized for inclement weather
conditions.
Employees have the right to refuse to perform a hospital discharge or transfer in the event of severe
weather danger. This is only to be done if the employee or crew do not feel conditions are safe for
travel. Note: This doesn’t include 911 calls. Only the Chief or Deputy Chief/Director can delay a 911 call
due to inclement weather. An example of such weather would be and active tornado in the area or
white out snow conditions.
Any employee who wishes to exercise their right to refuse must notify their shift Captain who will then
notify the Chief or Deputy Chief/Director immediately. The Deputy Chief/Director or Chief will then
determine if conditions are truly hazardous for employees to travel in. If the employee or crew request
are granted the employee or crew must understand that they will be clocked out from the time they had
completed their last call. The time will be determined from the last ESO report written by the employee
or crew. Unless given permission from the Deputy Chief/Director or Chief, the employee must remain
on shift until it ends. Leaving without permission will be viewed as walking off the job and appropriate
actions will be taken.
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Certificate of Understanding
If you are aware of workplace conflict or wrongdoing taking place, you must immediately
discuss your questions, items, complaints, or reports with your Deputy Chief/Director. If you
feel uncomfortable doing so or if your Deputy Chief/Director is the source of the problem,
condones the problem, or ignores the problem, immediately report to the Chief. You are not
required to directly confront the person who is the source of your report, question, or
complaint before notifying the above listed. Nevertheless, you are required to make a
reasonable effort to make wrongdoing or conflict known should it exist.
Name:_________________________________ acknowledges that he/she has read this policy
and procedure manual on Administrative, Employment, and Operational procedures in its
entirety. I have asked the Deputy Chief/Director about any part I did not understand, and have
received an explanation.
I must follow these rules, and conduct myself in a safe, professional, and well-groomed
manner, and work to produce quality services.

_______________________________________
Employee Signature

______________
Date

_______________________________________
EMS CHIEF or Deputy Chief/Director’s Signature

______________
Date
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