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COMPLIANCE 

Final rule on MACRA released and 
it’s a pleasant surprise
By Tina Colangelo, MHA
CMS has finally released its long and highly anticipated final rule 
MACRA Quality Payment Program. News spread like wildfire as the 
final rule of CMS’s MACRA Quality Payment Program was rolled out.
The 2,398 page document shows mercy to all physicians, especially 
those in small practices. 

™

COMPLIANCE

Job interviews: how to ask personal 
questions without committing 
discrimination
The job interview process is a breeding ground for discrimination 
complaints. One common mistake: asking job applicants inappropriate 
questions about their nationality, marital status, religion, disabilities 
and other characteristics that discrimination laws ban you from 
considering when making hiring decisions. Applicants on the 
receiving end of such questions are apt to come away feeling like you 
discriminated against them, especially if they do not get the job. Yet, it 
may also be legitimate to seek this kind of information to evaluate an 
applicant’s credentials; the problem, in other words, is not necessarily 
the question but how you phrase it.
The bottom line: To avoid discrimination complaints, you need to 
know what questions you can and cannot ask.  This article explains 
where to draw the lines.
Why Certain Job Interview Questions Discriminate

“Are you pregnant?”
You don’t have to be an HR manager to just know that this is a question 
that should not be asked during a job interview. The instinct is sound. 
But why is asking a job applicant if she is pregnant illegal?  
Answer: Technically, it is not illegal. The anti-discrimination laws do 
not say employers may not ask questions about pregnancy. What the 

(continues on page 3)

(continues on page 8)
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Office politics and how it damages 
your firm 
By Elizabeth M. Miller
Office politics can be a problem in any size medical office—from 
a company as large as 1,000+ to as little as a solo physician with 
two staff members.

A definition
“Office politics” is the use of networking within an organization to 
further one’s own agenda. The word “networking” could easily be 
interchanged with the word “gossiping”. That is office politics in 
the nutshell. 

How office politics affects your workplace
The truth be told, everyone likes to hear gossip now and then. It 
seems to make a boring day a little more interesting. But gossip 
and office politics are better left to the tabloids than in your 
medical office. Zero tolerance is an absolute if your staff is going 
to work together as a team without dissension among the ranks. 
The message that you have to send is that no amount of office 
politics—or gossiping—will be tolerated. 
What are the effects of office politics on your practice?

 k It will destroy office morale. No matter what other techniques 
you use to build office morale, office politics will destroy it in 
one fell swoop. Office politics takes on a life of its own.

 k The effects that office politics has on the morale of your staff 
will naturally flow over into their work.

 k The behavior of your employees is affected by the ongoing 
office politics. No one I know is that good at hiding their 
personal feelings, and when employees know that they are 
being maligned by their co-workers, this behavior manifests 
itself in the way they conduct themselves with your patients. 
This can be fatal to your office.

How to address the problem
Your staff spends a minimum of 40 hours a week co-existing in the 
office. It’s difficult for employees to isolate themselves from their 
co-workers and quite frankly isolation is not a good team-building 
mechanism among the staff. 
Here are some steps firms can take to discourage office politics 
and encourage a healthy office environment that will not destroy 
firm morale:

(continues on Page 10)

Insight

The Medical Office Manager column Insight can be found at our 
website, www.medicalofficemgr.com. Aimed at helping you manage 
your medical office, it features advice and, yes, insight from experts.

mailto:http://www.medicalofficemgr.com?subject=


Your paid Membership to Medical Office Manager also includes 
full Premium Member access to MedicalOfficeMgr.com where you 
can access hundreds of searchable articles to help you be a better 
medical office manager.

You can find out how to handle virtually any challenge you face 
in your office. You can also download hundreds of ready-to-use 
policies, forms, checklists, and many other practical “working tools” 

to make your job easier. Plus, you can stay up-to-date on the latest 
news, gain valuable insight and help from leading medical office 
experts, and much more! 

If you do not yet have a username and password just call us NOW 
at 888-729-2315. One of our friendly Customer Service reps will 
quickly get you set up with unlimited access to the leading website 
for professional medical office managers. Don’t wait. Call today!

Join Us on MedicalOfficeMgr.com TODAY! 
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Everybody can breathe a sigh of relief, especially the 
high percentage of doctors who weren’t even aware 
MACRA was coming. Though the effective date, 
Jan. 1, 2017 has not changed, the 2017 date has been 
turned more into a transition year than a hard start 
date. The final rule has provided a lot of flexibility for 
clinicians to pick their pace. Basically, anyone who 
doesn’t report at all will face the four percent penalty.
Submitting minimally will still help you to avoid 
four percent penalty. 
In addition, CMS has also provided various 
learning materials to providers such as a new 
Quality Payment Program website, outreach effort 
to help physicians in small practices of 15 or less. 

What’s changed since the proposed rule 
back in April? 
For MIPS, it’s pick your pace.  Practices that treat 
2017 aggressively will benefit with incentives. And 
let’s face it, you have to adopt this new requirement 
at some point, so why not strive for more money?
Another big change in MIPS is, “Clinicians who 
receive a score of 70 or higher will be eligible for 
the exceptional performance adjustment funded 
from a pool of $500 million.” (Forbes.com). Again, 
this gives more reason to be aggressive in 2017. 
Also, nearly 1/3 of physician practices will be 
exempt. Originally the proposed rule set the 
threshold at $10,000 in Medicare charges. However, 
now the threshold has been set at $30,000. 

More mercy 
In the proposed rule, clinicians had to report on 90 
percent of all Medicare Part B beneficiaries. It has 
now been reduced to 50 percent. Eligible clinicians 
still have to report on at least six quality performance 
measures in the quality performance category. 

In the Clinical Performance Improvement Activity 
category (CPIA) there is a reduction in the number 
of improvement activities. Small practices will only 
have to report on one heavy weighted or opt for two 
medium weighted activities.
In the Advancing Care category, final rule has 
reduced the number of measures from 11 to 5 to 
report on. 
And even more shocking, the Cost Performance 
category now holds no weight at all. I feel that 
CMS couldn’t have made it any easier for practices 
of all sizes to be successful. This doesn’t mean 
complacency. It means that you are given time to 
restructure your business and get it up to speed. 
Tina Colangelo is a one-on-one VIP-style consultant for 
health service organizations as well as physician practices. 
She has a strong working knowledge of MACRA and MIPS 
and has invested a substantial amount of time and effort to 
fully understanding the new rules. macraconsulting.com/
about-me.  

Want to learn more about 
MACRA’S final rule and how it will 

affect your medical practice?
Medical Office Manager is pleased to 

welcome Tina Colangelo as presenter 
of our November 16, 2016 webinar,

The MACRA Quality Payment Program: What You 
Need to Do Now to be Ready for January 2017!

Watch www.medicalofficemgr.com for registration details. 
Remember: Registration is free for premium members.

SAVE THE DATE! 
(Final rule on MACRA released continued from page 1)

http://www.MedicalOfficeMgr.com
http://macraconsulting.com/about-me
http://macraconsulting.com/about-me
http://www.medicalofficemgr.com/
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COMPLIANCE
Pop Quiz: Are you ready for the new FLSA overtime rules?
Effective Dec. 1, 2016, the new FLSA (Fair Labor Standard’s Act) overtime rules come into effect and the 
minimum salary level for non-exempt employees is increasing. What this means for medical practices is that 
some employees you currently have categorized as exempt might actually qualify for overtime pay.
Under the new rules, to be categorized as exempt, employees must meet these three criteria:
1. They must be paid on a salary basis, as opposed to an hourly basis, and their salary must not be subject 

to reduction due to quality or quantity of work;
2. Their salary must meet a minimum salary level of $913 per week, including nondiscretionary bonuses 

and incentive payments of up to a maximum of 10 percent of the new standard salary level; and
3. The employee’s primary job duty must meet the standard duties test.

A quick quiz
Seems simple enough, right? But take this pop quiz to see if you fully understand all of the implications 
behind the changes.
1. An employee’s salary is an acceptable indicator 

of whether or not that employee is exempt.  
True  False

2. The Standard Duties Test is changing. 
True  False

3. Employers can make a catch-up payment in the 
event that an employee does not receive enough 
in nondiscretionary bonuses and incentive 
payments (including commissions) in a given 
quarter to remain exempt.  True  False

4. If an employee does not earn enough in a 
given quarter to retain their exempt status, the 
employer has three pay periods to make up for 
the shortfall.  True  False

5. Catch-up payments count toward the salary 
amount in the quarter in which it was paid. 
True  False

6. Violations of the FLSA’s minimum wage or 
overtime requirements can lead to criminal 
charges levied against the employer, the owner, 
and even the office manager.  True  False

7. When calculating the minimum salary, 
employers may use nondiscretionary bonuses, 
but not incentive payments, to satisfy up to 10 
percent of the new standard level, provided 
these payments are made at least on a quarterly 
basis.  True  False

8. If an employer chooses not to make a catch-up 
payment, an employee is entitled to overtime 
pay for any overtime hours worked during the 
quarter.  True  False

9. It is sufficient for an employee to complete their 
timesheet simply by writing 8:00 a.m. to 5:00 
p.m. every day of the week.  True  False

10. When in doubt, it’s best to always categorize an 
employee as exempt.  True  False

Answers:
1. False.

2. False.

3. True. The Department of Labor permits a “catch-up” payment at the end 
of the quarter.

4. False. The employer has one pay period to make up for the shortfall.

5. False. Catch-up payments will count only toward the prior quarter’s 
salary amount and not toward the salary amount in which it was paid.

6. True.

7. False. Nondiscretionary bonuses AND incentive payments made be used 
to satisfy up to 10 percent of the new standard salary level, provided 
these payments are made at least on a quarterly basis.

8. True.

9. False. All timekeeping records need to be complete and accurate, 
including recording times taken for lunch breaks.

10. False. When in doubt, it’s safest to categorize an employee as non-
exempt, because it’s okay to pay overtime to exempt employees, but it’s 
illegal to not pay overtime to non-exempt employees.  



30 percent of organizations don’t have written data 
retention or removal policies in place.
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CYBERSECURITY
Improper data removal and poor enforcement of data retention 
policies create the ‘perfect storm’ for data breaches 
Data breaches, such as those that struck Sony 
Pictures in 2014 and Panamanian law firm Mossack 
Fonseca in 2016, are a daily reality and wreak 
havoc on organizations. 
And according to the Delete vs. Erase: How 
Companies Wipe Active Files study recently 
released by Blancco Technology Group, the use 
of improper data removal methods and the poor 
enforcement of data retention policies have created 
the ‘perfect storm’ for confidential, oftentimes 
sensitive data to be lost or stolen. 
The study, which surveyed over 400 IT 
professionals in the United States, Canada, Mexico, 
United Kingdom, Germany, France, Japan, China 
and India, indicates just how challenging and 
complicated it can be to permanently erase data.

53 percent of global IT professionals are 
doing it wrong
When asked how they wipe files from company-
owned laptops and desktop computers, 31 percent 
reported dragging individual files to the Recycle 
Bin and 22 percent said they reformat the entire 
drive. Combined, that represents over half (53 
percent) of global IT professionals who are using 
two common, but ineffective methods to erase data.
Richard Stiennon, a former Gartner analyst and 
Chief Strategy Officer of Blancco Technology 
Group, cautions organizations against making 
such mistakes. “Over the last several years, we’ve 
worked with businesses in the finance, healthcare 
and government sectors to help them understand 
the need to permanently and verifiably erase 
data from IT equipment and devices. But while 
organizations may see the value of data removal 
when their equipment reaches end of life, they 
often overlook and dismiss the importance of 
erasing active files from desktop computers, 
laptops, external drives and servers. In doing so, 
they leave large volumes of sensitive, confidential 
and potentially compromising data exposed and 
vulnerable to loss or theft.”

What researchers learned
Key findings from the study include:

 k The fear of losing intellectual property and 
login credentials is very real. 14 percent of IT 

professionals are most concerned with securing 
confidential product development materials, 
followed by company revenue statements (12 
percent), customer contracts (11 percent), 
usernames and passwords to the company 
intranet (10 percent), and login credentials to 
company systems and portals (9 percent). 

 k It’s easy to confuse deleting and erasing 
files. Over half (51 percent) of the respondents 
believe files are permanently gone when 
they empty the Recycle Bin on their desktop 
computers/laptops. Another 51 percent believe 
performing a quick format and/or full reformat 
of a computer’s entire drive is sufficient. 

 k Storage and handling of IT equipment are 
more important than you think. 33 percent of 
IT professionals store non-functional desktop/
laptop computers, external drives and servers in 
easily accessible, unsecured locations. 

 k Data retention policies need better oversight 
and enforcement. 30 percent of organizations 
don’t have written data retention or removal 
policies in place. 

 k Data removal, historically overlooked or 
considered a lesser security threat, is inching 
up the list of IT security priorities. Over 
one-third (34 percent) of the respondents said 
data removal is high on their overall list of IT 
security priorities and 47 percent place it in the 
middle of their priority list.

Conclusion
Stiennon concludes, “With 2.5 quintillion bytes 
of data created every day, it’s critical that data 
is safely erased when it’s no longer needed, 
or when regulation demands its removal, as in 
the case of the EU GDPR. Only by controlling 
the metastasizing of data through secure data 
erasure, coupled with data retention policies, can 
organizations minimize the likelihood of data 
breaches.”  

http://info.blancco.com/en-rs-delete-vs-erase-how-companies-wipe-active-files.html
http://info.blancco.com/en-rs-delete-vs-erase-how-companies-wipe-active-files.html
http://www.blancco.com/
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YOUR CAREER
4 easy strategies for remembering names and passwords
By Lynne Curry
Which problem fits you?

 k Your clinic has grown and you don’t remember 
the names of all the employees—and you 
realize this hurts some employees’ feelings.

 k Several of the websites you regularly access ask 
you to change passwords monthly and you have 
a hard time remembering the newer passwords.

 k Longtime patients expect you to remember their 
names when you pass them in the lobby; you 
try to bluff when you don’t remember names, 
but several patients have seen through your 
efforts. You can’t even say you didn’t use their 
names for HIPAA protection, because they were 
the only patients in the lobby at the time. 

Memory, if only it was easy.
The good news? It’s easier than you realize.

Strategy 1: Breathe
What? That’s too simple. 
Yes, except you don’t—breathe deeply and slowly 
that is. Consider this scenario: You’re walking 
down the street and meet someone you know, but 
can’t remember his/her name. You try to fake it. 
Then, when you walk off, their name comes to 
mind. What happened? Nothing easily come out 
of or goes into memory and you breathe rapidly 
and shallowly. As you walked off, you relaxed and 
breathed more deeply.

Strategy 2: Make it matter
When we notice something, we quickly and 
transitorily register the information in our brains 
only to lose it as other information supplants it. 
For example, if you drive up to an cross street and 
see a car entering an intersection on the tail end of 
a yellow light turning to red, you may think “that 
driver took a risk.” Even though that’s a relatively 
dramatic traffic incident, you forget it within 
minutes.
If you want to remember something, shift your 
mind off cruise control into “on” by making it 
matter. For example, imagine that you’re given 
the password 8224300N0IM86ED and need to 
remember it. At first glance, that looks like a 
particularly difficult password. What if you made 
up a story about it? Here’s a story that might work, 

“I ate too, too much for free, oh oh no, I’m 86ed.” 
If you like it, you now have a strategy for designing 
and remembering hard-to-break passwords.

Strategy 3: Link audio to visual 
Do you remember faces but not names? That’s 
because, like approximately 65 percent of people, 
you have a stronger memory for what’s seen than 
what’s heard. Here’s how you’ll know if you’re in 
that 65 percent. Think of a giraffe. 
Did you just “see” a giraffe in your brain or did you 
talk to yourself about the giraffe? If you saw an 
image of a giraffe, that indicates how you tend to 
store information—visually.
Try applying this thought to names. Consider 
what happens when you meet someone with an 
unfamiliar name such as Tanzeem. Chances are you 
think “what an unusual name, possibly a Middle 
Eastern name.” Then when you next meet Tanzeem, 
you remember that, “this man had an unusual 
name,” but you’ve forgotten the name. Imagine 
instead that you spelled the name to yourself, “T-a-
n-z-e-e-m,” 
Now, please look up from the page and spell 
Tanzeem. 

Strategy 4: Repeat
How many days in September? If you found 
yourself repeating a rhyme in your mind, “30 
days has September...,” it shows you the value of 
repetition. We don’t, however, do this when we 
meet new people. They tell us their name and then 
we tell them ours, and enter into conversation. If 
you want to remember, name a person’s name, use 
it in the conversation. If that’s not feasible, repeat it 
in your head within several minutes of meeting the 
patient or employee. 
Research shows silent repetition increases your 
memory of anything by 30 percent and out loud 
repetition increases your chance of repetition by 50 
percent.
Would you like a better memory for names or 
passwords? It’s easier than you thought.
Lynne Curry, PhD, author of “Beating the Workplace Bully,” 
AMACOM 2016, and “Solutions” regularly presents to the 
Medical Group Management Association, Alaska Chapter and 
provides services to multiple medical practices and hospitals. 
You can contact Curry @ www.thegrowthcompany.com.  

http://www.thegrowthcompany.com/


“In organizations where employers are not meeting their 
candidates’ expectations or aspirations for advancement, 
that is where individuals will be more likely to always be 
looking out for their next opportunity.”

— Kate Donovan, SVP, ManpowerGroup Solutions
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RETAINING EMPLOYEES
Are a third of your employees 
looking for their next jobs?
Known as “Continuous Candidates,” more than one-
third (37%) of employees across the globe are always 
looking for their next job opportunity, finds a global 
study of job seekers conducted by ManpowerGroup 
Solutions, part of ManpowerGroup.
With employee churn becoming increasingly costly 
for companies, it is more important than ever for 
employers to step up their efforts to reduce turnover 
by improving retention efforts and recruitment 
processes. 

What’s behind the behavior?
The prevalence of Continuous Candidates in 
Mexico and the United States far exceeds the 
global average, with 50 percent and 41 percent 
respectively agreeing with the statement, “I am 
always looking for the next job opportunity.” This 
can be linked to several factors:

 k New ways of getting work done are emerging in 
the United States more than anywhere else. The 
popularity and visibility of the “gig economy” 
with companies like Uber and TaskRabbit are 
redefining how people work. 

 k Tech firms have also led the way on contract 
employment worldwide. Because they are 
the organizations with fastest changing skills 
requirements, using contractors allows them to 
not rely on skills within the organization that 
may become obsolete. 

 k Layoffs and job losses experienced in the wake 
of the recession sent the message to young and 
old alike that job security is not necessarily 
guaranteed.

Which employees are Continuous 
Candidates?
“Looking at Millennials and Gen Y, our research 
shows that it is the older Millennials—with more 
work experience—who are most likely to be 
habitually looking for jobs,” said Kate Donovan, 
Senior Vice President of ManpowerGroup 
Solutions and Global RPO President.
“In organizations where employers are not meeting 
their candidates’ expectations or aspirations for 
advancement, that is where individuals will be 
more likely to always be looking out for their next 
opportunity.”

3 ways to hire and keep the best 
employees
The paper provides nine tips for companies 
to retain existing talent and better screen for 
prospective employees in today’s world of 
Continuous Candidates, some of which include:
1. Speak Fluent Advancement: Hiring managers 

must be able to proactively articulate the 
opportunities for advancement to candidates, as 
career pathways are an increasingly important 
component of the employer value proposition 
(EVP). To engage the best and brightest talent, 
employers must offer this information upfront, 
instead of waiting for the candidates to ask. 

2. Foster “Learnability”: Continuous Candidates 
want continuous education, so learnability—
the desire and ability to quickly grow and 
adapt one’s skills to remain employable—is 
important. Employers can nurture learnability 
through providing or reimbursing for 
professional development opportunities, 
internal and external training, or advanced 
degree programs. 

3. Mentor, Mentor, Mentor: Skill acquisition, 
regular feedback, teamwork, and exposure to 
successful role models strengthen the bond 
between an employee and the company they 
work for. Many savvy Millennials identify 
the position they want within an organization 
and network with the individual currently in 
that role. Rather than be threatened by this, 
managers and executives should embrace it.

Conclusion
“Companies need to create a culture that people 
don’t want to leave—branding and trust are critical 
components of this,” said Sarah Peiker, Head of 
RPO Practice, ManpowerGroup Solutions Europe. 
“Employers are going to have to become an 
employer of choice.  

http://www.manpowergroupsolutions.com/candidatepreferences


Pre-Employment Inquiries

CAN’T ASK CAN ASK COMMENT
What’s your maiden name?  � What’s your current name?

 � Have you ever been known by any other name?
Maiden name may indicate marital status, national 
origin or ancestry

 � Are you married/divorced/ single/widowed?
 � Are you planning to get married?
 � Are you dating anyone?
 � Listing Mr/Mrs/Ms/Miss:

You may not ask women or men questions or seek to 
get information about their marital status

 � Name of spouse?
 � Where does your spouse work?
 � May spouse get transferred?
 � Other questions about spouses

Describe travel/relocation requirements of job and 
ask applicants if they can meet them

Info on marital status and dependents required for 
payroll, etc., can be obtained after job offered

 � Are you pregnant?
 � Do you use birth control?
 � Are you planning to have children? 

Describe the physical requirements and hazards of 
the job and ask applicants if there is any reason they 
cannot perform them

You may ask about pregnancy after offering the job to 
determine if the applicant needs accommodations

 � Do you have any children or dependents?
 �  What are your childcare arrangements?
 � Any other questions about children or dependents
 � Are you related to or friends with anyone who works for 

the company? 

Describe the schedule and overtime requirements 
of the job and ask applicants if can meet them, e.g., 
“this job requires working on weekends—will that 
be a problem?”

Questions about children and dependents are 
evidence of intent to discriminate on the basis of 
gender and/or family status

Are you related to or friends with anyone who works for the 
company? 

Describe company’s anti-nepotism policy and ask 
applicants if their hiring would create any problems 
under it

Family relations and friendships with other 
employees have no bearing on an applicant’s 
competence

 � How old are you?
 � What is your birth date? 
 � Asking for a birth certificate?
 � When did you graduate high school?

The law says you must be at least X years’ old to work/
do this job. Is that a problem? 

Asking about age is evidence of discrimination 
unless an age limit or requirement is a bona fide 
occupational qualification 

 � Are you a U.S. citizen?
 � What country are you from?
 � Where were you or your parents born?
 � List all previous addresses/military service

 � Are you legally entitled to work in the U.S.?
 � Do you read, understand, speak and/or write all 

the languages necessary to do the job as specified 
in the ad or job description?

You may not ask questions or seek information about 
an applicant’s nationality or citizenship
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laws do say is that employers cannot use gender, 
including pregnancy, to make hiring decisions. The 
question “are you pregnant” suggests that you do 
factor pregnancy into your hiring decisions. The 
other problem with “are you pregnant” is that it is a 
question you would only ask female applicants.

When You May Ask Personal Questions
The rules are meant to combat the stereotype 
that women who want to have children are less 
dedicated to their jobs and ensure women equal 
hiring opportunity. But what if the employer has 
a legitimate, nondiscriminatory motivation to ask 
about pregnancy? For example, what if the job 
involves exposure to chemicals shown to cause 
miscarriages or birth defects? 

The laws do allow employers leeway for these 
circumstances. Rule of thumb: You may consider 
personal characteristics protected against 
discrimination to the extent necessary to evaluate 
the applicant’s ability to perform the essential 
functions of the job. The corollary is that you can 
ask questions during job interviews to obtain the 
personal information you need for your evaluation 
as long as you phrase your questions the right way.

The Questions You Can and Cannot Ask
Over the years, the EEOC has issued guidance 
explaining which pre-employment questions 
employers can and cannot ask. To make your life 
easier, we assembled the piecemeal guidance into a 
single, comprehensive chart.

(Job interviews: how to ask personal questions , continued from page 1)



CAN’T ASK CAN ASK COMMENT
What kind of military discharge did you receive?  � Did you serve in the military?

 � What periods of service?
 � What training or work experience did you receive 

while in the military?

You can ask whether applicants served in the military 
but not about the kind of discharge they received

 � What is your race? 
 � Questions about race or color including color of skin, hair, 

etc

Although race cannot be an occupational 
requirement, employers are allowed to collect 
racial information to implement affirmative action 
plans, recruit minorities and other legitimate, non-
discriminatory purposes

 � What’s your religion?
 � What church do you belong to? 
 � Can you work on Sabbath, specific religious holidays, etc.?
 � Asking for a reference from the clergy

Asking about religion or even availability for work 
due to religious restrictions is evidence of religious 
discrimination except in very narrow circumstances

List names, dates and locations of all schools attended List grade level completed/degrees obtained/courses 
taken

Okay to ask for names of technical, vocational and 
post-secondary schools unless it would reveal 
religious affiliation, nationality or race

 � Do you have any physical/mental disabilities?
 � Do you have X illness or disability?
 � Do you have any health problems?
 � Do you have a disability that would interfere with your 

ability to perform the job?
 � Are you in good health?
 � Have you ever been treated for alcohol or drug addiction?
 � How much alcohol do you drink each week?
 � What medications do you use? 
 � Have you ever been treated for emotional or psychiatric 

problems?
 � Are you under a doctor’s care?
 � Are you receiving counseling or therapy? 
 � Do you have any allergies?
 � Have you ever received workers’ compensation?
 � How many sick days did you take last year?

 � Describe essential requirements of the job, as 
specified in the job ad and job description and ask 
if applicant can perform them with or without 
reasonable accommodations

 � Describe or demonstrate how you would perform 
the essential functions of the job

 � Can you meet the attendance requirements of this 
job?

 � Do you use illegal drugs?

Medical questions, tests, evaluations may be 
appropriate after job is offered to determine need for 
accommodations

 � Have you ever been arrested?
 � Have you ever been convicted of an offense?
 � Do you have a criminal record?

Asking about a conviction that is related to the job 
is allowed if the employer can prove that it has a 
business necessity to justify use of a conviction record 
based on 3 factors:

 � Nature and gravity of the offense
 � Amount of time elapsed since the conviction and/

or completion of the sentence
 � Nature of the job being sought

 � Criminal records questions may violate state laws 
even if permitted by EEOC

 � Questions about arrests are never permitted
 � Criminal background and other checks might be 

allowed after the job is offered

 � Height:
 � Weight:

Height and weight requirements are considered 
discriminatory unless the employer can justify them 
as a bona fide occupational qualification

 � Do you own/lease your home/car?
 � Have your wages ever been garnished?
 � Have you ever declared bankruptcy? 

Questions about a job applicant’s financial situation 
violate fair credit and consumer credit laws unless 
those financial considerations are essential to the job 
in question
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Note: In many cases, the ban on asking personal 
questions and seeking personal information during 
the pre-employment phase no longer applies after 
you make the applicant a job offer and before he/
she starts work.  

Takeaway: Medical offices, like all employers, 
need to make sure their hiring processes are 
compliant with the law and don’t discriminate or 
otherwise violate federal and state law.  



The best advice I give to employees to try to put a stop 
to office politics themselves amongst their co-workers 
is the old “see no evil, speak no evil, hear no evil.”
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 k Tell employees to keep their conversations with 
their co-workers on the lighter side. Discourage 
employees from discussing personal matters 
with everyone in the office. Since everyone 
in the office is supposed to be productive and 
efficient, there should not be time to engage in 
disparaging remarks about co-workers or bosses.

 k Keep an extra eye on the office troublemaker. 
There is at least one in every crowd. Know who 
that person is and make sure to monitor his or 
her behavior. When you see or hear the person 
engaging in this destructive behavior, re-direct 
the troublemaker.

 k Make sure that all employees know that 
discussions concerning any aspect of employee 
compensation to include not only salary but 
benefits and any other perks that may apply to 
one employee not the other is not to be discussed 
with co-workers under any circumstances. In 
some firms I’ve worked for the written policies 
and procedure clearly states the penalty for 
violating this policy was immediate termination. 
It can become that serious if employee 
compensation gets around the office.

 k Lead by example. I hate to say it, but sometimes 
bosses can perpetuate office politics, often 

without realizing it. Do not make derogatory 
remarks about any staff member’s work habits 
or behavior in front of other employees. As 
innocuous as an off-the-cuff remark may seem, 
this will become the topic of conversation 
for the next round of gossiping in the office, 
although it may not be seen that way since it 
came down from management.

Conclusion
You cannot ask employees to isolate themselves 
from their co-workers. I encourage the team spirit 
in every firm I work with. Staff need to bond with 
each other, support and nurture one another, and 
learn from each other. The best advice I give to 
employees to try to put a stop to office politics 
themselves amongst their co-workers is the old “see 
no evil, speak no evil, hear no evil.” 
Elizabeth M. Miller is a successful business executive and 
leader with 20 years of experience in all areas of business 
management including finance, financial analysis, budgeting, 
human capital management, legal and non-legal recruiting, 
technology, information systems, client relations and 
operations.  

YOUR CAREER
How to disagree with your 
friends about politics and 
keep them too
In past elections, our front yards, t-shirts, car 
bumpers and water cooler conversations proudly 
campaigned for the presidential candidate of our 
choice. In 2016, most are afraid to utter the name 
of the person they plan to vote for on Nov. 8. And 
no matter who wins, the bitter controversies are not 
going to disappear after the election.
Research by Joseph Grenny and David Maxfield, 
cofounders of VitalSmarts and the authors of the 
business bestseller Crucial Conversations, shows 
that for 9 out of 10 people surveyed, the 2016 
election is more polarizing and more volatile than 
ever before. One in 3 has been attacked, insulted or 

called names for sharing their opinions; and 1 in 4 
has had a political discussion hurt a relationship.
And yet, Grenny and Maxfield’s latest study of 
3,688 potential voters reveals that you don’t have 
to go silent or become the victim of someone’s 
verbal tirade—even when your opinion is the polar 
opposite of theirs. In fact, whether you agree or 
disagree with another person matters much less 
than how you share your opinion. Specifically, 
those who used four simple skills were:

 k 5 times more likely to be seen as diplomatic 
 k 4 times more likely to be seen as likeable 
 k 3 times more likely to be seen as 
knowledgeable 

 k 140 percent more persuasive 
 k 140 percent more likely to stay in dialogue with 
others 

(Insight, continued from page 2)
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 k 180 percent more likely to maintain 
relationships with others

On the other hand, those who did not use the four 
skills when sharing their opinion were labeled 
by observers as “abrasive”, “unlikeable”, and 
“ignorant”—and these labels held true even 
when the observers had the SAME opinion as the 
unskilled individual. That’s right—even when you 
agree, if you do so in a disagreeable way, you risk 
alienating friends and ruining relationships.
“This research challenges the misconception that 
the only safe place in a political season is with 
people who agree with you,” Maxfield says. 
“The data clearly demonstrates that even if you 
agree with people, but in a way that is defensive, 
posturing or aggressive, it decreases the likelihood 
they’ll respect you. But express your opinions 
skillfully and you can associate with anyone.”
Grenny and Maxfield say the key to successful 
political discussions is to make it safe for others to 
not only hear you, but share their own ideas. They 
recommend four simple skills for making it safe to 
engage in the political dialogue that historically has 
been key to American democracy.

Four simple skills for sharing your 
political opinion:
1. Focus on learning: Frame your conversation 
as a chance to learn from each other, not to change 
each other’s minds. Simply being curious about 
another’s position is sufficient motivation to 
engage. But, if you harbor a hope of converting 
the other person you’ll be tempted to become 
manipulative or coercive. That may sound like:

 k “I know what I think about immigration, but 
I’m curious about why you feel so differently. 
Would you be open to sharing your position 
with me?” 

 k “I’m having a hard time seeing the other side of 
the story. I’d love your help in expanding my 
perspective…” 

2. Limit your intent and ask for permission: 
Explain that you aren’t trying to change the 
person’s mind or attack their position. Then ask for 
permission to talk about the sensitive topic. That 
may sound like:

 k “I’m not wanting a debate, and I’m not trying to 
change your mind. I just want to understand. I 
see this issue very differently. Would it be okay 

if I explained my perspective?” 
 k “I’d also like to share my thoughts and get your 
reaction, if you’re interested.” 

 k “I’m fine steering clear of it if you’re not ready 
to go there. Can I explain how I see it?”

3. Show respect: Respect is like air, if you take it 
away, it’s all people can think about. Others will 
not engage with you if they don’t feel respected 
by you. Set the stage by over-communicating your 
respect for the other person and his or her opinion:

 k “I value you and your perspective. I want to 
hear from you. I don’t assume I’m right.” 

 k “I would like the benefit of your perspective.” 
 k “What have you experienced or learned that led 
you to feel that way?”

4. Focus on common ground: Look for areas of 
agreement rather than disagreement. If or when the 
conversation takes a more dramatic turn, look for 
the greater principle governing both opinions and 
you’ll likely find a mutual purpose behind your 
convictions. Say things like:

 k “I want to find the goals we share, and then 
look at the issue with those goals in mind.” 

 k “Sounds like for you this ties to lots of things 
that are also very important to me.” 

 k “Can you help me understand why this matters 
so much to you?”

Political discussions are common in workplaces 
like your medical office. Use these suggestions to 
keep things on a friendly basis.  
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PRODUCTIVITY 
Survey: Employees waste 80 
hours a year on IT issues
Your employees could be losing more than two 
work weeks each year trying to get their computer 
equipment to work.
According to a new survey of office workers by 
Robert Half Technology, employees waste an 
average of 19 minutes each day, dealing with IT-
related issues. For someone who works five eight-
hour days for 50 weeks of the year, that translates 
into a loss of nearly 80 hours per year.
Despite the time spent tackling tech glitches, 
nearly half (44 per cent) of employees rate their 
organization’s IT infrastructure good or excellent.
Respondents were asked, “How many minutes per 
day, on average, would you say you lose due to 
technology issues?” The mean response was 19 
minutes.
Respondents were also asked, “On a scale of one 
to five, with one being very poor and five being 
excellent, how would you rate your company’s 
technology infrastructure (e.g., computers, network 
connectivity, intranet and other equipment)?” Their 
responses:
5 – Excellent  9%
4 – Good  35%
3 – Neutral  46%
2 – Poor  9%
1 – Very Poor 1%            
  100%

3 ways IT managers can help 
reduce downtime
“For technology to improve business productivity, 
rather than hinder it, companies must ensure that 
their teams are provided the proper resources to 
help make the best use of the tools available to 
them,” said Deborah Bottineau, senior regional 
manager of Robert Half Technology. “If not 
functioning properly, technology can create delays 
and inefficiencies making a proficient help desk an 
invaluable asset to any company.” 
Robert Half Technology offers three strategies for 
IT managers to save employees time dealing with 
tech issues.

1. Hire help desk superheroes. Bringing in top-
notch IT staff can make all the difference in 
keeping your employees free from tech-related 
woes. Make sure your IT support team is up 
to date on best practices so they can relay that 
knowledge to the rest of the company to ensure 
maximum efficiency. 

2. Communicate proactively. Make sure 
employees are set up with the right technology 
from day one and they know who to call when 
they run into trouble. Encourage help desk 
professionals to not only fix problems but also 
share best practices with those they are assisting 
to prevent repeat issues.

3. Anticipate the need for additional support. 
Make help desk support a priority, especially 
during upgrades or implementations, when 
there may be a learning curve for users. 
Consider bringing in help desk consultants to 
augment your core team during busy times.  
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