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I. PURPOSE:

To ensure orderly operations and provide the best possible work environment, St. Mark’s Medical Center expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization.

II. POLICY:

A. It is the policy of St. Mark’s Medical Center that certain rules and regulations regarding employee behavior are necessary for efficient business operation and for the benefit and safety of all employees.  Conduct that interferes with operations, discredits SMMC, or is offensive to customers or coworkers will not be tolerated.
B. Employees are expected at all times to conduct themselves in a positive manner in order to promote the best interests of St. Mark’s Medical Center.  Appropriate employee conduct includes:

i. Treating all customers, visitors, and coworkers in a courteous manner.
ii. Refraining from behavior or conduct that is offensive or undesirable, or which is contrary to St. Mark’s Medical Center’s best interests.
iii. Reporting to management suspicious, unethical, or illegal conduct by coworkers, customers, or suppliers.
iv. Reporting to management any threatening or potentially violent behavior by coworkers.
v. Complying with all SMMC safety and security regulations.
vi. Performing assigned tasks efficiently and in accord with established quality standards.
vii. Reporting to work punctually as scheduled and being at the proper work station, ready for work, at the assigned starting time.
viii. Giving proper advance notice whenever unable to work or report on time.
ix. Smoking only at times and in places not prohibited by SMMC rules.
x. Eating meals only during meal periods and only in the designated eating areas.
xi. Maintaining cleanliness and order in the workplace and work areas.
C. It is not possible to list all the forms of behavior that are considered acceptable or unacceptable in the workplace.  The following examples of impermissible behavior described below are not intended to be an all-inclusive list.  At management’s discretion, any violation of SMMC policies or any conduct considered inappropriate or unsatisfactory may subject the employee to disciplinary action, up to and including immediate termination of employment.

i. Theft or inappropriate removal or possession of SMMC property, another employee’s or customer’s property.
ii. Falsifying or altering any SMMC record or report, such as a timekeeping record, expense account, medical report, etc.
iii. Engaging in any form of sexual or other harassment, including discrimination.
iv. Reporting to work under the influence of alcohol, illegal drugs, or narcotics or using, selling, dispensing, or possessing alcohol or illegal drugs or narcotics on SMMC premises.
v. Smoking in prohibited areas.
vi. Violation of safety or health rules.
vii. Refusing to follow management’s instruction concerning a job-related matter or being insubordinate.
viii. Soliciting or distributing in violation of SMMC policies.
ix. Unauthorized disclosure of business or confidential information and/or the disclosure of healthcare information.
x. Misusing SMMC communications systems, including electronic mail, computers, Internet access, and telephones.
xi. Engaging in or threatening acts of workplace violence, including but not limited to:

a. Possessing firearms or other weapons on SMMC property.
b. Fighting or assaulting a coworker, customer or visitor;
c. Threatening or intimidating a coworker, customer or visitor;
xii. Unsatisfactory performance or conduct (for example: gambling on SMMC property, playing pranks or engaging in horseplay; using profanity or abusive language)

xiii. Sleeping at any time during a scheduled shift, within the confines of the facility, or any outlying facilities owned or operated by SMMC – this includes public and private areas.
xiv. Excessive absences.
xv. Unauthorized absence from work station during the workday.
xvi. Filing a grievance that the complaint is not bona fide or that an employee has provided false information regarding the complaint.
xvii. Violation of personnel policies.
D. Employees are encouraged to communicate with their Appropriate Level of Authority any concerns or problems in the workplace.  Any actions or events that create confusion or uncertainty should be resolved with your Appropriate Level of Authority. If your Appropriate Level of Authority fails to resolve any problem appropriately, all employees are permitted the opportunity of filing a grievance to seek resolution, (See Grievance Procedure).
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