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You have joined a family of dedicated men and women who collectively provide the highest 
quality health care possible to our patients. 

ONS has the distinction of being one of the most respected medical practices in our region.  
Our staff enables us to provide a high level of healthcare services for over 30,000 patient 
visits each year. 

We take great pride in the quality of care that we provide to our patients.  To this end, we 
believe that our employees are our most valuable resource.  Our ability to provide quality 
care depends upon the professionalism and skills of our staff.  

These guidelines summarize the most important of our rules for collective and individual 
behavior which will help achieve this objective.  We expect employees and their 
management to understand and adhere to these rules. 

As an employee of ONS, you are required to protect the privacy interests of our patients.  
That means that you must be sensitive to maintaining the confidentiality of all patient 
information including verbal and written content.  This includes communications with a 
patient’s family or friends, as well as communications within the practice. Do not discuss 
patient information where others might overhear it (for example in hallways or elevators). 

Any request for a patient’s information, including a request for medical records or a 
verbal opinion regarding the patient’s status should be forwarded immediately to the 
designated staff member.  An employee should not provide information in response 
to such requests unless authorized to do so. 

In addition to patient information, you may have the opportunity to work with other 
sensitive, valuable or confidential information.  Such information is not generally 
available to the public and belongs to ONS.  Even inadvertent disclosure of ONS 
confidential information could cause irreparable damage.  Accordingly, employees 
must never remove materials, which they believe to be confidential from the 
premises of ONS, and must return all confidential materials to their proper place.  It 
is a breach of the trust granted by ONS and fellow employees for any employee to 
discuss or otherwise disclose confidential information to third parties.  
 
Anything unrelated to your job that you invent, write or develop on your own time without 
ONS resources is your property.  Anything that you invent, write or develop on ONS time or 
using ONS resources (including confidential information, ONS facilities, computer time, 
etc.) belongs to ONS, whether or not it relates to your job.  Any inventions, developments 
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or writings that we pay you to make, i.e., that are a logical part of your assignment, belong 
to ONS regardless of the resources applied.  You agree to these terms and to assist in 
perfecting ONS’ title in any inventions, developments or writings as a condition of your 
employment and as a condition of any status change.  Please discuss with your manager 
any specific case that may be unclear. 

Job applicants who believe they possess trade secrets or confidential information, which 
could restrict the organization’s ability to use their talents to the fullest or compromise the 
rights of others, must disclose that fact to ONS in advance.  Similarly, any inventions, 
designs or writings of the applicant, which are to be excluded from the terms of 
employment, must be agreed to in advance of hire.  Unless disclosed to ONS in advance, 
the job applicant takes complete responsibility for any breach of trust, conflict of interest or 
loss of rights, which might occur as a result of employment by ONS.  Similarly, failure to 
disclose a conflict of interest, or potential conflict of interest, may result in the withdrawal of 
an offer of employment or the termination of employment. 

The requirements set forth above apply even after the termination of employment with 
ONS.   

Terminating employees have a continuing obligation to ONS.  In accepting a position, 
which involves exposure to ONS confidential and/or patient information, you agree to 
protect this information during and beyond the term of employment.  

Terminating employees must return all ONS property and confidential materials to ONS, 
including any handwritten notes or notebooks, which relate to confidential information.  The 
terminating employee will be expected to acknowledge the return of all such materials in 
writing. 

Other activities, which are not permitted unless specifically agreed to in advance include: 
1. Moonlighting 
2. Political activities conducted on ONS time or premises 
3. Giving and/or accepting substantial gifts to/from customers or suppliers 

Certain activities are expressly prohibited: 
 1. Discrimination or harassment  

2. Misappropriation/misuse of patient or other confidential information/property 
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