
ONS CODE OF CONDUCT 
 
Purpose: ONS is committed to conducting its business affairs honestly and with integrity. This 
commitment applies to our relationships with patients, vendors, and employees. Each employee must 
maintain the highest standards of personal and professional ethics.  These rules, practices and policies 
concerning conduct and behavior (“Standards”) are instrumental to the continued success of ONS. Since 
ONS cannot create a list that addresses all situations, the standards that follow are basically common-
sense rules. No conduct which is immoral, unsafe, unethical, or illegal will be tolerated. ONS reserves the 
right to terminate any employee with or without notice or cause.  
 
An employee should not conduct business that is not in the full spirit of honest and ethical behavior, nor 
should an employee cause another employee, or non-employee, to act or behave in such a manner, either 
through inducement, suggestion, or coercion. Furthermore, an employee should not furnish ONS, 
employee or competitor information to any individual, business or entity without first consulting with and 
acquiring the approval of their Manager or Director. 
 
Each employee is expected to report dishonest activities by other employees to their manager. Failure to 
report such activities is considered a violation of the Standards.  Knowingly submitting false information 
is also considered a violation of the Standards. 
 
Initiating or encouraging reprisal action against an employee or other person who, in good faith, reports 
known, or suspected Standards violations is prohibited. 
 
Policy: All employees are expected to follow these rules and are always expected to conduct themselves 
in a professional manner; demonstrating a positive attitude, respect for co-workers, our patients, and 
their property.  Failure to follow the ONS code of conduct will subject employees to discipline, up to and 
including termination of employment. 
 
The following are examples of expectations: 
 
• Report to work punctually, as scheduled, and be at the assigned workstation, ready for work, at 

the assigned starting time; 
• Notify the appropriate manager when unable to report to work, or unable to report for work on 

time; 
• Actively work during all work hours; 
• Comply with all performance/conduct and safety/security and privacy policies and procedures; 
• Wear appropriate business attire/uniform;  
• Always wear appropriate name tag while on ONS time; 
• Perform assigned tasks efficiently and correctly; 
• Address fellow employees, patients, and customers in a professional, courteous, and respectful 

manner; 
• Maintain workplace and work area cleanliness; 
• Refrain from behavior or conduct deemed offensive or undesirable; 
• Obtain written approval from a manager before removing any ONS property for ONS or personal 

use. 
 
 



 
The following are examples of some prohibited conduct: 

1. Fighting on our company premises 

2. Engaging in any type of horseplay or other disorderly conduct 

3. Reporting to work while under the influence of alcohol or drugs  

4. Possession, use or sale of any drugs (other than drugs which have been legally prescribed)  

5. Entering working areas of our office’s premises unless on duty, scheduled to work or otherwise 

on company business 

6. Possession of weapons, ammunition, firearms, firecrackers, or other similar items on company or 

office park property 

7. Insubordination (such as willfully and deliberately refusing to follow directions, or assignments by 

management) 

8. Smoking in restricted areas or in violation of Office Park smoking policies 

9. Improper parking or careless driving on Office Park property 

10. Use of abusive language 

11. Threats (verbal or physical) 

12. Making maliciously false statements to third parties concerning ONS’s services. 

13. Any willful act or conduct detrimental to patient care 

14. Theft of company property or that of fellow employees 

15. Harassment of any kind 

16. Excessive or unexcused absences or tardiness 

17. Failing to punch in or out at the time clock 

18. Creating or contributing to unsanitary conditions or poor housekeeping 

19. Violation of department, ONS, State or Federal safety or sanitary rules 

20. Failure to meet performance and work quality standards 

13. Abusive or unauthorized use of ONS supplies and equipment 

14. Violation of any law, rule, regulation or ONS policy regarding privacy or HIPAA 

15. Failure to immediately report an accident or job-related injury 

16. Reporting to work intoxicated / under the influence of alcohol or non-prescribed drugs 

17. Possession or use of alcoholic beverages on ONS property 

18. Consumption of alcoholic beverages while engaged in ONS business or while in ONS uniform 

19. Falsifying employment or any other ONS records 

20. Sleeping during your scheduled working hours 

21. Use of cellular phones, i-Pads or other personal electronic devices for personal use during your 

scheduled working hours, especially when providing direct patient care. 

22. Use of the ONS email system in a non-professional manner, either in internal or external ONS 

communications, including using ONS systems to create, access, transmit or store any material 

that would be considered obscene, offensive, or otherwise inappropriate for the workplace. 

23. Submitting a fraudulent injury claim 

24. Failure to maintain the confidentiality of ONS information or business records 

25. Harassment, sexual or otherwise 

26. Solicitation of outside work from patients 



27. Fighting or otherwise physically assaulting another employee, patient, or vendor  

28. Use of obscene, abusive, or threatening language and/or gestures 

29. Theft or misappropriation of property from co-workers, patients, ONS or customers of ONS  

30. Misuse, abuse, or destruction of ONS property 

31. Gambling on ONS property 

32. Discrimination based on any protected characteristic under State and or Federal law 

33. Deliberate concealment of another employee’s misconduct 

34. Posting, removing, or defacing notices, signs, or writings on ONS property permission 

35. Embezzlement/theft of any money or property belonging to ONS 

36. Failure to adhere to the rules of operation or conduct established by ONS 

 
ONS policies and procedures are in place to provide safe, quality care to our patients. They reflect 
accepted practices known at the time and are revised as necessary when new knowledge is available on 
the subject.  
 
HARASSMENT & SEXUAL HARASSMENT 
 
ONS will endeavor to maintain a work environment that nourishes respect for the dignity of each 
individual.  This policy is adopted in furtherance of that tradition. 
 
It is against the policies of ONS for any employee to harass another person because of the person’s sex, 
race, color, religion, national origin, age, disability, sexual orientation, marital status, or other 
characteristic protected by law.  Actions, words, jokes, or comments based on such characteristics will not 
be tolerated.  Harassment of any kind will lead to disciplinary action up to and including termination of 
employment. 
 
Sexual harassment is defined as unwanted sexual advances or visual, verbal, or physical conduct of a 
sexual nature. This definition includes many forms of offensive behavior and includes gender-based 
harassment of a person of the same sex as the harasser. Unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) 
submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 
employment; (2) submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individual; or (3) such conduct has the purpose or effect of 
unreasonably interfering with an individual’s work performance or environment. 
 
Bullying comes in many forms but normally involves any repeated behavior meant to intimidate, 
humiliate, or degrade another individual. A few examples of behavior that may be considered bullying are 
alienating or isolating an employee, harassing or intimidating an employee, or providing an employee with 
unreasonable or impossible work assignments, as well as any form of verbal abuse such as name calling, 
etc.  
 
Any employee who believes that he or she is being unlawfully harassed or bullied should immediately 
contact their manager or Human Resources.  Such behavior will not be tolerated and is grounds for 
immediate termination. 
 



All complaints of harassment will be promptly, thoroughly, and discreetly investigated and, where 
necessary, appropriate corrective action will be taken.  To the extent possible, your confidentiality and 
that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. When 
the investigation is completed, you will be informed of the outcome of the investigation.  Any person 
found to have unlawfully harassed or bullied another employee will be subject to appropriate disciplinary 
action, up to and including discharge. 
 
Note: To read the complete Sexual Harassment Prevention Policy, please refer to the Sexual Harassment 
Prevention CT Policy if you are a Connecticut based employee or the Sexual Harassment Prevention NY 
Policy if you are a New York based employee.  
 
 

 


