TMF’s Title VI Compliance

Introduction: The Tennessee Medical Foundation provides the following provisions in its
employee policy handbook for civil rights compliance. All employees are provided a copy of the
handbook and are aware of their individual rights under this Title thanks, in part, to our posting
of anti-discrimination provisions in our workroom. (We also ensure that our overtime and leave
policies comply with both the Fair Labor Standards Act of 1938, and that there is compliance with
the Immigration Reform and Control Act of 1986 and the Americans With Disabilities Act.)

TMF welcomes any additional suggestions that the Department of Health may have for buttressing
the policies we have in place to ensure compliance with all Civil Rights laws.

TMF Policy Handbook Highlights:
Immigration Law Compliance

The TMF is committed to employing only United States citizens and aliens who are authorized
to work in the United States and does not unlawfully discriminate on the basis of citizenship or
national origin. In compliance with the Immigration Reform and Control Act of 1986, each new
employee, as a condition of employment, must complete the Employment Eligibility Verification
Form 1-9 and present documentation establishing identity and employment eligibility.

Employees with questions or seeking more information on immigration law issues are
encouraged to contact the Office Administrator. Employees may raise questions or complaints
about immigration law compliance without fear of reprisal. [p. 2.]

Equal Employment Opportunity

In order to provide equal employment and advancement opportunities to all individuals,
employment decisions at the TMF will be based on merit, qualifications, and abilities. The TMF
does not discriminate in employment opportunities or practices on the basis of race, color,
religion, sex, sexual orientation, national origin, age, or any other characteristic protected by law.

This policy governs all aspects of employment, including selection, job assignment,
compensation, discipline, termination, and access to benefits and training.

Any employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to the attention of their immediate supervisor or the Office
Administrator. Employees can raise concerns and make reports without fear of reprisal. Anyone
found to be engaging in any type of unlawful discrimination will be subject to disciplinary
action, up to and including termination of employment. [pp. 2-3.]

Business Ethics and Conduct

The successful charitable operation and reputation of the TMF is built upon the principles of fair
dealing and ethical conduct of our employees. Our reputation for integrity and excellence



requires careful observance of the spirit and letter of all applicable laws and regulations, as well
as a scrupulous regard for the highest standards of conduct and personal integrity.

The continued success of the TMF is dependent upon our public’s trust and we are dedicated to
preserving that trust. Employees owe a duty to the TMF, its clientele and donors to act in a way
that will merit the continued trust and confidence of the public.

The TMF will comply with all applicable laws and requlations and expects its officers and
employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws
and to refrain from any illegal, dishonest, or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you with
respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the
proper course of action, you should discuss the matter openly with your immediate supervisor
and, if necessary, with the Office Administrator for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every TMF
employee. Disregarding or failing to comply with this standard of business ethics and conduct
could lead to disciplinary action, up to and including possible termination of employment.

Workplace Violence Prevention

The TMF is committed to preventing workplace violence and to maintaining a safe work
environment. Given the increasing violence in society in general, the TMF has adopted the
following guidelines to deal with intimidation, harassment, or other threats of (or actual)
violence that may occur during business hours or on its premises.

All employees, including supervisors and temporary employees, should be treated with courtesy
and respect at all times. Employees are expected to refrain from fighting or other conduct that
may be dangerous to others. Firearms, weapons, and other dangerous or hazardous devices or
substances are prohibited from the premises of the TMF without proper authorization.

Conduct that threatens, intimidates, or coerces another employee, a client, a physician visitor, or
a member of the public at any time, including off-duty periods, will not be tolerated. This
prohibition includes all acts of harassment, including harassment that is based on an individual’s
age, race, sex, sexual orientation, or any characteristic protected by federal or Tennessee law.

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible
to your immediate supervisor or any other member of management. This includes threats by
employees, as well as threats by clients, physician visitors, vendors, solicitors, or other members
of the public. When reporting a threat of violence, you should be as specific and detailed as
possible.

The TMF will promptly and thoroughly investigate all reports of threats of (or actual) violence
and of suspicious individuals or activities. The identity of the individual making a report will be
protected as much as is practical.




Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in
violation of these guidelines will be subject to prompt disciplinary action up to and including
termination of employment.

The TMF encourages employees to bring their disputes or differences with other employees to
the attention of their supervisors or the Office Administrator before the situation escalates into
potential violence. The TMF is eager to assist in the resolution of employee disputes, and will
not discipline employees for raising such concerns. [pp. 6-7].

Employee Conduct and Work Rules

To ensure orderly operations and provide the best possible work environment, the TMF expects
employees to follow rules of conduct that will protect the interests and safety of all employees
and the organization.

It is not possible to list all the forms of behavior that are considered unacceptable in the
workplace. The following are examples of infractions of rules of conduct that may result in
disciplinary action, up to and including termination of employment:

. Theft or inappropriate removal or possession of property

. Falsification of timekeeping records

) Working under the influence of alcohol or illegal drugs

. Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace
or while on duty

. Fighting or threatening violence in the workplace

. Negligence or improper conduct leading to damage of employer-owned or customer-
owned property

. Insubordination or other disrespectful conduct

. Sexual or other unlawful or unwelcome harassment

. Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace

. Excessive absenteeism or any absence without notice

. Violation of personnel policies

. Unsatisfactory performance or conduct [p. 7].

Life-Threatening IlInesses

Employees with life-threatening illnesses, such as AIDS, cancer, and heart disease often wish to
continue their normal pursuits, including work, to the extent allowed by their condition. The
TMF supports these endeavors as long as employees are able to meet acceptable performance
standards. As in the case of other disabilities, the TMF 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. The TMF will take



reasonable precautions to protect such information from inappropriate disclosure. Managers 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 and including termination of employment.

Employees with questions or concerns about life-threatening illnesses are encouraged to contact
the Office Administrator for information and referral to appropriate services and resources. [p. 7-
8].

Computer and E-mail Usage

Computers, computer files, the e-mail system, and software furnished to employees are TMF
property intended for business use. Employees should not use a password, access a file, or
retrieve any stored communication without authorization. To ensure compliance with this
policy, computer and e-mail usage may be monitored.

Because the TMEF is sensitive to the ‘legitimate privacy rights of employees,’ every effort will be
made to attempt to undertake workplace monitoring in an ethical and respectful manner.

The TMF strives to maintain a workplace free of harassment and maintain sensitivity to the
diversity of its employees. Therefore, the TMF prohibits the use of computers and the e-mail
system in ways that are disruptive, offensive to others, or harmful to morale.

For example, the display or transmission of sexually explicit images, messages, and cartoons is
not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-
color jokes, or anything that may be construed as harassment or showing disrespect for others.

E-mail may not be used to solicit others for commercial ventures, religious or political causes,
outside organizations, or other non-business matters.

The TMF purchases and licenses the use of various computer software for business purposes and
does not own the copyright to this software or its related documentation. Unless authorized by
the software developer, the TMF does not have the right to reproduce such software for use on
more than one computer. Employees may only use software on local area networks or on
multiple machines according to the software license agreement. The TMF prohibits the illegal
duplication of software and its related documentation.

Employees should notify their immediate supervisor, the Office Administrator or any member of
management upon learning of violations of this policy. Employees who violate this policy will
be subject to disciplinary action, up to and including termination of employment. [p. 10].

Internet Usage
Internet access to global electronic information resources on the World Wide Web is provided by

the TMF to assist employees in obtaining work-related data and technology. The following
guidelines have been established to help ensure responsible and productive Internet usage.



While Internet usage is intended for job-related activities, incidental and occasional brief
personal use is permitted within reasonable limits.

All Internet data that is composed, transmitted, or received via our computer communications
systems is considered to be part of the official records of the TMF. Beyond the content of peer
review and medical related information, some information so transmitted or received may be
subject to disclosure to law enforcement or other third parties. Consequently, employees should
always ensure that the business information contained in Internet e-mail messages and other
transmissions is accurate, appropriate, ethical, and lawful.

The equipment, services, and technology provided to access the Internet remain at all times the
property of the TMF. As such, the TMF reserves the right to monitor Internet traffic, and retrieve
and read any data composed, sent, or received through our online connections and stored in our
computer systems.

Data that is composed, transmitted, accessed, or received via the Internet must not contain
content that could be considered discriminatory, offensive, obscene, threatening, harassing,
intimidating, or disruptive to any employee or other person. Examples of unacceptable content
may include, but are not limited to, sexual comments or images, racial slurs, gender specific
comments, or any other comments or images that could reasonably offend someone on the basis
of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or
any other characteristic protected by law.

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or
patented material on the Internet is expressly prohibited. As a general rule, if an employee did
not create material, does not own the rights to it, or has not gotten authorization for its use, it
should not be put on the Internet.

Internet users should take the necessary anti-virus precautions before downloading or copying
any file from the Internet. All downloaded files are to be checked for viruses; compressed files
are to be checked before and after decompression.

Abuse of the Internet access provided by the TMF in violation of law or the TMF policies will
result in disciplinary action, up to and including termination of employment. Employees may
also be held personally liable for any violations of this policy. The following behaviors are
examples of previously stated or additional actions and activities that are prohibited and can
result in disciplinary action:

e Sending or posting discriminatory, harassing, or threatening messages or images

e Using the organization’s time and resources for personal gain

e Stealing, using, or disclosing someone else’s code or password without authorization

e Copying, pirating, or downloading software and electronic files without permission

e Sending or posting confidential material, trade secrets, or proprietary information outside of
the organization

e Violating copyright law

e Failing to observe licensing agreements




e Engaging in unauthorized transactions that may incur a cost to the organization or initiate
unwanted Internet services and transmissions

e Sending or posting messages or material that could damage the organization’s image or
reputation

e Sending or posting messages that defame or slander other individuals

e Attempting to break into the computer system of another organization or person

e Sending or posting chain letters, solicitations, or advertisements not related to business
purposes or activities

e Using the Internet for political causes or activities, religious activities, or any sort of gambling
¢ Jeopardizing the security of the organization’s electronic communications systems

e Passing off personal views as representing those of the organization

e Sending anonymous e-mail messages

e Engaging in any other illegal activities [pp. 11-12].

Sexual and Other Unlawful Harassment

The TMF is committed to providing a work environment that is free from all forms of
discrimination and conduct that can be considered harassing, coercive, or disruptive, including
sexual harassment. Actions, words, jokes, or comments based on an individual’s sex, race, color,
national origin, age, religion, disability, sexual orientation, or any other legally protected
characteristic will not be tolerated.

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. The following is a partial
list of sexual harassment examples:

Unwanted sexual advances.
Offering employment benefits in exchange for sexual favors.
Making or threatening reprisals after a negative response to sexual advances.

) Visual conduct that includes leering, making sexual gestures, or displaying of sexually
suggestive objects or pictures, cartoons or posters.

) Verbal conduct that includes making or using derogatory comments, epithets, slurs, or
jokes.

o Verbal sexual advances or propositions.

) Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body,

sexually degrading words used to describe an individual, or suggestive or obscene letters, notes,
or invitations.

) Physical conduct that includes touching, assaulting, or impeding or blocking movements.
Unwelcome sexual advances (either verbal or physical), 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 employment; (2)
submission or rejection of the conduct is used as a basis for making employment decisions; or,
(3) the conduct has the purpose or effect of interfering with work performance or creating an
intimidating, hostile, or offensive work environment.




If you experience or witness sexual or other unlawful harassment in the workplace, report it
immediately to your supervisor. If the supervisor is unavailable or you believe it would be
inappropriate to contact that person, you should immediately contact the Office Administrator or
any other member of management. You can raise concerns and make reports without fear of
reprisal or retaliation.

All allegations of sexual harassment will be quickly and discreetly investigated. 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 supervisor or manager who becomes aware of possible sexual or other unlawful harassment
must immediately advise the Office Administrator or any member of management so it can be
investigated in a timely and confidential manner. Anyone engaging in sexual or other unlawful
harassment will be subject to disciplinary action, up to and including termination of employment.

Progressive Discipline

The purpose of this policy is to state the TMF’s position on administering equitable and
consistent discipline for unsatisfactory conduct in the workplace. The best disciplinary measure
is the one that does not have to be enforced and comes from good leadership and fair supervision
at all employment levels.

The TMF’s own best interest lies in ensuring fair treatment of all employees and in making
certain that disciplinary actions are prompt, uniform, and impartial. The major purpose of any
disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for
satisfactory service in the future.

Although employment with the TMF is based on mutual consent and both the employee and the
TMF have the right to terminate employment at will, with or without cause or advance notice,
the TMF may use progressive discipline at its discretion.

Disciplinary action may call for any of four steps - verbal warning, written warning, suspension
with or without pay, or termination of employment - depending on the severity of the problem
and the number of occurrences. There may be circumstances when one or more steps are
bypassed. Progressive discipline means that, with respect to most disciplinary problems, these
steps will normally be followed: a first offense may call for a verbal warning; a next offense may
be followed by a warning; another offense may lead to a suspension; and, still another offense
may then lead to termination of employment. If more than 12 months have passed since the last
disciplinary action, the process will normally start over.

The TMF recognizes that there are certain types of employee problems that are serious enough to
justify either a suspension or, in extreme situations, termination of employment, without going
through the usual progressive discipline steps.



By using progressive discipline, we hope that most employee problems can be corrected at an
early stage, benefiting both the employee and the TMF.
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