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SECTION: HUMAN RESOURCES
AREA:
EMPLOYEE RELATIONS
SUBJECT: BASIC CODE OF CONDUCT
PURPOSE
This policy outlines the general guidelines of UAMS’ expectations for governing employee
conduct. Appropriate disciplinary measures should be taken in cases where there have been
violations of this Code of Conduct. Supervisors with questions about appropriate disciplinary
steps should contact the Office of Human Resources.
SCOPE
This policy applies to all UAMS employees.
POLICY
This code communicates general guidelines for appropriate conduct for all UAMS Employees.
Interpersonal Relations:
1.

Employees must refrain from using abusive, provocative or profane language, and should
avoid creating or being party to a disturbance or physical violence.

2.

Employees should observe the principle of mutual respect in their contacts with patients,
visitors and students, and in their working relationships with faculty and other employees.

3.

Employees should not engage in horseplay, scuffling, running, throwing objects, or
immoral or indecent behavior on the University premises.

4.

Employees should not have other employees or guests visit them in their work areas for
non-work related purposes.

Workplace Bullying:
UAMS does not tolerate workplace bullying behavior, whether intentional or unintentional.
Workplace bullying is behavior that creates an abusive work environment for an employee or
employees. Bullying behavior is behavior in the workplace that a reasonable person would find
hostile, offensive, and not related to an employer’s legitimate business interests. Workplace
bullying can include group bullying, peer to peer bullying, supervisor to subordinate bullying,
and situations when a subordinate employee subjects a supervisory-level employee to bullying.

These acts may occur as a single, severe incident or repeated incidents, and may include, but are
not necessarily limited to the following:
1.

Physical bullying includes pushing, shoving, kicking, poking, and/or tripping another,
assault or threat of a physical assault and damage to a person’s work area, work product, or
property.

2.

Verbal bullying includes: (i) slandering, ridiculing, insulting or maligning a person or his
or her family; (ii) persistent name calling that is hurtful, insulting, or humiliating; (iii)
using a person as the butt of jokes; or (iv) abusive and offensive remarks.

3.

Nonverbal bullying includes directing threatening gestures toward a person or invading
personal space after being asked to move or step away.

4.

Cyberbullying includes bullying an individual using any electronic format, including but
not limited to, the Internet, interactive and digital technologies, or mobile phones.

5.

Exclusion includes socially or physically isolating, excluding, or disregarding a person in
work-related activities.

Social Media:
1.

Employees should refrain from using social media while on work time and using UAMS
equipment, unless it is work-related as authorized by your manager. Do not use UAMS
email addresses to register on social networks, blogs or other online tools utilized for
personal use. Examples include but are not limited to Facebook, Twitter, YouTube,
Instagram, Pinterest, LinkedIn, Flickr, Foursquare, Vimeo, Blogs, and Snapchat.

2.

Employees are expected to protect patient privacy at all times when using personal or
professional social media platforms.

3.

Employees are expected to adhere to HIPAA regulations, federal regulations and UAMS
policies to ensure the privacy and security of protected health information (PHI) as well as
the hospital’s proprietary business.

4.

UAMS expects employees to use good judgment when posting on social media sites. An
employee’s social media activity that violates this Basic Code of Conduct or other UAMS
policies may subject the employee to disciplinary action in accordance with UAMS
Administrative Guide Policy 4.4.02, Employee Discipline up to and including termination.

Physical Appearance and Presentation:
1.

Employees, in certain positions, must wear prescribed uniforms while on duty. Department
directors are responsible for informing employees of specific requirements.
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2.

Employees are expected to come to work clean, neat and also wearing attire appropriate for
the work environment. Employees should be mindful and not wear excessive fragrances
and extreme hair color/styles.

3.

Employees are expected to wear their identification badges while on duty. Badges are to
be clearly visible and worn above the waist. Employees must remove their identification
badges when not in an official work capacity.

4.

Employees must not report to work or be on the University premises if smelling of alcohol
or under the influence of intoxicating liquor or controlled substances not prescribed by a
physician.

5.

Employees, when purporting to represent the University, must accurately and honestly
represent themselves and their positions to patients, visitors, students, other employees and
the general public, and must not use another employee's identification badge.

6.

Employees who are not on duty should not be on the University premises, except for valid
reasons.

Job Duties and Functions:
1.

Employees must follow, within the definitions of the job description, all oral (other duties
as assigned) and posted work assignments.

2.

Employees must discuss patient and employee information in private and only with
authorized personnel.

Attendance:
1.

Employees must maintain regular and punctual attendance. Departments should follow the
established Attendance Policy in their department for reporting absenteeism from work.

2.

Employees must obtain permission from their supervisors when it becomes necessary to
leave their work areas during working hours.

3.

Employees are expected, whenever possible, to respond to work assignments outside of
regularly scheduled hours as it may be necessary to provide essential staffing or support
services.

Maintaining Records:
1.

Employees must accurately record their working time, and employees may not record
work time of other employees. If done inappropriately, this can be grounds for immediate
dismissal.
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2.

Employees must not enter inaccurate or false information on any University or hospital
records, including patient records, time records, employment applications or other
personnel records. This can be grounds for immediate dismissal.

Health and Safety:
1.

Employees are not allowed to smoke on UAMS property. UAMS is a Smoke-Free
Campus.

2.

Employees are strictly forbidden from sleeping on the job, except for when in an on-call
status.

3.

Employees are expected to know and observe established fire and emergency procedures.

4.

Employees should use only authorized University entrances and exits.

5.

Employees must observe safe work practices and follow all published safety rules.

Property Access and Use Privileges:
1.

Employees are expected to use the internet for business purposes only. Disciplinary
action will be taken for any inappropriate use.

2.

UAMS telephones, fax machines and other telecommunication devices are intended for
official business transactions and should not be used for personal reasons, except in cases
of an urgent nature. The use of personal cellular telephones and other electronic devices
should be limited to where there is no interference with completion of job duties and
responsibilities.

3.

Employees must always use or operate University property and equipment in a safe and
proper manner. Making equipment inoperative or failing to use safety devices can result in
injuries to employees or others.

4.

Employees should use UAMS property for authorized purposes only.

5.

Employees should assist in keeping University equipment, buildings and grounds clean,
orderly and in good condition, and should avoid creating or contributing to unsanitary or
unsightly conditions.

Solicitations:
1.

Employees may engage in solicitation and/or distribution of printed or written material or
posting and/or removal of notices or signs only when permitted or authorized in advance
to do so.
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2.

Employees should refer to Administrative Guide Policy 4.4.09, Ethical Conduct/Gift
Policy, regarding gratuities, gifts or personal favors from vendors, patients or visitors.

Campus Police and Security Measures:
1.

Employees finding property on the University premises must deliver such property to the
Campus Police Department ((501) 686-7777) where a lost and found service is provided.

2.

Employees must make all packages, handbags, purses, tote bags, briefcases, shopping
bags or other containers being brought into or taken from the University buildings
available for inspection upon request by supervisors or the Campus Police Department.

3.

Employees must not, under any circumstances, bring unauthorized firearms or weapons
of any kind onto the University premises.

4.

Employees must not commit any criminal act on the University premises, or against
patients, visitors, students or fellow employees.

5.

Employees are strictly forbidden from stealing, misappropriating or removing from
University premises any property belonging to patients, visitors, students, contractors, or
other employees of the University. This includes the removal of any University property
that has been discarded and sample products.

REFERENCE
UAMS Administrative Guide Policy 3.1.03, Telephone Use Policy
UAMS Administrative Guide Policy 11.4.01, Incident/Injury Reporting
UAMS Administrative Guide Policy 11.4.15, Unsafe Equipment and Furniture
UAMS Administrative Guide Policy 3.1.01, Smoking/Tobacco Use Policy
UAMS Administrative Guide Policy 4.4.02, Employee Discipline
UAMS Administrative Guide Policy 4.4.09, Ethical Conduct/Gift Policy
UAMS Administrative Guide Policy 11.3.07, Workplace Violence Prevention Plan
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