
 
 

 

 
 

Texas Orthopaedic Association  
Employee Handbook 

Issue Date: October 1, 2008 
Revision Date: October 15, 2013 

Version Number: 2013 
 

 
 

 
 

 
 

 
 
 

 
 
  



INTRODUCTORY STATEMENT 
 

This Handbook is designed to acquaint you with TOA and provide you with information 
about working conditions, employee benefits, and some of the policies affecting your employment.  
Most of the policies in this Handbook have been derived and implemented successfully by the 
Texas Medical Association.  We thank them for their contribution.   
 

This Handbook is not a contract and is not intended to create any contractual or legal 
obligations. You should read, understand, and comply with all provisions of the Handbook. It 
describes many of your responsibilities as an employee and outlines the programs developed by 
TOA to benefit employees. One of our objectives is to provide a work environment that is 
conducive to both personal and professional growth. 
 

No Handbook can anticipate every circumstance or question about policy. As TOA 
continues to grow, the need may arise and TOA reserves the right to revise, supplement, or rescind 
any policies or portion of the Handbook from time to time as it deems appropriate, in its sole and 
absolute discretion. The only exception is our employment-at-will policy permitting you or TOA 
to end our relationship for any reason at any time. The employment-at-will policy cannot be 
changed except in a written agreement signed by both you and the Executive Director of TOA. 
Employees will, of course, be notified of such changes to the Handbook as they occur. 
 

Members are among our association’s most valuable assets. Every employee represents 
TOA to our members and the public. The way we do our jobs presents an image of our entire 
association. Members judge all of us by how they are treated with each employee contact. 
Therefore, one of our first business priorities is to assist any member or potential member. Nothing 
is more important than being courteous, friendly, helpful, and prompt in the attention you give to 
members. 
 

TOA will provide membership relations and services training to all employees with 
extensive member contact. Our personal contact with the public, our manners on the telephone, 
and the communications we send to members are a reflection not only of ourselves, but also of the 
professionalism of TOA. Positive member relations not only enhance the public’s perception or 
image of TOA, but also pay off in greater member loyalty and increased sales and profit. 
 
  



 

 
 

I. GENERAL EMPLOYMENT POLICIES 
 

NATURE OF EMPLOYMENT 
 

Employment with TOA is voluntarily entered into and is “at-will,” which means that the 
employee is free to resign at will at any time, with or without notice or cause. Similarly, TOA may 
terminate the employment relationship at any time, with or without notice or cause, so long as 
there is no violation of applicable federal or state law.  No one has the authority to make verbal 
statements that change the at-will nature of employment, and the at-will relationship cannot be 
changed or modified for any employee except in a written agreement signed by that employee and 
the President of TOA. 
 

Policies set forth in this Handbook are not intended to create a contract, nor are they to be 
construed to constitute contractual obligations of any kind or a contract of employment between 
TOA and any of its employees. The provisions of the Handbook have been developed at the 
discretion of management and, except for its policy of employment-at-will, may be amended or 
cancelled at any time, at TOA’s sole discretion. 
 

These provisions supersede all existing policies and practices and may not be amended or 
added to without the express written approval of the Executive Director or person designated by 
the Chairperson of the TOA Board of Directors. 
 

EMPLOYEE RELATIONS 
 

TOA believes that the work conditions, wages, and benefits it offers to its employees are 
competitive with those offered by other employers in this area and in this industry. If employees 
have concerns about work conditions or compensation, they are strongly encouraged to voice these 
concerns openly and directly to the Executive Director.  Our experience has shown that when 
employees deal openly and directly with HR representative, the work environment can be 
excellent, communications can be clear, and attitudes can be positive. We believe that TOA amply 
demonstrates its commitment to employees by responding effectively to employee concerns. 
 

EQUAL EMPLOYMENT OPPORTUNITY 
 

TOA does not unlawfully discriminate in employment opportunities or practices on the 
basis of race, color, religion, sex, national origin, age, disability, ancestry, medical conditions, 
family care status, sexual orientation, or any other basis prohibited by law. 

 
ANTI-HARASSMENT POLICY 

 
 It is TOA’s policy to prohibit any type of unlawful discrimination or harassment which 
creates an intimidating, hostile, or offensive work environment for our employees including, but 
not limited to, verbal, visual or physical conduct that discriminates on the basis of: sex, religion, 
race, age, national origin, disability, or color.  Such conduct has no place at TOA and will not be 
permitted. 
 

PROHIBITED CONDUCT 



 

 
 

 
Conduct prohibited under this Policy includes, but is not limited to: 

 
• Unwelcome sexual advances, requests for sexual favors or activities and other 

verbal or physical conduct of a sexual nature that is made explicitly or implicitly as a term or 
condition of employment, is used as a basis for an employment decision or unreasonably interferes 
with an employee’s work performance or creates an otherwise offensive environment; 
 

• Inappropriate touching of a sexual or abusive nature; 
 

• Offensive jokes, printed or graphic materials, or communications, such as 
whistling, leering, insulting sounds, and/or obscene gestures;  
 
 • In general, ethnic or racial slurs and other verbal or physical conduct relating to a 
person's race, national origin, color, age, disability, military status, marital status, disability, sexual 
orientation, religion, or other protected characteristic constitutes harassment when the conduct 
unreasonably interferes with a person’s performance or creates an intimidating or hostile 
environment and is prohibited; 
 

• Other conduct, depending upon the nature, character, and severity, may also be 
prohibited under this Policy. 
  

REPORTING HARASSMENT 
 

If you believe you have been subject to conduct which violates this Policy or any conduct 
you believe to be unlawful harassment or discrimination, you should take the following steps: 
 

• Immediately report such conduct to the Executive Director.  If you feel 
uncomfortable reporting to the Executive Director, please report such conduct to the chairperson 
of the TOA board.   
 
 • This policy extends to actions by co-workers, members of management, vendors, 
clients, or any other person who regularly or intermittently interacts with your workplace.    
 

• Keep in mind that reporting harassment to anyone other than the individuals 
identified above does not meet the requirement of this Policy.   
 
 TOA will carefully investigate all claims of harassment in a confidential and objective 
manner.  It is TOA’s policy to listen to any reasonable complaint, promptly investigate it, and take 
corrective action where appropriate.  If TOA determines that this policy has been violated, it will 
take appropriate corrective and disciplinary action.  That action may or may not include 
termination of employment and will at all times be left to the discretion of TOA.  The results of an 
investigation under this policy and any corrective action taken are strictly confidential. 
 
 
 

NO RETALIATION 



 

 
 

 
 Employees can raise concerns and make reports without fear of reprisal.  TOA prohibits 
any form of retaliation against any employee for filing a legitimate complaint under this Policy or 
for assisting in a complaint investigation.  However, if, after investigating any complaint of 
harassment or unlawful discrimination, it is determined that the complaint is not legitimate or that 
an employee has provided false information regarding the complaint, disciplinary action may be 
taken against the individual who filed the complaint or gave the false information. 
 

BUSINESS ETHICS AND CONDUCT 
 

The successful business operation and reputation of TOA are 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 the 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 TOA is dependent upon our members’ trust and we are dedicated 
to preserving that trust. Employees owe a duty to TOA, its members, and its shareholders to act in 
a way that will merit the continued trust and confidence of the public. 
 

TOA will comply with all applicable laws and regulations and expects its directors, 
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, the matter should be discussed openly with your immediate HR 
representative. 
 

Compliance with this policy of business ethics and conduct is the responsibility of every 
TOA 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. 
 

PERSONAL RELATIONSHIPS IN THE WORKPLACE 
 

The employment of relatives or individuals involved in a dating relationship in the same 
area of an association may cause serious conflicts and problems with favoritism and employee 
morale. In addition to claims of partiality in treatment at work, personal conflicts from outside the 
work environment can be carried over into day-to-day working relationships. 
 

TOA also reserves the right to take prompt action if an actual or potential conflict of interest 
arises involving relatives or individuals involved in a dating relationship who occupy positions at 
any level (higher or lower) in the same line of authority that may affect the review of employment 
decisions. 
 

Employees in a close personal relationship should refrain from public workplace displays 
of affection or excessive personal conversation. 
 



 

 
 

CONFLICTS OF INTEREST 
 

Employees have an obligation to conduct business within guidelines that prohibit actual or 
potential conflicts of interest. This policy establishes only the framework within which TOA 
wishes the business to operate. The purpose of these guidelines is to provide general direction so 
that employees can seek further clarification on issues related to the subject of acceptable standards 
of operation. Contact the Executive Director for more information or questions about conflicts of 
interest. 
 

An actual or potential conflict of interest occurs when an employee is in a position to 
influence a decision that may result in a personal gain for that employee or for a relative as a result 
of TOA’s business dealings. For the purposes of this policy, a relative is any person who is related 
by blood or marriage or whose relationship with the employee is similar to that of persons who are 
related by blood or marriage. 
 

No “presumption of guilt” is created by the mere existence of a relationship with outside 
firms. However, if employees have any influence on transactions involving purchases, contracts, 
or leases, it is imperative that they disclose to an officer of TOA as soon as possible the existence 
of any actual or potential conflict of interest so that safeguards can be established to protect all 
parties. 
 

Personal gain may result not only in cases where an employee or relative has a significant 
ownership in a firm with which TOA does business, but also when an employee or relative receives 
any kickback, bribe, substantial gift, or special consideration as a result of any transaction or 
business dealings involving TOA. 

 
NON-DISCLOSURE 
 
The protection of confidential business information and trade secrets is vital to the interests 

and the success of TOA. Such confidential information includes, but is not limited to, the following 
examples: 
• acquisitions 
• computer processes 
• computer programs and codes 
• member lists 
• member preferences 
• financial information 
• investments 
• marketing strategies 

• new materials research 
• partnerships 
• pending projects and proposals 
• proprietary production processes 
• research and development strategies 
• technological data 
• technological prototypes 

 
All employees may be required to sign a non-disclosure agreement as a condition of 

employment. Employees who improperly use or disclose trade secrets or confidential business 
information will be subject to disciplinary action, up to and including termination of employment 
and legal action, even if they do not actually benefit from the disclosed information. 
 
II. COMPENSATION 



 

 
 

 
WORK SCHEDULES 

 
Work schedules for employees vary throughout our association. 8:00 a.m. to 5:00 p.m. (or 

8:30 a.m. - 5:30 p.m.) is a standard workday. The Executive Director will advise employees of 
their individual work schedules. Staffing needs and operational demands may necessitate 
variations in starting and ending times, as well as variations in the total hours that may be scheduled 
each day and week. 
 

PAYDAYS 
 

All employees are paid monthly on the last day of the month. Each paycheck will include 
earnings for all work performed through the end of the previous payroll period.  In the event that 
a regularly scheduled payday falls on a day off, such as a weekend or holiday, employees will 
receive pay on the last day of work before the regularly scheduled payday. 
 

OVERTIME POLICY 
 
 From time to time you may be asked to work more than forty (40) hours per week 
(overtime) to meet the needs of our business.  Employees may only work overtime with prior 
approval of the Executive Director.  Although you will be paid for any overtime you work, working 
unauthorized overtime will result in discipline up to and including termination.  There may be 
some occasions when working overtime will be necessary.  In those situations, we will provide 
you with as much advance notice as possible.  If asked to work overtime and you refuse, you may 
be disciplined up to and including termination.   
  

WAGE DEDUCTIONS 
 
 Certain deductions may be made from time to time from an employee’s wages for reasons 
required or allowed by state or federal law.  All employees are expected to sign a Wage Deduction 
Authorization Agreement to allow such deductions to be made.   
  

WAGE OVERPAYMENTS  
 

In the unlikely event that there is an error in the amount of pay, employees should promptly 
bring the discrepancy to the attention of your supervisor so that corrections can be made as quickly 
as possible.  If an employee has been underpaid, TOA will pay the employee the difference as soon 
as possible.  If an employee has been paid in excess of what he or she has earned, the employee 
will need to return the overpayment to TOA as soon as possible.  No employee is entitled to retain 
any pay in excess of the amount he or she has earned according to the agreed-upon rate of pay.  If 
a wage overpayment occurs, the overpayment will be regarded as an advance of future wages 
payable and will be deducted in whole or in part from the next available paycheck(s) until the 
overpaid amount has been fully repaid.  All employees are expected to sign a Wage Deduction 
Authorization Agreement to allow such deductions to be made. 
 



 

 
 

III. EMPLOYEE BENEFITS  
 
 HOLIDAYS 
 
 TOA typically observes the holidays listed below: 

 
New Year’s Day  
Martin Luther King, Jr. Day  
Memorial Day  
Independence Day  
Labor Day  
Thanksgiving & the following Friday 

 
Christmas  
New Year’s Eve  
Other holidays may be observed at the 
discretion of the Executive Director.  
 

 
 VACATION 
 
 Regular, full-time employees are allowed up to ten (10) days of paid vacation per year after 
completing one year of employment.  After the third year of employment, regular, full-time 
employee are allowed up to 15 days of paid vacation.  
 

RULES ABOUT VACATIONS/TAKING VACATIONS 
 

Accrued vacation days must be taken during the calendar year in which they are earned.  
They do not carry over from year to year.    

 
TOA does not pay for vacation days which are not taken.   
 
Accrued but unused vacation days are not paid upon termination of employment. 
 
Vacation days must be scheduled at the mutual convenience of management and the 

employee.  Employees should request vacation days as far in advance as possible.  TOA reserves 
the right to deny vacation days on certain dates due to the demands of the business.  Vacation days 
must be taken in increments of not less than one-full day.  Once scheduled, vacation days may 
only be changed with the approval of your supervisor.  

 
When a holiday falls during a scheduled vacation, it is not counted as a vacation day.  

Vacation days cannot be taken in advance of being earned.  
 
Employees are not excused early on the last business day prior to a vacation.  

 
TIME OFF TO VOTE 

 
TOA encourages employees to fulfill their civic responsibilities by participating in 

elections. Generally, employees are able to find time to vote either before or after their regular 
work schedule. If employees are unable to vote in an election during their nonworking hours, TOA 
will grant up to two hours of paid time off to vote.  Employees must submit a voter’s receipt on 
the first working day following the election to qualify for paid time off. 



 

 
 

 
LEAVES OF ABSENCE 

 
 TOA recognizes that there are times when you may require a leave of absence from work.  
This policy is intended to explain the terms under which you may be granted a leave of absence. 
 

GENERAL RULES REGARDING LEAVE 
 
 The following general rules pertain to all leaves of absence granted by TOA, except where 
specifically stated otherwise: 
  

• TOA may approve or disapprove of any request for leave of absence except those 
required by law.  The validity of the need for leave, past and potential future 
performance, and your attitude will be reviewed carefully in considering leave of 
absence requests.   

• Unless written, advance notice is not possible, such as in cases of medical emergency, 
a leave of absence request must be made in advance, in writing, to your supervisor, 
except that your supervisor may make the request for you in the event you are unable 
to do so.   

• All leaves of absence, unless otherwise indicated, are without pay.   
• Employees on leave of absence are not entitled to holiday pay for those holidays falling 

during the leave.   
• TOA is under no obligation to hold your job open for you while you are on leave of 

absence.  When you are ready to return from your leave, we will attempt to place you 
in the same position you occupied before the leave.  When that is not possible, you will 
be placed in the first available job for which you are qualified.  If no job for which you 
are qualified is available when you return from leave, you will be placed back on leave 
of absence until such time as a job for which you are qualified becomes available or 
the expiration of two weeks (10 work days), whichever occurs first.  If you are offered 
a job for which you are qualified and accept it, you will be paid at the rate set by TOA, 
Inc. for that job.  If you are offered a job for which you are qualified and refuse it, you 
will be considered to have voluntarily terminated your employment. 

• If you fail to return to work at the expiration of your leave of absence, you will be 
considered to have voluntarily quit on the date the leave of absence began.  If you have 
additional sick leave and and/or personal leave available at the end of your leave of 
absence, you may use that additional accrued time to extend your leave of absence.  
Your leave of absence may only be extended, however, for the additional amount of 
accrued leave you have available or 10 working days, whichever is less.  Therefore, no 
leave of absence may extend beyond 20 working days, including any additional accrued 
days.   

• TOA reserves the right to require written verification from a licensed physician that an 
employee’s medical condition has improved before permitting the employee to return 
to work.  TOA reserves the right to reject any medical excuse or diagnosis offered and 
request independent verification from a licensed physician designated by TOA.  

 
 
TYPES OF LEAVES OF ABSENCE 



 

 
 

 
 Leaves of absence may be requested in the following circumstances: 
 
 BEREAVEMENT LEAVE 
 
 You may request a leave of absence with pay of up to three (3) workdays in case of death 
in your immediate family (parent, parent-in-law, brother, sister, spouse, child, or legal guardian).  
Leaves for the death of other family members will be determined on an individual basis. 

 
JURY DUTY 

  
If summoned to jury duty, you will be granted a leave of absence for the duration of such 

duty.  Please provide your jury summons to your supervisor immediately after you receive it so 
that scheduling arrangements can be made. 
 

PAID SICK LEAVE 
 
TOA provides 12 paid sick leave days per year to regular, full-time employees for periods 

of temporary absence due to illnesses or injuries.  Paid sick leave must be used in minimum 
increments of one day. An eligible employee may use sick leave benefits for an absence due to his 
or her own illness or injury, or that of a child, parent, or spouse of the employee. 

 
Employees who are unable to report to work due to illness or injury should notify the 

Executive Director before the scheduled start of their workday if possible. If an employee is absent 
for three or more consecutive days due to illness or injury, TOA may require a physician’s 
statement verifying the illness or injury and its beginning and expected ending dates. Such 
verification may be requested for other sick leave absences as well and may be required as a 
condition to receiving sick leave benefits. 

 
Sick leave benefits will be calculated based on the employee’s base pay rate at the time of 

absence and will not include any special forms of compensation, such as incentives, commissions, 
bonuses, or shift differentials. 

 
Sick leave benefits are intended solely to provide income protection in the event of illness 

or injury, and may not be used for any other absence. Unused sick leave benefits will not be paid 
to employees while they are employed or upon termination of employment.  Unused paid sick 
leave does not carry over from year to year. 
 
 UNPAID FAMILY/MEDICAL LEAVE   
 

Employees are eligible for five (5) days of Unpaid Family/Medical Leave each year in 
addition to paid sick leave. The general guidelines for use of Unpaid Family/Medical Leave are as 
follows: 

  
● To be eligible Unpaid Family/Medical Leave, you must notify your supervisor by 

the start of your regular shift of your illness and inability to come to work. 
 



 

 
 

● An employee who is absent due to illness or injury may be required to submit a 
doctor’s note upon return. If an employee is absent for three consecutive workdays, 
a doctor’s statement of release is required before the employee may return to work. 

 
● Unpaid Family/Medical Leave may also be used to care for a sick member of your 

immediate family, including your parents, your spouse, or your children. 
 
● Paid Medical Leave will not accrue while an employee is on an unpaid leave of 

absence. 
 

● Time paid for a medical leave does not count as time worked for purposes of 
computing overtime. 

 
● Accrued but unused medical leave will not be carried over to the following year.  

TOA does not pay for accrued but unused medical leave.  
 

● Accrued but unused medical leave will not be paid if an employee leaves the 
employment of TOA. 

 
MATERNITY LEAVE  
 
TOA provides maternity leave without pay to eligible employees who are temporarily 

unable to work due to a pregnancy, childbirth, or related medical conditions. The maximum length 
of maternity leave is twelve (12) weeks.  Employees should make requests for maternity leave to 
the Executive Director at least 30 days in advance of foreseeable events and as soon as possible 
for unforeseeable events. A health care provider’s statement must be submitted verifying the need 
for maternity leave and its beginning and expected ending dates. Any changes in this information 
should be promptly reported to TOA. Employees returning from maternity leave must submit a 
health care provider’s verification of their fitness to return to work and should provide two weeks’ 
notice prior to their return.  

 
MILITARY LEAVE 

 
Leaves of absence without pay for military or Reserve duty are granted to full-time regular 

and part-time regular employees.  If you are called to active military duty or to Reserve or National 
Guard training, or if you volunteer for the same, you should submit copies of your military orders 
to your supervisor as soon as is practicable.  Your eligibility for reinstatement after your military 
duty or training is completed is determined following applicable federal and state laws. 

 
  UNPAID PERSONAL LEAVE 

 
An unpaid personal leave of absence for compelling personal reasons may be granted by 

the Executive Director for up to one week per year.   
 
IV. EMPLOYEE CONDUCT 



 

 
 

 
ATTENDANCE, ABSENTEEISM AND TARDINESS 

 
 Time away from work may be planned, such as a personal legal matter or doctor's 
appointment, or unplanned, such as illness or car trouble.  Regardless of the reason for your 
absence, you are expected to personally notify the Executive Director.  In all instances of planned 
absence, you must notify the Executive Director in advance.  In instances of an unplanned absence 
when advance notification is not possible, you must report your absence within one (1) hour after 
your normal starting time to the Executive Director, unless unusual circumstances make that 
impossible.  Unless prior notice is given to your supervisor that you will be absent for more than 
one day, you are required to notify your supervisor on each day of your absence.  
 
 Failure to report to work for three (3) or more consecutive workdays without proper and 
timely notification will be considered as a voluntary resignation and your employment will be 
terminated.  
 

RULES OF PERSONAL CONDUCT & BEHAVIOR 
 
 We expect employees to abide by all TOA rules and treat their fellow employees with 
courtesy and respect.  Unfortunately, some employees will not always meet the high standards of 
conduct and performance we expect of them.  When this happens, it may become necessary to 
discipline an employee.  Please understand that TOA does not have a progressive discipline 
policy.  We reserve the right to take any disciplinary action, up to and including termination, which 
we deem appropriate under the circumstances of a given situation.  The following list of offenses 
and actions may result in discipline up to and including discharge.  We consider some offenses so 
serious that a violation will result in immediate termination.  Others will subject employees to 
discipline which, depending upon the circumstances, may include immediate termination.  This 
list is not exclusive, but is intended merely to illustrate the types of conduct for which discipline 
may be imposed.  There may be other conduct which, in TOA’s discretion, merits discipline up to 
and including termination. 
 
• Theft or inappropriate removal or possession of property 
• Falsification of an employment application, timecard, or any other TOA document. 
• Fighting or threatening violence in the workplace 
• Boisterous or disruptive activity in the workplace 
• Negligence or improper conduct leading to damage of employer-owned or member-owned 

property 
• Insubordination or other disrespectful conduct 
• Violation of safety or health rules 
• Smoking in the workplace 
• 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 
• Unauthorized disclosure of business “secrets” or confidential information 
• Violation of personnel policies 



 

 
 

• Unsatisfactory performance or conduct 
• Any violation of the TOA's Substance Abuse and Testing Policy, including 

manufacturing, distributing, dispensing, possessing, selling, attempting to sell, 
purchasing, attempting to purchase, soliciting, attempting to solicit, transferring, using 
or being under the influence of alcohol or illegal drugs while on TOA property. 

• Punching a timecard for another employee. 
• Unauthorized possession or theft of TOA, a customer's or a fellow employee's property. 
• Failure to report for work and/or failure to notify the Executive Director of absence for 

three (3) or more consecutive days. 
• Possession in the workplace or during working hours of any unauthorized firearms, 

fireworks, or explosives. 
• Conviction of a felony or a misdemeanor involving moral turpitude. 
• Excessive tardiness or absenteeism. 
• Disorderly conduct of any kind in the office or on TOA property, such as fighting, 

wrestling, running, roughhousing, or any other activity dangerous to life, limb or 
property. 

• Violation of TOA safety rules. 
• Any violation of the policies contained in this handbook not already mentioned. 
 

 WORKPLACE SEARCHES 
  
 TOA retains the right to search employee desks, planners, computers, software, computer 
equipment storage areas, or other personal property brought on TOA property, including parking 
lots, in the conduct of its business (i.e., to locate work product) and/or when TOA has a reasonable 
suspicion that there has been a violation of TOA rules such as those against dishonesty, drug, 
alcohol or inhalant abuse, or weapons possession.  Employees should understand that they should 
have no expectation of privacy in their desks, planners, computers, software, computer equipment, 
storage areas, or other personal property brought on TOA property including the parking lots, and 
that such areas may be accessed or searched at any time in either the absence or presence of the 
employee.  Likewise, TOA may inspect the personal property of employees on TOA premises such 
as automobiles, computers, personal data assistants, planners, handbags, and briefcases when TOA 
has a reasonable suspicion that a threat to employee safety exists or that there has been a violation 
of TOA rules.  Refusal to submit to such searches will be grounds for discipline up to and including 
discharge.   
 

 
SOLICITATIONS AND DISTRIBUTIONS 

  
 Unauthorized solicitations of employees on TOA property are always strictly prohibited.  
This prohibition applies both to employees during working hours and outsiders.  Any such incident 
should be reported to your supervisor immediately. 
 

SAFETY 
 
Each employee is expected to obey safety rules and to exercise caution in all work 

activities. Employees must immediately report any unsafe condition to the Executive Director. 



 

 
 

Employees who violate safety standards, who cause hazardous or dangerous situations, or who fail 
to report or, where appropriate, remedy such situations may be subject to disciplinary action, up 
to and including termination of employment.  In the case of accidents that result in injury, 
regardless of how insignificant the injury may appear, employees should immediately notify the 
Executive Director. Such reports are necessary to comply with laws and initiate insurance and 
workers’ compensation benefits procedures. 
 

USE OF PHONE AND MAIL SYSTEMS 
 

Personal use of the telephone for long-distance and toll calls is not permitted. Employees 
should practice discretion when making local personal calls and may be required to reimburse 
TOA for any charges resulting from their personal use of the telephone. To ensure effective 
telephone communications, employees should always use the approved greeting (“Good Morning, 
TOA” or “Good Afternoon, TOA,” as applicable) and speak in a courteous and professional 
manner. Please confirm information received from the caller and hang up only after the caller has 
done so.  The mail system is reserved for business purposes only. Employees should refrain from 
sending or receiving personal mail at the workplace.  
 

SMOKING 
 
Smoking is prohibited throughout the workplace, as required by law. This policy applies 

equally to all employees, Members, and visitors. 
 

COMPUTER, INTERNET & E-MAIL POLICY 
 

Refer to the attached policy regarding the use of TOA’s computers, computer files, e-mail 
system, and software 

WORKPLACE VIOLENCE PREVENTION 
 

TOA is committed to preventing workplace violence and to maintaining a safe work 
environment. Given the increasing violence in society in general, TOA 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 should be treated with courtesy and respect at all times. Employees are 
expected to refrain from fighting, “horseplay,” 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 TOA without proper authorization. 
 

Conduct that threatens, intimidates, or coerces another employee, a member, 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 sex, race, age, or any 
characteristic protected by federal, state, or local law. 
 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as 
possible to the Executive Director or any other member of management. This includes threats by 



 

 
 

employees, as well as threats by Members, vendors, solicitors, or other members of the public. 
When reporting a threat of violence, you should be as specific and detailed as possible. 
 

All suspicious individuals or activities should also be reported as soon as possible to the 
Executive Director. Do not place yourself in peril. If you see or hear a commotion or disturbance 
near your workstation, do not try to intercede or see what is happening. TOA 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. 
 

DRUG AND ALCOHOL USE 

 
The use, possession, sale, transfer, purchase or being under the influence of drugs by 

employees any time on company premises or while on company business is prohibited.  The illegal 
use of any drug is prohibited.  Employees must not report for duty or be on company property 
while under the influence of, or have in their possession while on company property, any drug.  
For this policy, the term "drug" wherever it appears in this policy statement, includes alcoholic 
beverages, inhalants, illegal drugs and legal drugs without a prescription. 

 
Violation of this policy will result in termination.  
 
Employees may be required to undergo a drug test when, in TOA’s sole discretion, there 

is a reasonable suspicion that an employee is using or has used alcohol or illegal drugs in violation 
of this policy or on a random selection basis. 

Employees asked to undergo a drug test must sign forms consenting to be tested and to the 
release of the test results to TOA.  The employee may state on the consent-to-test form any over-
the-counter or physician-prescribed medication currently being taken, and any other information 
desired by the employee which is, or may be, relevant to the reliability of a drug test or which may 
explain a positive test result. 
 

Employees may refuse a request by TOA to submit to a drug test.  However, refusal to 
submit to a drug test when requested will result in immediate discharge. 
 

RETURN OF TOA PROPERTY 
 

Employees are responsible for all TOA property, materials, or written information issued 
to them or in their possession or control. Employees must return all TOA property immediately 
upon request or upon termination of employment. Where permitted by applicable laws, TOA may 
withhold from the employee’s check or final paycheck the cost of any items that are not returned 
when required. TOA may also take all action deemed appropriate to recover or protect its property. 
 

  



 

 
 

ACKNOWLEDMENT OF RECEIPT OF EMPLOYEE HANDBOOK 
 
 I hereby acknowledge receipt of a copy of the Texas Orthopaedic Association Employee 
Handbook.  I agree to read it and to ask my supervisor if I have any questions about it or its 
contents. 
 
 I understand that the information in the Texas Orthopaedic Association Handbook 
represents guidelines only and that the company reserves the right to modify this handbook or 
amend or terminate any policies, procedures, or employee benefit programs any time without 
notice. 
 
 I understand that this handbook is not a contract of employment, express or implied, 
between me and Texas Orthopaedic Association and that I should not view it as such. 
 
 I understand that no supervisor or representative of Texas Orthopaedic Association other 
than the owner has any authority to reach any agreement guaranteeing employment for any 
specified period.  I also understand that any such agreement, if made, shall not be enforceable 
unless it is in writing and signed by both me and the owner.  

   
 

              
Print name of Employee  Employee's signature   Date 
 
 
 
             
Print name of witness   Witness' signature   Date 
 
 
  



 

 
 

INTERNET, E-MAIL & ELECTRONIC RESOURCES POLICY 
 
POLICY STATEMENT ON USE OF TOA ELECTRONIC RESOURCES 
The use of Texas Orthopaedic Association (“TOA”) electronic resources, including computers, fax 
machines, telephone systems, company issued cell phones (including text messages therefrom), and all 
forms of e-mail and Internet/intranet access, is for TOA business and for authorized purposes only.  
Brief and occasional personal use of electronic resources, including e-mail and the Internet is 
acceptable as long as it is not excessive or inappropriate, occurs only during personal/nonworking time 
(lunch or other breaks), and does not result in expense or harm to TOA or otherwise violate this policy. 
 
UNACCEPTABLE USE OF ELECTRONIC RESOURCES 
Use is defined as "excessive" if it interferes with normal job functions, responsiveness, or the ability 
to perform daily job activities.  Electronic communication should not be used to solicit or sell products 
or services that are unrelated to TOA's business; distract, intimidate, or harass coworkers or third 
parties; or disrupt the workplace. 
 
Use of TOA electronic resources, including computers, networks, and Internet access is a privilege 
granted by management and may be revoked at any time for inappropriate conduct carried out on such 
systems and lead to discipline.  Examples of unacceptable uses of electronic resources include, but are 
not limited to: 
 

• Excessive use of personal e-mail or the Internet; 
• Sending chain letters or participating in any way in the creation or transmission of unsolicited 

commercial e-mail ("spam") that is unrelated to legitimate TOA purposes; 
• Engaging in private or personal business activities, including excessive use of instant messaging and 

chat rooms (see below); 
• Accessing networks, servers, drives, folders, or files to which the employee has not been granted access 

or authorization from someone with the right to make such a grant; 
• Making unauthorized copies of TOA files or other TOA data; 
• Destroying, deleting, erasing, or concealing TOA files or other TOA data, or otherwise making such 

files or data unavailable or inaccessible to TOA or to other authorized users of TOA systems; 
• Misrepresenting oneself or TOA; 
• Violating the laws and regulations of the United States or any state or local jurisdiction; 
• Engaging in unlawful or malicious activities; 
• Deliberately propagating any virus, worm, Trojan horse, trap-door program code, or other code or file 

designed to disrupt, disable, impair, or otherwise harm either TOA's networks or systems or those of 
any other individual or entity; 

• Using abusive, profane, threatening, racist, sexist, or otherwise objectionable language in either public 
or private messages; 

• Sending, receiving, or accessing pornographic materials; 
• Becoming involved in partisan politics; 
• Causing congestion, disruption, disablement, alteration, or impairment of TOA networks or systems; 
• Maintaining, organizing, or participating in non-work-related Web logs ("blogs"), Web journals, "chat 

rooms", or private/personal/instant messaging; 
• Failing to log off any secure, controlled-access computer or other form of electronic data system to 

which you are assigned, if you leave such computer or system unattended; 
• Using recreational games; and/or 
• Defeating or attempting to defeat security restrictions on company systems and applications. 

 



 

 
 

Using TOA automation systems to access, create, view, transmit, or receive racist, sexist, threatening, 
or otherwise objectionable or illegal material, defined as any visual, textual, or auditory entity, file, or 
data, is strictly prohibited.  Such material violates TOA’s anti-harassment policies and is subject to 
disciplinary action.  TOA's electronic mail system, Internet access, and computer systems must not be 
used to harm others or to violate the laws and regulations of the United States or any other nation or 
any state, city, province, or other local jurisdiction in any way.  Use of company resources for illegal 
activity will lead to disciplinary action, up to and including dismissal and criminal prosecution.  TOA 
will comply with reasonable requests from law enforcement and regulatory agencies for logs, diaries, 
archives, or files on individual Internet activities, e-mail use, and/or computer use. 
 
Employees are prohibited from installing any software on company computers.  This policy will ensure 
that TOA can manage the software on company systems, prevent the introduction of computer viruses, 
and meet its obligations under applicable software licenses and copyright laws. TDS reserves the right 
at any time to inspect and screen its electronic resources.  If any outside applications or software are 
discovered, they will be removed immediately.  Violators are subject to discipline, up to and including 
termination of employment.   
 
Employees may not utilize TOA electronic resources, including but not limited to cell phones and 
blackberries, while operating a motor vehicle or other motorized equipment/vehicles unless the 
employee is utilizing a hands-free device such as a bluetooth.   
 
TOA telephone system (including TOA issued cell phones) is intended for the conduct of TOA 
business.  Although employees may utilize the telephone system for occasional personal calls, 
discretion should be used.  Personal telephone calls during work hours are discouraged.  Excessive 
personal use is prohibited and will lead to discipline.   
 
Unless specifically granted in this policy, any non-business use of TOA's electronic resources is 
expressly forbidden. 
 
If you violate these policies, you could be subject to disciplinary action, up to and including dismissal. 
 
OWNERSHIP AND ACCESS OF ELECTRONIC RESOURCES; NO EXPECTATION OF PRIVACY 
TOA owns the rights to all data and files in any computer, network, or other information system used 
in TOA and to all data and files sent or received using any company system or using TOA's access to 
any computer network.  TOA monitors the use of all TOA electronic resources, including 
electronic mail messages (including personal/private/instant messaging systems) and their 
content, as well as any and all use by employees of the Internet and of computer equipment used 
to create, view, or access e-mail and Internet content, and all telephone calls from TOA phone 
lines (including TOA issued cell phones).  Employees must be aware that the electronic mail 
messages sent and received using TOA equipment or TOA-provided Internet access, including web-
based messaging systems used with such systems or access, are not private and are subject to viewing, 
downloading, inspection, release, and archiving by TOA officials at all times.  TOA has the right to 
inspect any and all files stored in private areas of the network or on individual computers or storage 
media in order to assure compliance with TOA policies and state and federal laws.  No employee may 
access another employee's computer, computer files, or electronic mail messages without prior 
authorization from either the employee or an appropriate TOA official. 
 
Employees have no expectation of privacy while using TOA electronic resources.  TOA uses software 
in its electronic information systems that allows monitoring by authorized personnel and that creates 



 

 
 

and stores copies of any messages, files, or other information that is entered into, received by, sent, or 
viewed on such systems.  Accordingly, employees should understand that whatever they do, type, 
enter, send, receive, and view on TOA electronic information systems is electronically stored and 
monitored. Further, employees who use TOA electronic systems and Internet access to send or receive 
files or other data that would otherwise be subject to any kind of confidentiality or disclosure privilege 
thereby waive whatever right they may have to assert such confidentiality or privilege from disclosure. 
Employees who wish to maintain their right to confidentiality or a disclosure privilege must send or 
receive such information using some means other than TOA systems or TOA-provided Internet access. 
 
CONFIDENTIALITY OF ELECTRONIC MAIL 
As noted above, electronic mail is subject at all times to monitoring, and the release of specific 
information is subject to applicable state and federal.  Existing rules, policies, and procedures 
governing the sharing of confidential information also apply to the sharing of information via 
commercial software.  Since there is the possibility that any message could be shared with or without 
your permission or knowledge, the best rule to follow in the use of electronic mail for non-work-related 
information is to decide if you would post the information on the office bulletin board with your 
signature. 
 
ELECTRONIC MAIL TAMPERING 
Electronic mail messages received should not be altered without the sender's permission; nor should 
electronic mail be altered and forwarded to another user and/or unauthorized attachments be placed on 
another's electronic mail message. 
 
INTERNET USE 
The Internet is to be used to further TOA's business, to provide effective service of the highest quality 
to TOA's customers and staff, and to support other direct job-related purposes.  Supervisors should 
work with employees to determine the appropriateness of using the Internet for professional activities 
and career development. The various modes of Internet access are TOA resources and are provided as 
business tools to employees who may use them for research, professional development, and work-
related communications.   
 
Limited personal use of the Internet is permissible during personal/nonworking time and is subject to 
the restrictions noted herein.   
 
Employees are individually liable for any and all damages incurred as a result of violating company 
security policy, copyright, and licensing agreements. 
 
All TOA policies and procedures apply to employees' conduct on the Internet, especially, but not 
exclusively, relating to: intellectual property, confidentiality, company information dissemination, 
standards of conduct, misuse of company resources, anti-harassment, and information and data 
security. 
 
 
 
 
STATEMENT ON TEXT MESSAGING 
Text messages sent via TOA cell phones or electronic devices are subject to the terms of this Policy.  
Employees are cautioned that excessive text messaging from personal phones during working hours is 
prohibited, as is sending or receiving any text message which would violate any other TOA policy, 



 

 
 

including its anti-harassment policy.  Sending or receiving text messages while driving any TOA 
vehicle is strictly prohibited.  
 
PERSONAL ELECTRONIC EQUIPMENT 
TOA prohibits the use or possession in the workplace of any type of camera phone, cell phone camera, 
digital camera, video camera, or other form of image- or voice-recording device without the express 
permission of TOA and of each person whose image and/or voice is/are recorded. Employees with 
such devices should leave them at home unless expressly permitted by TOA to do otherwise. This 
provision does not apply to designated TOA personnel who must use such devices in connection with 
their positions of employment. 
Employees should not bring personal computers or data storage devices (such as floppy disks, 
CDs/DVDs, external hard drives, flash drives, iPods, or other data storage media) to the workplace or 
connect them to TOA electronic systems unless expressly permitted to do so by TOA. Any employee 
bringing a personal computing device, data storage device, or image-recording device onto TOA 
premises thereby gives permission to TOA to inspect the personal computer, data storage device, or 
image-recording device at any time with personnel of TOA's choosing and to analyze any files, other 
data, or data storage devices or media that may be within or connectable to the personal computer or 
image-recording device in question. Employees who do not wish such inspections to be done on their 
personal computers, data storage devices, or imaging devices should not bring such items to work at 
all. 
 
Violation of this policy, or failure to permit an inspection of any device covered by this policy, shall 
result in disciplinary action, up to and possibly including immediate termination of employment, 
depending upon the severity and repeat nature of the offense. In addition, the employee may face both 
civil and criminal liability from TOA, from law enforcement officials, or from individuals whose rights 
are harmed by the violation. 
 
 


