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PURPOSE | To acquaint football coaches
and administrators with the policies, rules,
procedures. and forms necessary for
proper enforcement of regulations for

LIMITATIONS | This manual doss not
cover all rules. The Constitution and

football, and to inzure a better
for coaches to have firet-hand information

Contesr Rules iz the official UTL ruleboak
and covers information more detailed than
does this mual. Coaches thould confer
with their and sup-erintendenr: if
there are questions concerning the rules.

office.

NOTE | Questions concerning the UTL Football Plan and
eligibility requirements found in the UTL Constitution and
Contest Rules thould be directed to Brian Palk at the UTL

35



~FOOTBALL PLAN-

\Biscat.Conon he FHE Constitation. snd Contest Bales

Section 1250: Foctball Plan

Section 1250:  FOOTBALL PLAN

(a) ATHLETIC

PURPOSES, CODES, PLAN

APPLICABLE. Rules in Sections 1200-1209 also
apply to the Foothall Plan.
(b} DATES AND OFF-SEASON REGUILATIONS.

n

{2}

Speing Tralning. There shall be no school
football practice or traning for 3 contes-
tant of team, and no football equipment
tssued after the dose of the regular season
schadule, except as incidental to the football
championship playoffs, and In Conferences

&4 and 6A only, 18 spring training practice

days which may be conducted In a period of

34 consecutive calendar days. Excepbion:

Conference 5A and 64 schools may choose

not to condict the 18 days of spring tralning,

replacing said training the next school year
by following the workout days as spectfied
for Conferences 44, 34, 28 and 1A,

(A} The first two days of spring training
shallbe conducted without any contact
aquipmant axcept helmats,

(B) Dunng spring training, a maximum of
12 practices may contain full contact.
See the football manual for explana-
tions of full contact

(€} During spring training, football players
are not allowed to participate In more
than 90 minutes of full contact practice
per week. See the football manual for
explanations of full contact.

{D) During spring training, 3 maximum of
three practices per calendar week may
Include full contact

Off-5eason Workouts. Accelerated physical

education activities, calisthenics, indhidual

football skills, strength training or condition-

Ing exercises may be conducted during the

school term within the school day provided

such activities do not exceed one regular
dassroom period, not to excead 60 minutes
per day jor 300 minutes per week on a block
schedula). Practice may Include eleven-an-
eleven drills without contact activities or
equipment. Activitias before or after school
of during the lunch perod are speciiically
prohibited. Allowed equipment 15 imited to
a football, cleated shoes, passing and punt-
Ing machines and phiysical education attire.

36

i3

(4
i5)

Alr or padded blocking dummies or devices,
and other similar devices are prohibited. See
Section 1206 (d).

summer Practice. Any specific grouping

of high school athietes dunng the summer

months for the purpose of conditioning and/
or ergantzed athletic (football) Instruction is
prohibited and 15 a violation.

summer Camps. For rules and applicable

penalties see Saction 1209,

Fall Practice, Beginning Dates.

{A) Practice Regulations Outside the
schiool Year. Any football peactice con-
ducted by a school outside the school
year shall be in accordance with the

following requlations:
i  Student-athietes shall not
engageinmore than three hours

of practice acthvities, with up to
a one hour break, on those days
during which one practice Is
conducted. The one hour break
Is not Included as a part of the
practice time hmit. Total time
shall not exceed four hours.
M A one hour walithrough Is

There shall be, at 3 minimum,
two hours of restirecovery time
betwean the end of one practice
and the beginning of the walk-
theo

ugh,

iy Student-athletes shall not
engage in more than five hours
of practice activities on those
days during which more than
one practice |5 conducted.

v The maxdmum length of any
single practice session shall be
three hours.

{vj ©On days when more than one
practice Is conducted, there
shall be, at a minimum, two
hours of restrecowery time
between the end of one practice
and the beginning of the next

pracice.
vy Schools shall not schedule more
than one practice on consecu-
tive days and student-athletes
shall not participate in multiple
practices on consecutive days.
(B) In Conferences 1A, 24, 3A and 4A and
all gth graders In 5A and 6A, practice
shall bagin mo earlier than the date set
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~PRE-SEASON REGULATIONS~

UIL Coach Education and Training Requirements

All high school coaches must be full-time employees of the school district EXCEPTION: A retired

teacher/ adminlstrator who has 20 or more years of experlence may serve as an asslstant coach In all athletics
and as a head coach for golf, tennle, team tennle, cross country, track and fleld, and swilmming. (This rule chall
mt dﬁacr ti'u! status of a coach on a leave of absence attending college.) Alzo, etudent teachers, while they are

pant school to fulflll thelr student teaching requirements, may volunteer to serve as an

ml.nl:nnl: coa all athletlcs. Schools chall not pay student teachers for acsloting athletic coaches.

® TEC Chapter 33.086 - Certification - CPR and First Aid Training

o Athletlc coaches, athletic trainers, cheerleading sponsors and other head directors of UTL extra-
curricular activitles must have a current certification flled with the district.

» TEC Chapter 22.902 - Certification - AED Training

o Athletic coaches and sponsors, school nurses, PE teachers, marching band dlrectors, and students
that serve as an athletic tralner must have a current certification filed with the diztrict.

¢ TEC Chapter 33 202 - Annucl Requirement — Safety Training

& Tralning provided by UTL within the Rules Compliance Program (RCP).
o Athletlc coaches must complete prior to contact with students,

» TEC Chapter 38.158 - Annual Requirement - Concussion Training (2 hours every other year/l hour annually)

o Athletlc coaches, athletic tralners and potentlal members of the Concusslon Oversight Team must
complete the tralning annually.

Coaches Certification Program (CCP)

The CCP consists of both UTL and state law requirements and requires a coach to complete the prescribed
mpﬂm;l:ma yearly basls, prior to thelr sport season. Completion of the CCP will recognire coaches as UTL
certifled :

S T -

ConsHiutlon & Contest Rules

Ethles & Sportemanship

UTL Sterald Education

Safety Tralning (state law)

Concusalon Tralning (ctate law)

clfic Tralning =eache hasae speclflc CCP module

Fmtl:ur ches :ml?- Best Pﬂpuc::m in Tanc;:!h'lg certiflcation that will be required for all first-year football
coaches and for all football coaches once every two years. Tralning can happen at 2018 (and subsequant years)
THSCA coaching school or online beginning April 1, 2019. All football ooacga are required to have this
certification completed by August of 2019.

. First Year Coaches Only - Fundamentals of Coaching in Texas - required for first year coaches (or JH

volunteers) or coaches In thelr first year to coach In the state of Texas

. Cheerleading Coach/Sponsor only - Safety/Risk Minimization for Cheerleading Course

A. Must have a current certification or annual tralning completed prior to contact with participants.
B. Districts chall determine the organization that will provide the certification or tralning. Recources are
avallable but not limited to those on the UTL web slte,
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Student Participation Required Forms

1t chall be the responsibility of each school to keep on file the following required annual forms for each student who
participates In any practics, scrlmmage, or game. Forms to be filed can be downloaded from the UlL webslte
(www.ulltexas.org / athletics [ forma/).

® Pre-Participation Physical Examination Form. As a minimum requirement, a Physlcal Examination Form must be
completed prior to junior high athletic participation and again prior to first and third years of high school athletic

participation. Local district policy may require an annual physical exam. The form must be filled In and signed by
either a Physiclan, a Physiclan Asalstant licensed by a State Board of Physiclan Assistant Examiners, a Reglstered
Murse recognized as an Advanced Practice Nurse by the Board of Nurse Examiners, or a Doctor of Chiropractic.
Examination forms signed by any other health care practitioner, will not be accepted.

¢ Medical History Form. Fach year prior to any practice or participation a UTL Medical History Form signed by both
a tudent and a parent or guardian ls required. A Medical History Form shall accompany each physical
examination and shall be elgned by both a student and a parent or guardian

* Parent or Guardian Permit. Annual particlpation permit eigned by the student's parent or guardlan.
* Rules Acknowledgment Form. Annual UIL Rules Acknowledgment Form signed by the student and the student’s

parmt or guardlan.

- i ing Form, The parent/ guardlan of each high
u&molaﬂ\lnta ﬂungudﬁlndjhlghndlmlaﬂ:lﬁtﬂ mustn.nnunlljr sign the UTL Nlegal Sterold Use and Random

Sterold Tecting Parent and Student Notification/ Agreement Form.
* Concussion Acknowledgement Form. Annual UTL Concusalon Acknowledgment Form signed by the student and
the student’s parent or guardian.

* Spdden Cardiac Arrest Awareness Form, Annual UTL Sudden Cardiac Arrest Awareness Form signed by the
student and the student's parent or guardian.

Varsity Participation Required Forms

It chall be the responzibility of each school to keep on file the followlng required forms. Forms to be filed can be
downloaded from the UTL webslte (www.ulltexas org/ athletics/ forms).

* Eligibility Form. Schoole must submit cumprnl'ﬂmh‘e eligibility blanks for football, basketball, volleyball, softball,
baseball, and soccer. For all ather athletic activities general alphabetical listing of eligible athletes is required. One
copy thall be sent to the disizict executive commlttes chalr and one copy thall be filed Ln the school's offlce.
Completed eligibllity forms are to be slgned by the superintendent or a designated adminlctrator and the coach.
These forme are to be poctmarked before a contectant Is allowed to participate in a varsity contest. Fallure to furnish
correct and complate Information may, upon requast by the proper committes, constitute grounds for suspension.

* Previous Athletic Participation Form. New students In grades 9-12 who represented thelr former echool In a varslty
or sub-varslty athletic contest or practice In grades 8-12 In any previous school year must have a Previous Athletic
Participation Form completed prior to participation ln a varslty contest at the new school.

* Late Forms. If an eligibility form or a Previous Athletic Participation Form was not filed prior to competition, and 1t
was an Inadvertent error and the student Is actually eligible under Subchapter M of the Constitution, the district
executlve commitiee Is not required to demand forfelture or to rule the student Ineligible. They may ascess the
minlmum penalty of private reprimand to the school.

* Foreign Exchange Students. Subject to the other eligibility rules of the Constitution, forelgn exchange students In
approved CSIET forelgn exchange programs are allowed to apply for exceptions to the resldence rule through the
UIL walver process. A walver could be granted In certaln activitles If they have not recelved advanced tralning or
have not had extensive experience In the activity of thelr chelce. Forelgn exchange students are not eliglble for
varelty athletic particlpation unless they are granted a Forelgn Exchange Student Walver.

» Varsity Athletic Eligibility for Over-Age Student, Subject to the other sligtbility rulss of the UTL Constitution, an
individual 1= eligible to particlpate In a League varsity athletlc contest as a representative of a participant school Lf
that lndividual Is lecs than 19 years old on September | preceding the contest; or has been granted eligibility based
on @ handlcapping condltion which delayed his or her education by at least one year and the student Is currently In
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special education and under the ausplees of an ARD Committes or has been Identifled as a 504 student prior to the

end of thelr second year In high school (effective for entering ninth graders in the current school year).

Practice Regulations — Outside Of The School Year

Practice regulations for sports that practice outside of the school year are as follows-
» Students-athletes chall not engage In more than three hours of practice activities on those days during which one
practice ls conducted.
» Student-athletes shall not engage in more than five hours of practice activities on those days during which more
than one practice Is conducted,
* The maximum length of any single practice cesslon 1o three hours.

* On days when more than one practice ls conducted, there shall be, at a minimum, TWO hours of rest/ recovery time
between the end of one practice and the beglnning of the next practice.

* School lln le more than racti [ihY L+] ays, and st t-athl hall not partici
in multiple practices on consecutive days. (Exception - Volleyball)

When determining how to count ime spent as "practice activities" please consult the following chart:

What Counts What Doesn't Count
Actual on fleld [ court practics Meetings

Sport specific skill Instruction Welght training*
Mandatory conditioning Fllm ebudy

Water breaks Injury treatment

Rest breaks Voluntary conditloning®

*Does not count towards practice time, but cannot be done during the two hour rest/recovery ime.

In reference to the minimum TWO hour rest/recovery time between the end of one practice and the beglnning of the
next practice {on days when more than one practice is scheduled), there can be no practice activities at all during this
time. This time Iz exclusively for students to rest/recover for the following practice sesslon, whether that sesslon Is an
actual on feld /court practice or a mandatory conditioning perlod.

Practice Regulations - When School Is In Session

* Eight Hour Rule - Practice outside the school day, from the beglnnlng of the school week through the end of the
school week (excluding holidays), Is limited to a maximum of elght hours per echool week, per activity,

¢  The In-School athletic period does not count towards the allotted 8 hours
*  Any time used In connectlon with a practice that ls not part of the athletic perlod counts as part of the 8 hours.
(Dress, mandatory WFlEiI.tBJ'I video/meetings /etc.)

Contest Schedule Rules

The followlng section comblnes State Law, State Board of Education regulations, and UTL rules. The Texas Education
Agency deflnes particlpation as belng lnvolved with the activity, travellng with the team, or sitting on the beach. UTL
deflnes particlpation of a student athlste as actually entering the contest as a player. Example: On a Tuesday night, the
student’s name Is on the scorebook but she remalns on the bench and does not actually enter the game. This counts as
particlpation for TEA but not UTL. In other words, that student cannot participate agaln untll Friday after echool
because of TEA regulations, however that game does not count as one of the allowable games as determined by UTL
polley.
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~REGULAR SEASON~

Football Regulations
Number of Contests allowed (2018-19)

* [0 Games
Football Practice Limits effective A £1, 2018

In Conferences 1A, 2A, 3A, 4A, and all 9 grade, practice shall begln no earller than a date set forth by
the UIL calendar. In Conferences 5A and 6A, practice chall begln no earlier than a date set forth by the UIL calendar.
Exception: If Conference 5A or 6A schools forego the 18 days of spring tralning, they may begin workout days the
followling August as dellneated for Conferences 44, 3A, 2A and 1A Interschool scrlmmages shall be allowed on a date set
focth by the UIL calendar.

Acclimatization Period. The flrst five daye of practice chall be an acclimatization perlod for all student-athletes In
accordance with the below regulations. All student-athletes who arrive after the flrst day of practice are required to go
through the 5-day accllmatization period.

® Flrst 2-Days
o ONE Practice allowed.
&  Only t-shirts, chorts, and helmets may be worn, and no contact activitles are permitted.
o Practice: 3-hour time Lmit with up to a I-hour break, The I-hour break Is not Included as a part of the
practlce Hme limit. Total Hme zhall not exceed 4 hours.
= l-hour walkthrough sllowed in addition to the practice with at least a 2-hour break between the practice
and walkthrough.
* Daysd&d
= ONE Practice allowed.
o Only helmets, shoulders pads, and girdles (chell) allowed, and no person-to-person contact ls permitted.
o Practice: 3-hour time limit with up to a 1-hour break. The 1-hour break iz not Included as a part of the
practice time Umit. Total Hme chall not exceed 4 hours.
o I-hour walkthrough allowed in addition to the practice with at least a 2-hour break between the practice
and walkthrough.

* Day5
= ONE Practice allowed.
Only helmets, shoulders pads, and glrdles (chell) allowed.
Perzon-to-person contact = allowed, but full contact L= not allowed.
Practice: 3-hour time lUmit with up to a 1-hour break. The 1-hour break s not Included as a part of the
practice time limii. Total ime shall not exceed 4 hours.
1-hour walkthrough allowed In addition to the practice with at least a 2-hour break between the practice
and walkthrough

Full Equipment & Full Contact Period, Followlng the 3-day acclimatization perlod, full pads and full contact are
permitted In accordance with the following regulations.

*  Practice regulations outslde the school year (prior to school starting)

= 1Practice - Student-athletes shall not engage In more than three hours of practice activities withup toa 1-
hour break. The 1- hour break Is not Ln:ludﬁ: within the practice time limlt on those days durlng which
one practice Is conducted.

o 2 Practices - Student-athlstes shall not engage in more than five hours of practice activities on those days
durlng which mere than one practice Is conducted. On days when more than one practice ls conducted,
there be, at a minimum, two hours of rest/ recovery ime between the end of one practice and the
beginning of the next practice. On those days where more than one practice occurs, full contact is
allowed In only one of the hwo practices. Schools chall not schedule more than one practice on
consecutive days and student-athletes shall not participate In multiple practices on conzecutive days.

o The maximum length of any single practice seseion shall be three hours.

o During the pre-season, regular season and post season, football players are not allowed to participate In
mmlimnnlmty (90) minutes of full contact practice per week. See the Football Manual for explanations
of full contact.
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s POLEFPELTRLREFPREL IS TRRT
RE:  Athletic Training Coverage for the 2018-2019 School Year

Dear Mr. Superintendent:

Thank you for your continued relationship with Lubbock Sports Medicine.
Our goal is to provide your school district with outstanding care for your
student athletes. LSM is proud to offer your large size high school and the
surrounding area our unmatched expertise in sports medicine and
orthopedic surgery. L.SM also offers Saturday injury clinics during
football season, assistance with athletic physicals, physical therapy, and
the most advanced concussion management and prevention.

During the 2018-2019 school year, Lubbock Sports Medicine (“LSM™)
will provide the following services to your large sized high school.

1. Fall: Cover two-a-day football practices as needed.
Provide practice coverage Monday
through Thursday two (2) times per week.
Cover home and away varsity football games.
Total of three (3) visits per week.

2. Winter: Provide practice coverage Monday through Friday
as needed.
Cover home varsity basketball games,
including tournaments.
Cover home power Lifting meets.
Total of two (2) visits per weck.

3. Spring: Provide practice coverage Monday through Friday
as nccded.
Cover home varsily track meets,
Total of two (2) visits per week (unless required by
tournament/game coverage).

4. ImPACT: Provide access to the ImPACT Concussion
Management Program during the school

including preseason baseline testing.

LLSM recognizes the importance to wyour large high school and its
community of maintaining established professional relationships and is
committed to working with the local medical commumnity,

In consideration for LSM providing to your large high school during the
2018-2019 school vear the services described in this Contract for Services,
LHS will compensate LSM the total amount of Fifteen Thousand Dollars

(315,000,007,
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RE:  Athletic Training Coverage for the 2018-2019 School Year

Dear Mr. Superintendent:

Thank you for your continued relationship with Lubbock Sports Medicine.
Our goal is to provide your school district with outstanding care for your
student athletes. LL.SM is proud to offer your medium sized high school
and the surrounding area our unmatched expertise in sports medicine and
orthopedic surgery. LSM also offers Saturday injury clinics during
football season, assistance with athletic physicals, physical therapy, and
the most advanced concussion management and prevention.

Puring the 2018-2019 school year, Lubbock Sports Medicine (“LSM™)
will provide the following services to your medium sized high school.

1. Fall:

. Winter:
3. Spring:
4., ImPACT:

Cover two-a-day football practices as needed
Monday through Friday, be at HIS one (1) time a
week for practice/game coverage.

Cover all home and away varsity football games.
Cover all home sub-varsity and junior high football
games.

Cover home junior high volleyball games.

Cover home high school volleyball games and
playoff games.

Provide Monday through Friday athletic training
coverage one (1) time a week for practice.

Cowver all home varsity basketball games.

Cover all home basketball tournaments.

Be available for junior high basketball games.

Provide practice coverage Monday through Friday
one (1) time a weck.

Cover all home track meets.

Cover home varsity baseball games.

Cowver home varsity sofiball games.

Cover home varsity baseball/softball tournaments.

Provide ACCess to ImPACT Concussion
Management Program during the school year
imcluding prescason baseline testing.

LLSM recognizes the importance to your medium high school and its
community of maintaining established professional relationships and is
committed to working with the local medical community.

In consideration for LSM providing to vour medium high school during
the 2018-2019 school year the services described in this Contract for
Services., IHS will compensate LSM the total amount of Eighteen
Thousand Dollars ($18,000,00)
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RE:  Athletic Training Coverage for the 2018-2019 School Year

Dear Mr. Athletic Director:

Thank you for your continued relationship with Lubbock Sports Medicine.
Qur goal is to provide your school district with outstanding care for your
student athletes. LSM is proud to offer your moderate sized high school
and the surrounding area our unmatched expertise in sports medicine and
orthopedic surgery. LSM also offers Saturday injury clinics during
football season, assistance with athletic physicals, physical therapy, and
the most advanced concussion management and prevention.

During the 2018-2019 school year, Lubbock Sports Medicine (“LSM™)
will provide the following services to your moderate sized high school.

1. Fali: Cover two-a-day football practices as needed.
Monday through Fnday, be at SHS every afternoon
for practice coverage.
Cover home and away varsity football games.
Cover home sub- vars1ty football games.
Cover Rome cross country meets.
Cover home varsity volleyball games.

2. Winter: Provide practice coverage Monday through Friday
as needed one day per week.
Cover home and away var*-.lw basketball games,

including varsity and sub-varsity tournaments.
Cover home power lifting meets.

3. Spring: Provide practice coverage Monday through Friday
One day per week.
Cover home wvarsity and sub-varsity track meets.
Cover home and away wvarsity baseball games,
including home varsity tournaments.
Cowver home and away wvarsity softball games,
including varsity tournaments.

4. ImPACT: Provide a one-vear subscription to the ImPACT
Concussion Managemeni program including access
to spring baseline testing.

L5M recognizes the importance to yvour moderate sized high school and its
community of maintaining established professional relationships and is
committed to working with the local medical community.

In consideration for LSM providing to yvour moderate sized high school
during the 2018-2019 school yvear the services described in this Contract
for Services, your moderate sized high school will compensate LLSM the
total amount of Thirty-One Thousand Seven Hundred Fifty Dollars
($31.750.00).
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RE: ATHLETIC TRAINING AGREEMENT

This Athletic Training Agreement will be evidence of your agreement to provide
athletic training services for Lubbock Sports Medicine (“Sports Medicine™)
during the 2018-2019 school year.

Purpose:  To provide athletic training services to area high school athletes
and at area sporting events for Sports Medicine as an independent
contractor.

Objectives: * Prevent athletic injuries.

* Recognize athletic injuries and provide an appropriate plan
of action for those athletic injuries.
* Treatment and rehabilitation of athletic injuries to ensure
the athlete returns to play as quickly and safely as possible.
* Promote LSM within communities and at area events
through your role as an athletic training service.
* Provide a source of information about athletic injuries for
athletes, parents, coaches and physicians.
Expectations: * Obtain and maintain a license of athletic training in the
State of Texas, along with all other credentials needed for
that license.
* Be a representative of LSM in the community/high school
assigned.
* Provide quality care and recommendations to athletes,
parents and coaches.

athletes,

athletic

your

a timely manner.
*

Sports

Be punctual and available when dealing with the school and
community.
Be an effective communicator between  physicians,
parents and coaches.
Abide by the policies .and procedures of LSM and all
applicable professional standards when providing
training services pursuant to this agreement.
Provide athletic training services at area athletic events, as
assigned by Sports Medicine, and be responsible for
own transportation to and from all events in

Provide your own professional liability coverage as you
deem appropriate. (You will NOT be covered under
Medicine’s Coverage.)

This Agreement is subject to immediate termination at any time at the discretion
of Sports Medicine. Sports Medicine will compensate you either hourly, based
on the event(s) you cover or salary. This compensation will be agreed upon

prior to coverage.
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GOAL

It is the intention and goal of Lubbock Sports Medicine/Lubbock Sports Rehab to provide
the best possible care and service to the patients choosing to come to them for treatment.
With that goal in mind, and in an effort to promote consistency, continuity and fairness
for all their employees, the following personnel guidelines and policies have been
formulated.

It is important to remember that patients are our business. With that, you must understand
that they have our same frustrations and moods. In addition, patients are here because
they have a health problem about which they are concerned. Because of that, they aren’t
always happy or smiling when they arrive or telephone. There, we have to “reach a little
further” to reassure them, make them comfortable and help them obtain maximum
benefits from each visit. You will find that these policies reflect the importance of the
patient in this practice. Violations of minor office policies can usually be resolved with
proper guidance and counseling. Violations of the dignity of the patient are unforgivable.

We work as a team. Whether your job is working directly with patients or with little
patient contact, all tasks contribute to the quality of patient care delivered. Each team
member needs to be supportive of the other, Your job is an important one, or we would
not need you.

Policies and procedures are established to insure that employees are treated uniformly
and fairly. Policies are general statements that define what action is to be taken on a
particular subject. The procedures define who has responsibility for implementing the
policy. This handbook is not all inclusive, and is only a set of guidelines. [t does not
create a contract, either express or implied, nor does it alter the “at-will” relationship
between Lubbock Sports Medicine/Lubbock Sports Rehab and its employees. This
handbook does not guarantee employment for any definite period of time.

This handbook supersedes any previous handbook or unwritten policies. It can only be

changed in writing, by the partners of the organization. The handbook can be changed by
the organization at its sole discretion, unilaterally, at any time.
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Work hours and breaks

Individual arrival times, departure times, changes of schedule, breaks, and
other details of attendance and scheduling will be managed by the
outreach director.

It is important that all employees be present in a timely manner at the
appointed work station. [f tardiness becomes a problem, it will be handled
in a standard disciplinary manner.

Confidential Information - HIPPA

To preserve the privacy of patients and their families, employees should
guard against discussing individual patients, their diagnoses, or any other
particulars. If others overhear these comments, harm might be done to our
patients. Medical records of our patients are confidential and must not be
released to anyone outside the Clinic without proper authorization. Annual
HIPPA, Privacy and Security training will be required of all employees.
Visitors or non-employee personnel are not allowed in the medical records
areas or any area where medical information can be observed.

Dress Code

This is a professional office and everyone must dress accordingly. Your
appearance creates an impression on our patients and the public. It is
important that the impression you create be totally professional. Clothing
should be neat and clean at all times. Non-uniformed attire must be
appropriate and in good taste. Basically, you are to refrain from wearing
the following:

a) Low cut blouses or short midriff tops.

b) Casual flip-flops (as per OSHA guidelines).

¢) Too tight slacks or skirts. '

d) Shorts or short skirts (anything deemed unprofessional for a
conservative work environment).

e) Yoga pants.

Fridays and Saturdays are considered less formal, and approved T-shirts
and jeans may be wormn in clinic. Game day clothing should consist of a
L.SM poloiand khaki pants or the clothing preferred by the team (i.e. team
polo, color of pants chosen by staff). Additionally, because of changes in
weather, you may wear outerwear that is appropriate for the situation. If
you have any questions regarding particular clothing, please discuss this
with your director before wearing it. If you are not dressed appropriately,
you will be sent home without pay until the matter is corrected.
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Although it is impossible to list each and every type of conduct that can or will
lead to discipline or discharge of an employee, we can give you examples of the
types of conduct that can lead to such action:
Failure to comply with these policies and other office policies.
Failure to report tardiness or absenteeism.
Excessive tardiness or absenteeism.
Dishonesty in all forms, including theft.
[nsubordination (refusal to obey a reasonable instruction).
Falsification of records.
Discussing salary information with other employees.
Participating in malicious gossip.
Unsatisfactory work performance.
. Discussion or release of confidential information on Clinic
records.(Violation of HIPPA, Privacy)
11. Abuse of the telephone use policy.
12. Stretching breaks or wasting time,
13. Leaving the premises without permission.
14. Reporting for work under the influence of alcohol or drugs.
15. Possession, consumption or sale of alcohol, illegal drugs or any non-
prescribed controlled substances while on Clinic property.
16. Damaging, misplacing or misusing Clinic property.
17. Failures to clock in or out, clocking another employee in or out, or having
another employee clock you in or out.
18. Not reporting problems or information through the proper line of
authority.
19. Possession of a deadly weapon on premises.
20. Fighting.
21. Any form of harassment.
22. Any other conduct which, in the opinion of management, breaches
standards of common sense and/or good judgment which may not be in the
best interest of the Clinic or its patients.
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Resignation/Termination

It is standard policy to give at lease a two week notice of intent to terminate,
either by the employee or the Company. The best solution is one where both
parties discuss the details of the change and work together for a smooth transition.

Complaint Procedures

- If an-.employee has ammplmnt.regardmg pnhmes prucedures of mtuatmns lhe
.. employee needs to put the specific complaint in writing, sign and date it, then

submit it to.the Outreach Director. Thc mmplami wﬂl bt: mvnstlgatcd, dm:ru&sed
and responded to'in writing.
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