Behavioral Expectations for Staff

Purpose:
The intent of the following policy is to ensure that staff behaves in a professional manner which encourages a positive work environment and which models appropriate behavior for our participants.  In addition, staff should remember that each of us is an agency representative to the public and our professionalism should never be comprised by the language we use or the actions we take.

Policy:
All employees shall follow the behavioral guidelines outlined in the CDS Family & Behavioral Health Services, Inc. Employee Handbook section entitled, “Ethical Conduct and Employee Professionalism” which states:


CDS is fundamentally concerned with the welfare, integrity, and human dignity of our employees, our staff members, and our participants.  To accomplish its goals, CDS expects all of its employees to act in an ethical and professional manner.  Accordingly, CDS has adopted the following guidelines for ethical conduct:

1. Participant confidentiality must be respected at all times.  Participant information and access to participant files is limited to those members of CDS staff who have legitimate interest relevant to the particular participant.

2. Employees are expected to exhibit a professional demeanor toward participants, fellow employees, staff members, and general public.

3. Statements to the public and promotional materials are intended to assist the consumer in making informed decisions and choices regarding matters of concern.  Therefore all marketing, promotional materials and publications, as well as information communicated by staff members must be truthful, not be misleading or inflating the performance of CDS in any way, and must be as accurate as possible.

4. Employees are expected to be familiar and comply with the program procedures manual, which applies to the particular program area where the employee works.

5. Just as participants are to be treated with respect, employees are expected to be courteous, pleasant, helpful, and professional towards fellow employees, staff members, and the general public.

6. To protect participants and employees against the appearance of any impropriety employees should not be involved in any aspect of services provided to family members, friends, or acquaintances.  Should an employee be faced with this situation, he/she must notify his/her supervisor immediately so other arrangements can be made.

7. Personnel matters related to employees are confidential and must be respected at all times.  Person employee information and access to employee files is limited to those members of CDS staff who have legitimate interest in the particular situation prior to taking any other action.

8. While some communication may be extremely difficult to have, employees are always expected to avoid an argumentative tone and comments and allow the other individual an opportunity to share his/her position inviting open discussion in a respectful manner.

9. All employees are expected to be familiar and comply with the rules of ethical conduct outlined by the National Association of Social Workers (NASW).  Each employee has received a copy of these guidelines in orientation.  If you have lost or misplaced your copy, another one may be obtained from the Human Resources Manager.

Procedure and/or Process:

In situations where an employee witnesses or has hearsay knowledge that another employee has violated this policy, it should be brought to the attention of the employee’s immediate supervisor.

The supervisor will investigate the situation and determine an appropriate response, including, if applicable, disciplinary action.
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