Procedure #20
Auglaize Industries, Inc.

Standard Operating Procedures Manual

Ethical Code of Conduct for Staff and Clients
and

Procedures to address Ethical Code Violations

A. DEFINITIONS
ACBDD – Auglaize County Board of Developmental Disabilities

AI – Auglaize Industries, Inc.

IP – Individual Planning process

B. POLICY

INTENT
The non-profit corporation holds certain core values and beliefs that seek to promote fairness and personal growth for all staff and clients who are employed by and participate in the various training and enrichment programs at Auglaize Industries.  The following procedures and guidelines provide an environment that is designed to promote positive working relationships and to reduce conflicts that might arise in any work environment.
Formal processes are available to address possible violations of ethical code violations.

GUIDELINES FOR SPECIFIC RELATIONSHIPS, ACTIVITIES, AND PROCEDURES
1. Conflicts of Interest – Staff conflicts of interest are addressed through the ACBDD Policy and Procedure, Section 5-4.1.07, which states that staff are not to accept monetary gifts from clients, and staff shall not solicit sales of products or services from clients.
Client conflicts of interest are generally addressed through informal meetings or the Individual Planning process. Grievance procedures and Due Process policies are also established in the Client Handbook when informal procedures do not achieve the desired outcomes for clients. 
2. Exchange of gifts, money, and gratuities - Staff may accept reasonable gifts 
      (monetary or otherwise) from other staff and may solicit services and products in the 
      work environment, upon approval of the facility Director or a department manager. 
      Such exchanges and activities will not occur on work time, will not occupy an 
      inordinate amount of facility space, and will not be disruptive to the work 
      environment.

Staff are prohibited from accepting monetary gifts from program clients and discouraged from accepting material gifts with the possibility of mis-appropriation being a concern. It is advised that staff not accept any gifts greater than $5 in value. 

Clients are discouraged from lending money or to selling personal items to other clients. Experience has taught us that such transactions are often misunderstood and more often than not have led to conflict between clients. Therefore, clients may solicit goods and services to other clients and staff only under the following circumstances:

a.  Personal items may be sold or bartered on an approved “For Sale” board.


b. Goods may be sold pursuant to scheduled fundraising activities that are either 

         being monitored and/or managed by program staff.
3. Personal Fund Raising and Solicitation – Personal fund raising, on work time, by staff and clients is prohibited. What constitutes personal fund raising will be determined by the facility Director. 

There shall be no distribution of political literature supporting individual candidates. Information explaining local and political issues may be distributed and/or posted upon review by the facility Director. Flyers that promote programs, meetings, or sales events may be posted no more than one month prior to the event with approval of the facility Director.
4. Personal Property – Clients and staff are encouraged to bring a minimum of personal 

      property to work other than their vehicles, personal clothing, therapeutic devices and 
      cell phones. Expensive and excessive jewelry is also discouraged due to potential 

      damage, personal injury, loss, or theft. Cell phone use, including texting, is strictly 

      prohibited in the workshop half of the facility Clients may maintain small craft and 
      leisure activities in their lockers, which shall be kept neat, orderly. Lockers shall be 

      free of food products that are not carried back and forth in lunch containers.
5. Setting Boundaries and Social Media – ACBDD Policy and Procedure, Section 5-4, VIII, establishes expectations for staff-client relationships, although this section does not speak specifically to the use of social media, such as Facebook, Messenger, Twitter, and a variety of email accounts.

As an employer, the Auglaize County Board of Developmental and/or Auglaize Industries respects each individual’s right to privacy and private or public communication. However, social media can be a two-edged sword, with the opportunity for beneficial communication and socialization, but with the possibility that program confidentiality can be breeched through both words and pictures, or that slanderous comments about the program and/or staff might be shared inadvertently.

It is strongly advised, that in order to protect the integrity of staff-client and staff-staff relationships, that staff should refrain from sharing program related information through all forms of social media. 

Further, as stated in ACBDD Policy and Procedure, section VIII, 03, “At no time shall a staff member betray the trust relationship that exists between him/her and the enrollee”. Based on the intent of this section, it is strongly advised that staff do not establish staff-client “friendships” through social media that would create a greater possibility of the inadvertent sharing of confidential program and/or personal information. 
6. Witnessing of Documents – If staff are asked to witness documents in the normal course of business, they may defer to a management staff member to sign in their stead. Clients will be discouraged from witnessing legal documents due to guardianship and competency issues, but may be asked to sign IP plan documents, program applications, committee minutes, and behavior support plans, to name a few.    
7. Professional responsibilities – Professional responsibility begins with each staff member’s job description but also includes such matters as following strict ethical standards as established by the ACBDD and AI, an appreciation and respect for cultural diversity and a thorough knowledge and practice of client rights. As Auglaize County employees, we also bear the corporate responsibility of representing our mission and goals to the public in a positive manner while protecting the confidentiality of our clients. 

8. Human resources – Human resources are perhaps our most valuable resource. The ACBDD and AI are both equal opportunity employers who do not discriminate on the basis of race, color, creed, sex, sexual orientation, or national origin. It is the mission of the ACBDD and AI to continue to offer educational and personal growth opportunities to all staff and clients so that they may develop to their fullest potential.
9. Prohibition of waste, fraud, abuse, and other wrongdoing – The disciplinary action policy for the ACBDD is clearly established in Section 5-4 of ACBDD Policy and Procedure. This policy applies to all levels and degrees of wrongdoing and describes a detailed process for addressing such wrongdoings.

SYSTEMS TO ADDRESS ETHICS CODE VIOLATIONS 

1. Response to Client Issues – Most minor ethical violations will be addressed through 

one or more informal meetings with the client involved and/or members of the client’s IP team. For more serious ethical and work rules violations, the Client Handbook establishes Disciplinary Action and Due Process procedures which ensure that client rights are protected throughout this process. 
2. Response to Staff Issues – Most minor ethical violations may be addressed through 

      one or more informal meetings with a staff member and/or the staff member’s chosen 

      bargaining unit representative, if the staff member is a member of the bargaining 

      unit. For more serious ethical and work rules violations, ACBDD Policy and 

      Procedure, Section 5-4, XIV, establishes Progressive Discipline procedures to 

      address ethics and work rules violations. 
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