Code of Conduct
The purpose of this policy is to ensure that all employees conduct themselves in a professional, legal, ethical and respectful manner while performing their job duties and to provide written guidelines and work standards so that employees will have a common understanding of what types of behavior and conduct are expected.  In addition Saint Joseph Home of Cincinnati wants to have a climate that is conducive to a positive work environment.
Types of conduct and or behavior that Saint Joseph Home of Cincinnati requires: 
· Arrives to work on time and has good attendance;
· Wears proper attire according to department policy; has a neat and clean appearance; wears ID badge in the appropriate manner;
· Parks in appropriate assigned area;
· Uses time wisely and requests supervisor’s permission before leaving work area;
· Uses authorized area for smoking or use of smokeless tobacco products;
· Obtains authorization from supervisor before posting, altering or removing material from Home bulletin boards or property;
· Is always honest, never misrepresents or make false statements for any reason;

· Conducts self in a professional manner at all times;
· Displays a caring and polite behavior, avoids gossiping and spreading rumors. (Gossiping is defined as (a) revealing of personal or sensational facts; (b) rumor or report of an intimate nature; (c) idle talk: Example are: employees discussing another employee’s workers comp claim; discussing another employee’s personal life; discussing another employee’s transfer/promotion;
· Is respectful of all employees, residents, families, volunteers and supervisors; 
· Refrains from engaging in harassment toward others; 

· Avoids use or possession of alcohol or other controlled substances on Home premises;
· Refrains from menacing/assaulting behavior or behavior that can be classified as workplace violence; 

· Clocks in and out according to established procedures including time allotted for 30-minute meal period;

· Provides the highest quality care of residents/guests at all times;
· Refrains from engaging in off duty misconduct;
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· Is alert at all times while on duty;

· Reports safety events and situations in a timely manner;

· Demonstrates  careful and safe work habits;

· Demonstrates satisfactory work performance;

· Maintains and follows policies and procedures on revealing or disclosing confidential information regarding residents and other staff (HIPAA);

· Respects the property of others (residents, coworker, the Home); obtains administrative approval prior to removing Home property;
· Adheres to Home policy regarding the possession or display of firearms or weapons on Home property;
· Follows all policies or procedures as outlined in the Home’s Policy and Procedures Manual , Department Policy and Procedure Manual and employee, complies with laws and regulations in an ethical behavior;
· Attends and completes mandatory in-services and trainings;
· Complies with the Home’s Corporate Compliance Policy and Procedure;
This list is not all inclusive and only tries to provide a general over view of the conduct that all employees should display.

Failure to comply with the code of conduct may result in performance counseling up to and including termination.
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