PERSONNEL POLICIES
							POLICY NO.  05 

Code Of Ethical Conduct

Purpose:	

The mission of VTC Enterprises (VTC) is to assist youth and adults with developmental disabilities and similar limitations in choosing and achieving their life goals through the provision of vocational, employment, habilitation, social and advocacy services.
 
The purpose of a code of conduct is to provide guidelines for everyone involved with VTC that will help them achieve their part of the organization’s mission in an efficient, effective, and ethical manner.  Everyone involved in providing programs and services, whether they are employees, Board members or volunteers, is expected to understand and adhere to this Code.

Guiding Principle:

The guiding principle is that all people, including employees, persons receiving services from VTC (consumers), Board members and all others, are to be treated with dignity, respect, honesty and courtesy at all times.   Each individual needs to be as aware of how the other person might feel, as he/she is aware of how he/she feels in the course of the interaction.

I.	General Conduct
Job performance reviews for employees will be held on a regular basis.  While the review focuses specifically on the job description, there are some aspects of job related behavior that are generally expected regardless of position.  These include, but are not limited to:
·	All employees are expected to adhere to company standards as defined in the Personnel Policies in regard to attendance, punctuality, and standards of conduct.  
·	All employees are expected to manage time to achieve goals.  They are expected to manage their time independently in cooperation with other staff or consumers.
·	All employees are expected to possess and use adequate communication skills with other employees, consumers, customers, and other professionals.  They are expected to be honest and open with each other.
·	All employees represent the organization to the public.  They are expected to create a good impression in regard to dress, demeanor, appearance, language, etc.
·	All employees are expected to treat consumers with respect and dignity.  Abuse of any kind will not be tolerated.
·	All employees are expected to be able to deal appropriately with the demands of the work environment despite changes in the job or environment should they occur.  
·	All employees are expected to be a productive team member.  Many work groups within the organization operate as teams and each staff member is expected to be a productive member of their team.

All employees and Board members will conduct themselves in a professional, courteous manner at all times when interacting with consumers, customers, other professionals involved with consumers, members of the general public or each other.   All employees and Board members are expected to publicly support decisions made and positions taken by the Board regardless of their personal feelings.  If an individual cannot do so, resignation is the alternative. 

II.	Compliance with Applicable Laws and Company Policy:
VTC employees, volunteers and Board members are expected to be familiar with all laws and regulations, as well as VTC policies, as they relate to the duties and responsibilities associated with different jobs and roles. It is the responsibility of VTC management to provide basic information to all employees, consumers, volunteers and Board members.  It is the responsibility of employees, consumers and volunteers to seek guidance from managers in situations where boundaries, roles or responsibilities are unclear.  It is the responsibility of managers to seek guidance from each other, Directors, the Chief Executive Officer and the Board when necessary.  It is the responsibility of the Board to hold appropriate discussions, to seek outside advice when necessary, and to make clear decisions regarding situations that require clarification. Laws and policies that everyone associated with VTC must follow include but are not limited to, the following:

	Employment Laws:

VTC promotes the principles and practices of equal employment opportunity.  VTC and its employees do not discriminate on the basis of race, color, religion, sex, sexual orientation, national origin, age, physical handicap or disability, veteran status, marital status, status with regard to public assistance, or any other status, which is determined to be protected by law.  Employees will not sexually or otherwise harass any co-workers whether it is by creating an offensive environment in which to work or by making employment or an employment benefit conditional upon submission to a sexual demand.  Wages and benefits will be paid according to Wage and Hour rules for everyone who produces work.
·	Environmental, Health and Safety Laws:
VTC will comply with all applicable federal, state and local environment laws.  Employees must be aware of OSHA regulations which apply to the type of work they are responsible for and must ensure that consumers are aware of safety procedures and precautions in each work area.  Each employee must abide by the safety rules and policies of VTC, the Worker’s Compensation regulations, policies and practices and participate in applicable safety training.
·	Laws regarding treatment of consumers:
	Employees are expected to act professionally when interacting with consumers. Employees are expected to treat all fellow employees and consumers with dignity and respect.  Staff members are considered “mandatory reporters” for adult abuse.  Staff members are expected to follow established procedures for reporting suspected abuse. Consumers’ rights are to be respected and understood.  Since consumers are enrolled in our programs because they have disabilities that may affect their ability to make informed decisions and judgments, it is the responsibility of staff members to determine appropriate boundaries for relationships both in and beyond the workplace.  In general, relationships beyond the workplace are discouraged.  Staff members are encouraged to discuss any relationship with a consumer that occurs outside the workplace with his/her manager.  Intimate relationships, including sexual relationships of any kind, between staff members and consumers will result in termination of employment.  

III.	Board/Staff Relationships:
·	In general, the role of the Board is to determine the mission of the organization, to determine the direction of the organization, to set policy to achieve the mission and direction, to hire the Chief Executive Officer and to delegate the work of VTC to the CEO and staff.
·	In general, the role of the CEO and the staff is to perform the work necessary to carry out the mission, direction and policies set by the Board.
·	It is expected that Board and employees may have personal, social and business relationships that are separate from their relationship as VTC Board and employees.
·	In their roles as Board and employees, they are expected to adhere to the following guidelines:

1.	Complaints from Board members about any aspect of the operation of VTC should be directed to the Board Chair, not to staff or the CEO.  The Board Chair should discuss the situation with the CEO and the two should agree on a course of action.
2.	Complaints from employees should be directed first to the employee’s manager, or if the manager has already been approached, the CEO.  Board members should not be approached directly by employees.  If employees approach Board members, they should remind the employee that there is an internal chain of command that must be followed and, if necessary, a grievance procedure they may use.   Board members should tell the employee to use the procedures available or to desist.

IV.	Conflicts of Interest
·	It is expected that both employees and Board members may have business, social and personal interests that are separate from their relationship to VTC.  At times VTC’s interests and the Board member’s or employee’s interests may coincide or be diametrically opposed.   Both employees and Board members are expected to adhere to the following guidelines:
1.	Both employees and Board members are expected to avoid situations in which their loyalties are divided between their personal interests and VTC’s best interest.
3.	Neither employees nor Board members may use their positions with VTC for personal gain or gain for their outside business interests.
4.	Both employees and Board members are expected to avoid the appearance as well as the reality of a conflict of interest insomuch as that is possible.
5.	Potential conflicts are to be acknowledged to managers (if an employee) and the Board (if a Board member) as soon as they are recognized.
6.	Business relationships between Board members, employees and consumers are generally discouraged.  If they occur, they need to be acknowledged, and every precaution taken to assure that everyone, especially a consumer, is treated fairly and honestly.
·	Board members are expected to abide by the conflict of interest provision in the VTC By-Laws.  Employees are expected to abide by the conflict of interest statement in the Personnel Policies.

V.	Confidentiality
Employees and Board members are responsible for ensuring that confidentiality is maintained:

·	Consumers:
1.	Confidentiality regarding consumer information is to be scrupulously maintained according to the current law.  Without a release, no information regarding a consumer is to be disclosed to anyone outside of VTC.  Information generated by VTC staff may be disclosed upon receipt of a properly executed release.  Consumers or conservators may request copies of any information in their files and are to be given such information upon making an appointment within regular office hours.

·	Staff
2.	Most aspects of staff employment are not considered confidential in regard to the law, although VTC does follow generally accepted business practices and does not make most information readily available to the public. 

3.	Some aspects of employment, such as immigration status and medical information must be kept separate from the personnel file.  VTC maintains such information in a separate file.

4.	Personnel records are considered the property of VTC and will be retained by VTC in accordance with the applicable law.  Employees may request copies of any signed documents in their personnel files by making an appointment during regular office hours.  Some aspects of employment, such as wages and benefits, are not protected by law, but employees privy to such information about other employees are prohibited from discussing such information with anyone other than the employee to whom it pertains or the appropriate management staff, unless required by law to do so.

5.	Information regarding current employees will be confirmed in response to requests from outside organizations (confirmation of employment for a loan, for instance) or provided in response to a legal document (such as a garnishment of wages).

6.	VTC will respond to requests for information from potential employers regarding former employees.  Only employees designated by the CEO may release information regarding former employees.  Some assurance that the former employee is aware of the request will be required, and a release is preferred.  Only information regarding dates of employment, position, and job duties will be provided.


VI.	Business Customers
The fact that we do business with individuals and industry is public and we often publicize the fact of such relationships for our mutual benefit.  However, the details of our business relationships and contractual arrangements with other businesses are confidential.  No employee may disclose information regarding subcontract business to persons who are not authorized by existing law, rule or contract under which VTC is funded.  VTC employees will follow applicable laws, rules and accreditation standards in the process of bidding jobs for customers.  This shall apply to all work performed by VTC in-house or in the community.  VTC employees will follow all applicable laws, rules and accreditation standards in the process of establishing Community Based Assessment sites and in making Supported Employment placements and Selective Placements.  VTC employees will follow all applicable rules, laws and accreditation standards in establishing pay rates for consumers. 

VII.	Suppliers
All employees engaged in the practice of purchasing goods and services for VTC are obligated to seek the best and most cost-effective products and services.   This is not to be interpreted to mean that the lowest price always wins the bid.  All bidders are to be treated fairly and equitably.

VIII.	Political Contributions
The law prohibits not-for-profits from making political contributions.  Employees and Board members are expected to comply with federal, state and local legislation regarding individual political contributions.  VTC employees frequently discuss issues regarding our industry with political figures and invites politicians to visit program sites.  In all cases, VTC employees are to abide by all rules and laws governing such interactions.

IX.	Marketing Activities
All employees and board members will represent VTC service delivery and business practices accurately and fairly to the public.  Further, employees and board members are expected to participate in positively promoting services and educating the general public (including families, employers, civic leaders, donors, etc.) about VTC products, services and programs.

X.	Overall Honesty and Fairness
Employees and Board members are prohibited from misusing company funds, property or other assets as well as creating false or misleading books and records.  Employees and Board members are required to disclose direct or indirect personal interests (financial or otherwise) in organizations with which the company conducts or competes for business.  Employees and Board members have the responsibility to report all suspected violations of this Code.  No employee or Board member will suffer adverse actions or career disadvantage for reporting in good faith a suspected violation of this Code.  

PROCEDURE FOR RESOLVING ALLEGATIONS OF VIOLATIONS

Actions in violation of this Code may result in disciplinary action, up to and including termination of employment or Board seat.  Alleged violations of this Code by Board members are to be reported to the Board Chair who will convene the Executive Committee to determine a resolution.  

Alleged violations of this Code by employees are to be reported to that staff member’s manager who will conduct any necessary investigation and determine a resolution.  Employees may proceed through the Grievance Procedure if they wish. 




					
Kirk Spry, Chief Executive Officer
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