SOCIAL VOCATIONAL SERVICES
POLICY/PROCEDURES ON ETHICAL CONDUCT

Social Vocational Services is committed to conducting its business ethically and in compliance with all applicable laws and regulation. As an employee/board member you are expected to uphold the highest standards of integrity and sound ethical judgment, and obey applicable federal, state and local laws and regulations governing the conduct of our business. This Code of Business Conduct is designed to provide guidance for recognizing and dealing with ethical issues, provide a process for reporting unethical conduct, and help foster a culture of honesty and accountability.

Who Must Follow Social Vocational Services Code of Ethical Conduct

All employees and members of the Board of Directors are expected to be familiar with the Code of Ethical Conduct and apply it in the performance of their SVS responsibilities.

Seeking Help and Information

This code is not intended to be a comprehensive rulebook and cannot address every situation that you may face. If you are faced with a difficult work decision that is not addressed in the Code ask yourself the following questions:

· Is it legal?
· Is it fair?
· Is it in the best interest of the company?
· How does this make me feel about SVS and myself?

If you still feel uncomfortable about the situation or have any doubts about whether it is consistent with SVS high ethical standards, seek help. We encourage you to contact your supervisor for help first. If your supervisor cannot help or you are uncomfortable contacting them, you may ask another person in the chain of command for information. You may also choose to contact the Corporate Compliance Officer. The Corporate Compliance Officer in your area is the Director of Human Resources. Additionally, SVS offers a Personnel/ Ethics Hotline. The hotline number is posted in each SVS office location. You may remain anonymous and are not be required to reveal your identity in calls to the Hotline, although providing your identity may assist the company in addressing your questions or concerns. 


Reporting Violations of the Code

All employees have a duty to report any known or suspected violation of this Code, including any violation of laws, rules, regulations or policies that apply to the Company. Reporting a known or suspected violation of this Code by others should not be considered an act of disloyalty, but an action to safeguard the reputation and integrity of the Company and its employees.
If you know or suspect a violation has occurred immediately report the conduct to your supervisor. It is acceptable to report concerns orally or in writing. Your supervisor will contact the Corporate Compliance Officer. If you do not feel comfortable reporting the conduct to your supervisor or you do not get a satisfactory response then you may contact the Corporate Compliance Officer directly. You may also access the Personnel/Compliance Hotline that is available 24 hours 7 days a week. All reports of violation of SVS Code of Ethical Conduct will be investigated thoroughly to begin the day SVS becomes aware of the alleged violation. The length of each investigation may vary to provide each complaint/report a fair and complete review. You may remain anonymous and will not be required to reveal your identity in calls to the hotline, although providing your identity may assist SVS in investigating your concern. Individuals who share there identity when reporting a concern will be provided feedback upon completion of an investigation.

It is SVS policy that any employee who violates the Code of Ethical Conduct will be subject to appropriate disciplinary action, including potential termination of employment based upon the facts of each particular situation. An employee accused of violating the code will be given an opportunity to present his or her version of the events prior to any decisions regarding appropriate discipline. Any employee who fails to report known or suspected violations by another employee may also be subject to appropriate discipline. Employees who violate the law of this code may also face fines and penalties not to mention damage to SVS reputation. In short, your conduct as an employee, if it does not comply with the law or with this code, can result in serious consequences for both you and the company.


Confidentiality and Policy Against Retaliation

All questions and reports of known or suspected violations of the law or this Code of Ethics will be treated with sensitivity and discretion. Your supervisor, the Corporate Compliance Officer and SVS will protect your confidentiality to the extent possible consistent with the law and the SVS’ need to investigate your concern. SVS strictly prohibits retaliation against an employee who, in good faith, seeks help or reports suspected violations. Any retaliation against an employee because they sought help or filed a report, in good faith, will be responded to with disciplinary action, including potential termination of employment.

Waivers of the Code

Waivers of this Code of Ethical Conduct will be granted on a case-by-case basis and only in extraordinary circumstances. Waivers of the Code for employees may be made by the Executive Director at the request and with the agreement of the Corporate Compliance Officer. Requested waiver of the Code of Ethical Conduct for the Executive and Associate Executive Directors will be reviewed and decided by the Board of Directors.


SOCIAL VOCATIONAL SERVICES
CODE OF ETHICAL CONDUCT


Business

Accurate Record Keeping
Accurate and reliable records are crucial to our business. Our records are the source of essential data that guides business decision-making and strategic planning. Company records include booking information, payroll, timecards, expense reports, e-mails, accounting and financial data, client records and data, measurement and performance records, electronic records files and all other records maintained in the ordinary course of our business. 

All SVS records must be complete, accurate and reliable. There is never a reason to make false or misleading entries. In addition, undisclosed or unrecorded funds, payments or receipts are strictly prohibited. You are responsible for understanding and complying with our record keeping policies. Ask your supervisor if you have any questions.


Protection and Use of SVS Property
All employees should protect SVS property and ensure their use for legitimate business purposes only. Theft, carelessness and waste have a direct impact on SVS finances. The use of SVS property or funds for any unlawful or improper purpose is strictly prohibited.

To ensure the protection and proper use of SVS property and funds, each employee should:

· Take reasonable to care to prevent theft, damage or misuse of SVS property.
· Promptly report the actual suspected theft, damage or misuse of SVS property to a supervisor.
· Adhere to all cash management procedures.
· Use SVS voicemail or other electronic communication services or written materials for business-related purposes only in a manner that does not reflect negatively on the company or its stakeholders.
· Safeguard all electronic programs, data, communications and written materials from inadvertent access by others.
· Use SVS property only for legitimate business purposes, as authorized in connection with your job responsibilities.

Employees should be aware that SVS property includes all data and communication transmitted to or received by the company’s telephone and electronic systems as well as written materials. Employees and other users have no expectation of privacy with respect to these communications or data. SVS reserves the right to monitor all electronic and telephonic communication. These communications may also be subject to disclosure to law enforcement or government officials. All SVS staff will be familiar with and abide by the SVS E-Policies.

Upon an employee’s termination, if s/he had an SVS assigned computer, before reassigning it to another user, IT will delete all emails and electronic files generated by the former user. Though not required by law, if a terminating employee has been assigned a computer and is a Program Director, Regional Director, DORA, or any other department head, emails and electronic files generated by the former user will be downloaded and stored by IT before deleting the information on the computer to be reassigned. 
 
Accurate billing for services provided
Employees are expected to collect and record accurate attendance/billing information to ensure that customers are billed only for services that are actually provided and at a rate that has been contracted with SVS.

Marketing

SVS is committed to providing services in the communities where our clients live. SVS provides informational presentations and materials to local schools, community groups and at organized vendor fairs.

SVS provides outreach and training in cultural diversity and disability awareness to local businesses upon request. SVS supports the Business Advisory Committee as a method to increase outreach opportunities.

SVS develops its marketing materials in a manner that is understandable for the intended audience.

SVS is committed to developing employment opportunities in response to individual client needs and abilities. 

SVS engages in fair bidding practices using the methods and forms outlined in the Job Development Manual. 

SVS represents the individuals we serve as capable and highlights abilities to employers. Confidential information regarding disabilities is not shared with employers without consent.

SVS will bid contracts with the expectation of being able to meet or exceed client wages. It is not the intent of SVS to make substantial profits from client contracts.

Contractual Relationships

Sometimes SVS enters into a contractual agreement with a person or business to provide a service to SVS or its clients. All contractors are required to provide I-9 information, professional certificates (when applicable) and professional liability insurance. Examples of services that SVS may contract with are nursing, occupational and physical therapy and behavioral services. The list of SVS contractors are reviewed annually. More information on SVS contractual agreements may be found in the SVS Accounting Manual.


Service Delivery

Conflict of Interest
The SVS Board of Directors and SVS Employees must not participate in any activity that is in conflict with the operations and services of SVS. Detailed information regarding Conflicts of Interest may be found in the SVS employee handbook sections Employment of Relatives and Outside Employment. SVS By-Laws section 23 outlines SVS policy regarding conflict of interest and the Board of Directors. 

Acceptance of Gifts
Acceptance of gifts, money or gratuities of significant value by SVS employees is prohibited. SVS Gift Giving and Acceptance Policy is described in its Personnel Policies and in the handbook that each employee receives at the time of hire.

Personal Fundraising/Solicitation
SVS does not allow unapproved or unauthorized materials on its bulletin boards. Nor does it allow the distribution of unauthorized materials in employee frequented work areas. Unauthorized materials may not be placed in employee lockers or individual mailboxes (if applicable). Various charity promotional items (such as magazine sales for various school projects) may not be circulated during work time. 

SVS prohibits solicitation during SVS work time and in SVS work areas. That means that employees are free to solicit anything from the sale of Girl Scout cookies to union materials during their bona fide break time – provided it is away from the clients and not in a client frequented area. More information can be found in the SVS Human Resources Manual.

Personal Property
All SVS staff must respect the personal property of persons served, other employees and visitors as well as the property of SVS. Program participant’s property may not be taken from them and permission must be granted to search the belongings of persons served. Additional information can be found in the SVS Employee Handbook titled Personal Possessions.  

Setting Boundaries
SVS encourages professional relationships between its staff and the individuals we serve. SVS staff must abide by the policies outlined in the Staff/Client Relations section of the SVS Employee Handbook.

Witnessing of Documents
SVS employees may not serve as witnesses for the signing of legal documents by the individuals we serve without approval of the Executive Director. Examples of such legal documents include powers of attorney, guardianship, and advanced directives. 

Input
SVS encourages input from the individuals it serves, the people it employs and the surrounding community. All information provided to SVS to include suggestions, opinions, complaints and questions about SVS operations should be taken seriously and reviewed for its opportunity to promote quality improvements. All staff will be familiar with and abide by the guidelines laid out in the SVS Policy on Input From Stakeholders and the SVS Policy on Complaints.

Client Treatment
All clients served by SVS must be treated with the utmost respect and dignity. All SVS staff must be familiar with and abide by the established Client Rights, which can be found in program manuals and are posted in all SVS offices. SVS staff are required to report any and all witnessed or suspected client abuse. Abuse reporting procedures can be found in your program manuals as well as in video form in each office. All staff must be committed to promoting client choice through encouraging self-advocacy. 

Staff must provide behavior intervention to our clients in keeping with our Policy on the Use of Behavior Intervention. No staff may at any time use an aversive behavior intervention. Restrictive procedures are never used with SVS clients as a part of their plan. Any necessary use of restrictive intervention must be reported through the use of a Special Incident Report.  

Accessibility
It is the policy and plan of SVS to provide and promote full and safe community access for all persons regardless of ability.  This means that SVS provides services in a barrier free environment that respects physical, personal, cultural and ethnic preferences and needs. No person applying for services with SVS is denied services or otherwise subjected to discrimination because of race, color, religion, creed, national origin, sex, sexual orientation, or status as HIV/AIDS positive, disabled or a Vietnam Veteran. All employee/board members are expected to be familiar with and abide by the SVS Policy on Accessibility.


Professional Responsibilities

 Confidentiality
The individuals we serve at SVS entrust us to maintain the confidentiality of their personal information. When information is shared it must be done so in an effort to improve services for that individual and all appropriate releases must be obtained. All SVS client information must be kept in a secure location and protected from inadvertent access by unauthorized individuals. It is never appropriate to discuss private client information to include protected health information with our family, friends or members of the community. All SVS staff will follow the procedures necessary to maintain compliance with client confidentiality as described within SVS program manuals and ensure the privacy of SVS clients’ protected health information in accordance with HIPPA agreements and regulations.

Client Compensation
SVS is committed to providing fair and accurate compensation to clients who participate in our work training programs. All clients are paid in accordance with Department of Labor regulations. All employees are required to accurately record all work activity SVS clients engage in. Staff must also follow the procedures developed by SVS in compliance with labor laws to provide accurate and timely wage assessments. Wage assessment information and forms are located in program manuals and on socvoc.org. Federal and state sub minimum wage certificates certificates are posted in each office location.


Human Resources

Standards of Conduct
All SVS employees are required to be familiar with and abide by our established Standards of Conduct. The Standards of Conduct are reviewed with each individual during new staff orientation. A copy can be found posted in each office.


Employee Compensation
SVS employees are paid in accordance with all applicable Department of Labor laws. Staff are paid in accordance with a set pay scale that is approved by the Compensation Committee of the Board of Directors.

Complaints/Grievance
SVS believes that all employees and stakeholders have a right to make a complaint or file a grievance. SVS further believes that it is necessary to respond to complaints/grievances in a fair and timely manner. SVS employees should be familiar with the SVS Policy on Complaint and the SVS grievance procedure, which is located in the SVS Orientation Packet and in the SVS Personnel Manual.

Affirmative Action
All SVS employees are expected to make Personnel decisions that will reflect SVS commitment to its Policy on Affirmative Action. 







