The Parent’s Information & Resource Center, Inc.
Professional Code of Conduct

Professional Conduct:

It is expected that all consultants shall conduct themselves as professionals and maintain a high level of ethical conduct as outlined for behavioral healthcare professional in the Florida Statues that governs mental health and substance abuse treatment.
In addition, consultants are to adhere to any agreed upon schedule to provide care and treatment to the patients and provide services as set forth in their consultant agreement.  
Failure to maintain the professional conduct required shall result in termination of the consultant agreement.
Harassment:

Consistent with Parent’s Information & Resource Center’s respect for the rights and dignity of each employee, harassment based on race, color, religion, gender, sexual orientation, national origin, age, disability or any other characteristics protected by law, will not be sanctioned nor tolerated.  With respect to sexual Harassment, the Company prohibits:

· Unwelcome sexual advances, requests for sexual favors, and all other verbal, written and/ or physical conduct of a sexual or otherwise offensive nature, especially  where:

· Submission to such conduct is made either explicitly or implicitly a term or condition.

· Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s employment; or

· Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive work environment.

· Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this policy, harassment is verbal or physical conduct that denigrates or show hostility or aversion toward an individual because of his/her race, color, religion, gender, sexual orientation, national origin, age, disability, his/her relatives, friends or associates, and that:

· has the purpose or effect of creating an intimidating, hostile, or offensive

·  work environment;

· has the purpose or effect of unreasonably interfering with an individual’s work or performance; or

· Otherwise adversely affects an individual’s employment.

· Harassment conduct includes, but is not limited to epithets, slurs, or negative stereotyping; threatening, intimidating or hostile acts; statements and attempts that the speaker believes is humor which is racial or sexual in nature, which comments upon one’s religion, gender, sexual orientation, national origin, age, disability, martial status, or other characteristic protected by law; and written or graphic material that denigrates or shows hostility or aversion toward an individual or group that is placed on walls or elsewhere on the employer’s premises or circulated in the work place.

· Any employee who believes he or she has been the subject of sexual or any other form of harassment is encouraged to directly respond by informing the offending person or persons that such conduct is offensive and must stop. (It is advisable for employees to record the date and specifics of event(s), and names of witnesses, if applicable.) If the employee does not wish to communicate directly with the offending individual, or if direct communication has been ineffective, then the employee is encouraged to report the matter to the attention of his or her supervisor or the company President/CEO.
· A prompt and thorough investigation of the alleged incident will be conducted to the extent possible and appropriated corrective action will be taken if warranted. To the extent consistent with adequate investigation corrective action, complaints of harassment will be confidential. Parent’s Information & Resource Center reserves the right to transfer, re-assign, or suspend any employee accused of harassment or discrimination until such time as an investigation has been completed. Any individual found to have engaged in sexual or any other form of Harassment will be disciplined as appropriate, up to and including discharge.

Parent’s Information & Resource Center will not in any way retaliate or tolerate any form of retaliation against an employee, potential employee, or former employee who, in good faith, makes a complaint or report of harassment, or participates in the investigation of such a complaint or report.

Open Door Policy:

Employees are encouraged to discuss any work-related issue directly and promptly with their supervisor.  He or she will be very helpful to the employees in providing support, encouragement, and challenging assignments to facilitate their personal growth and success while at PIRC.

If after discussing a situation with his or her supervisor an employee is not satisfied with the supervisor’s assistance, an “open door” policy exists to give employees complete freedom to involve a higher level of management, without fear of reprisal.

Outside Employment:

It is PIRC’s desire to help its employee meet their financial goals; therefore, PIRC has put in place through its outpatient clinical counseling department a method of helping employees to do bonus work; thereby avoiding the need for outside employment.  If you need more information, about the bonus unit, contact the director for more information on the availability of bonus units.
However, outside employment is permitted provided it does not divide or appear to divide an employee’s business loyalty or reduce his or her ability to perform assigned duties in the organization. Outside employment must be discontinued if it has an adverse effect on an employee’s work performance, is competitive with personal growth and success while at PIRC or is a conflict of interest.

Although an employee is free to work outside PIRC, the employee’s first priority is to PIRC. This means that the employee’s outside employment does not interfere with his or her work schedule or performance at PIRC. Outside employment that affects an employee’s attendance, work performance, productivity or conduct, either directly or indirectly, or that creates a conflict of interest of any kind, is strictly prohibited.

If you find it necessary to seek outside employment, you must discuss you plans with your supervisor before engaging in such outside employment. Schedules will not be adjusted and special considerations will not be made for employees who have outside employment.

Prohibited outside employment includes:

·
Performing services for or acting as an agent, officer, employee, director, consultant, partner or shareholder for any client of PIRC.

·
Performing services for or acting as an agent, officer, employee, director, consultant, partner or shareholder for any business entity similar to PIRC.

·
Receiving personal income or material gain from outside individuals or companies for producing materials or rendering services, either during working hours, on PIRC’s premises, using PIRC property, or at any time while performing services on behalf of PIRC.

·
Promoting a personal business at any time during working hours while using PIRC’s property, while on PIRC’s premises, or at any time while representing PIRC.

·
Using PIRC’s name as a part of an outside promotional campaign or other business endeavor without express knowledge and written approval of the President/CEO.

If you must accept outside employment, please submit to your supervisor a written memo containing the name of the outside employer, the duties expected in the new position and hours that you propose to work. In some cases, an employee may have to choose between employment at PIRC or the outside company.

Drugs and Alcoholic Beverage Abuse Policy:

It is our policy that workers demonstrate “fitness for duty,” which means that all employees are expected to be in suitable mental and physical condition, able to perform their work satisfactorily.  Therefore, all supervisors, directors and administration are responsible for enforcing PIRC’s Drug and Alcohol Abuse policy.  All employee and/or consultants are prohibited from the following:

(1) Selling any illegal

(2) Selling legal drugs, including alcohol or prescription drugs while on duty. 

(3) Possessing any alcoholic beverage or unlawful drug or drug paraphernalia on PIRC’s premises at any time.

(4) Using any illegal drug at any time. (Illegal drugs including prescription drug prescribed for someone else, or used contrary to prescribed dosages.)

If an employee comes to work and is disorderly and displays symptoms of drug abuse, the employee will asked to leave the premises. If the employee refuses to leave the premises, the police will be called to remove the employee. The employee will be suspended without pay, pending disciplinary actions.

An employee that exhibits a behavior or activity that constitutes serious violation of company rules and polices is subject to appropriate disciplinary action, up to and including discharge.

Note: Employees taking prescribed drugs must ensure that such drugs do not pose a risk to safety or performance. If a drug is prescribed in connection with treatment of a disability, please inform management so that we can protect workplace safety and make accommodations where appropriate.

Random drug testing maybe requested at any time for any reason.

Weapons/Firearms:   

Under no circumstances may consultant possess or use any licensed/ unlicensed firearms, weapons or explosive devices while on company premises. Violation of this policy may lead to disciplinary action up to and including immediate discharge.

Workplace Violence:
PIRC is concerned about the increased violence in society, which has also filtered into many workplaces throughout the United States. As a result, we have taken steps to help prevent incidents of violence from occurring at PIRC. It is our policy to expressly prohibit any acts or threats of violence by any employee or former employee against any other employees in or about company facilities or elsewhere at any time.  PIRC will not condone any acts or threats of violence against our employees, clients, or visitors on company premises at any time or while engaged in business with or on behalf of PIRC, on or off company premises. In keeping with the spirit and intent of this policy, and to ensure that PIRC’s objectives in this regard are attained, it is the commitment of PIRC to:

1. Provide a safe and healthy work environment.

2. Take prompt remedial action up to and including immediate termination against any employee who engages in any threatening behavior or acts of violence.

3. Take appropriate action when dealing with clients, former employees, or visitors to PIRC’s facilities who engage in such behavior. Such action may include notifying the police or other law enforcement personnel and prosecuting violators of this policy to the maximum extent of the law.

4. Establish viable security measures to ensure that PIRC facilities are safe and secure to the maximum extent possible and to properly handle access to company facilities by the public, off-duty employees, and former employees.

Any employee who displays a tendency to engage in violent, abusive, or threatening behavior, or whose behavior is deemed offensive or inappropriate may be referred to counseling or other appropriate treatment. Such employees will also be subject to disciplinary action, up to and including discharge.

As part of this policy, employees have a “duty to warn” their supervisor, security personnel, or other management representatives of any suspicious workplace activity or situations or incidents that they observe or are aware of that involve other employees, former employees, clients, or visitors and that appear problematic. This includes, for example, threats or acts of violence, aggressive behavior, offensive acts, threatening or offensive comments or remarks, and the like. Employee reports made pursuant to this policy will be held in confidence to the maximum extent possible.

PIRC will not tolerate any form of retaliation against any employee for making a report under this policy.

Smoking:

For the comfort and health of our fellow employees, as well as our clients and in accordance with the Florida Clean Indoor Air Act, smoking is only permitted on designed smoking areas.

Telephones:

In order to maintain a productive and client-focused environment, employees are requested to restrict the personal use of the telephone, for both incoming and outgoing calls, to emergency situations only.  

Electronic Media/Computer Usage:

Most employees have access to computer, e-mail, telephones, voice mail, and fax machines and in some cases online services. PIRC maintains the right to monitor and review all information created and/or communicated by an employee via electronic media. Electronic media may not be used for discriminatory, harassing or obscene communications, personal gain, advancement of individual opinions, or for any other purpose, which is illegal, or against company policy or PIRC. Employees may not use a code, access a file, retrieve stored information or disseminate information, unless authorized to do so. An employee’s occasional use of PIRC computer facilities to type a term paper for an educational course or prepare announcements for a charitable event is acceptable. However, in order to keep these uses to a reasonable level, approval to use the system in such a manner must be given by the employee’s supervisor. Moreover, please be aware that files may be purged at any time, without notice. The use of the system for such personal efforts must occur outside of business hours and any files created are to be deleted at the end of the project.

To preserve the integrity of the computer network from viruses, all software downloads must be handled through the IS Department or Systems administrator. Any employee abusing the privilege of company- facilitated access to electronic media may be subject to disciplinary action, up to and including discharge.

Confidential Information:

It is the policy of PIRC to ensure the operations, activities, and business affairs of PIRC and

our clients are kept confidential based on the Health Insurance Portability & Accountability Act (HIPPA) of 1996 and any forthcoming revisions.  
If during the course of their employment, assignment or affiliation; employees acquire confidential or proprietary information about PIRC, its clients, and vendors, such information is to be handled with strict confidentiality.  The information is not to be copied, discussed with or disseminated to outsiders or co-workers except in accordance with HIPPA requirements and PIRC’s policies.

Workforce Confidentiality Agreement

All employees and consults understand that PIRC has a legal and ethical responsibility to maintain patients and employees / consultant’s privacy, including obligations to protect and safeguard the confidentiality of their information.   
In addition, employees and consults understand that they obligated to maintain all confidential information such as financial and operational data that they may see or hear during the course of their employment or assignment at PIRC.  

As a condition of their employment, employees and consults shall:
a. Not share specific employee’s or consultant’s demographic, payroll, personnel or medical information with other employees, individuals and organization without written authorization

b. Disclose patient and staff information only if such disclosure are part of my duties and complies with the polices and procedures of PIRC

c. Not disclose their personal access codes(s), user ID(s), access keys(s) and password(s) used to access computer systems, equipment or doors with unauthorized persons

d. Not access or view information other than what is required to do their jobs.  If an employees and consults have any questions about whether access to certain information is required for them to do their job,  they will immediately ask their supervisor for clarification

e. Not discuss any information pertaining to PIRC in an area where unauthorized individuals may hear such information (for example, in hallways on elevators, in the cafeteria, on public transportation, at restaurants, and at social events). 

f. Not discuss any of PIRC information in public areas even if specifics even if the patient’s or staff name are not used
g. Not make inquires about any information for any individuals or party who does not have proper authorization to access such information

h. Not make unauthorized transmissions, copies, disclosures inquires, modification or purging of patient, staff or consultant information.  Such unauthorized transmission include, but are not limited to removing and/or transferring patient, staff or consultant information from PIRC to unauthorized locations such as home, car, other facility

i. Upon termination of employment / assignment/ affiliation, immediately return all property (e.g. keys, documents, ID badges, etc.) to PIRC’s personnel department

j. Be obligated to maintain this agreement after the termination of their services to PIRC

k. Experience disciplinary actions, up to and including termination of  services for violating this agreement

l. Be held personally responsible for any civil rights violations and criminal penalties. In addition, they may be responsible for court cost and attorney’s fees for violation of this Workforce Confidentiality Agreement. 

Solicitation and Distribution:

Solicitation by an employee in the work place without prior approval of Parent’s Information & Resource Center President/CEO is against policy, as is all solicitation in work areas during working hours. Outsiders are prohibited from soliciting funds or political support; selling tickets, raffles or merchandise; and distributing or placing literature on company premises without written approval from the Parent’s Information & Resource Center’s President/CEO.

Employees are encouraged to read bulletin board notices to keep abreast of PIRC’s plans, changes in policies, activities, or other pertinent news items. Bulletin Boards are company property and shall not be used by anyone for purposes other than those previously defined without the approval of the Parent’s Information & Resource Center’s President/CEO.

Basic Standards of Conduct:

In order to provide rewarding and personal growth opportunities to its employees and provide top quality service to its clients, PIRC attempts to keep rules and regulations to a minimum. The following example, although not exhaustive, illustrate types of conduct that are not in the best interest of either Parent’s Information & Resource Center, its employees or clients and are not permitted. Participating in such conduct may result in disciplinary action, up to and including immediate discharge and reporting and collaborating with law enforcement authorities, where applicable.

· Violating the Health Insurance Portability & Accountability Act (HIPPA) of 1996 by sharing confidential information with persons not employed or having authority to receive such information.

· Stealing or damaging private property or that of PIRC and / or its clients.

· Gambling on Parent’s Information & Resource Center premises.

· Unauthorized possession, use, or being use under the influence of alcohol and/ or illegal substances on Parent’s Information & Resource Center premises.

· Concealing, carrying, or using firearms or any type of weapon on Parent’s Information & Resource Center premises.

· Falsification or intentional misrepresentation of important information.

· Fighting or taunting activities.

· Immoral or indecent conduct on Parent’s Information & Resource Center’s premises.

· The use of obscene, abusive or threatening language, or engaging in other forms of harassment.

· Insubordination or disregarding instructions of a properly authorized co-worker, management or non- management.

· Failure to observe safety rules and regulations.

· Contributing to unsanitary conditions or poor housekeeping.

· Inefficiency, lack of productive effort, or other unsatisfactory work performance.

· Unauthorized use of Parent’s Information & Resource Center’s time, material or equipment for personal activities.

· Excessive number or rate of absences or tardiness.

· Improper use of time recording instrument or card.

· Other willful acts not specified above which violate laws or Parent’s Information & Resource Center’s rules and policies.

_________________________________________
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Employee Signature





Date
PAGE  
             Page 1 of 8


