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Effective: R4-22-09/R7-1-2010;11/29/12;7/1/17;7/1/18
PURPOSE:
To establish procedures for management, employees and contractors’ ethical conduct when relating to governing bodies, persons served, business customers, vendors and visitors.

POLICY:
It is the policy of Allen Family Living to have an ethical responsibility to the persons served and the community it serves and be committed to strong principles of integrity and ethical conduct in all of its business transactions. Allen Family Living encourages and expects high standards of performance throughout the organization. Those serving at all levels of the organization including management and/or employees/contractors are expected to perform their duties competently, honestly, compassionately and with commitment to the highest standards of ethical conduct.
PROCEDURES:

In maintaining the ethical standards required by Allen Family Living, each management member and/or employee/contractor will comply with all local, state, and federal rules/regulations/laws governing the services provided and the guidelines set forth below. 

Allen Family Living, Inc. believes in helping all individuals achieve their full potential by maximizing their independence, productivity, talents and quality of life. Allen Family Living, Inc. fully supports each individual’s preference, choice of living environment, learning techniques, hobbies, profession and retirement goals. Allen Family Living, Inc. works closely with the person served and their support team in developing program goals. These goals are specifically designed to help the individual achieve their full potential to the best of their abilities. It is also our belief that everyone should be empowered to make the choices in daily life being fully informed of the consequences of those choices; yet affording them the dignity of risk. We value each individual’s rights and dignity and look to each person served as the most important part of the team.

Business:

It is the standard of Allen Family Living to perform all business activities with honesty, fairness, integrity and respect. These standards are exhibited through truthfulness and respect for the laws which apply to our business. We display high ethical standards in our business decision making.
Marketing:

Misrepresentation of services or products to or for persons served or business customers will not be tolerated. Allen Family Living is aware of the trust placed in us to provide precise information at all times. The marketing of services to the general public, funding agencies, and people with disabilities must be appropriately and accurately represented.

Contractual Relationships

Allen Family Living may contract with qualified individuals for the purpose of developing and/or maintaining a full array of services to foster continuity of care.
Conflicts of Interest:

Allen Family Living recognizes that the potential for conflicts of interest exists for decision-makers at all levels. Allen Family Living will not participate in activities that could create potential conflicts of interest; this includes Board of Directors, management, and employees/contractors. All Allen Family Living employees/contractors should conduct themselves in such a way as to promote a positive public image of Allen Family Living and to avoid any possible claims of unprofessional conduct or conflict of interest.
Use of Social Media

Allen Family Living, Inc. recognizes that many of our employees/contractors utilize a variety of social media. Employees/Contractors must adhere to the Social Media Policy of Allen Family Living.  New and rapidly evolving technologies for communication present new challenges to confidentiality and personal safety. Words, comments, and pictures on social media are subject to the same confidentiality rules as any other communication. The social media policy provides guidance for employee/contractor use of social media, communication media dedicated to interaction and content-sharing, which should be broadly understood for purposes of use of social media to include, but is not limited to, websites, applications, blogs, wikis, microblogs, message boards, chat rooms, electronic newsletters, online forums, social networking sites and other sites and services that permit users to share information with others in a contemporaneous manner.  
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Service Delivery:
Allen Family Living will provide all services in a manner that demonstrates the utmost respect for the humanity and dignity of each person served. We will provide competent, caring service/support to each individual consistent with the goals in the person-centered plan. It is our responsibility to protect all persons served from abuse, neglect, exploitation, humiliation or retaliation and provide the individuals served and/or their guardians with the information they need to make informed decisions about their services. All Allen Family Living personnel will communicate with persons served in a manner that is respectful and best helps them understand the information being presented. We will protect the confidentiality of all information related to persons served and recommend only those services/treatments considered to be beneficial to the individual.
a. Exchange of Gifts, Money and Gratuities
Allen Family Living’ employees/contractors cannot accept personal favors, gifts, or gratuities under any circumstances which may be reasonably construed as influencing the management and/or 
employees/contractors official activities. Receiving money or realizing personal financial gain from business, industries, or other community stakeholders with which Allen Family Living conducts business or which is under consideration of a business transaction is not permitted.

b. Personal Fundraising
Allen Family Living does not allow employees/contractors to buy, sell, borrow, or lend goods or money with, for, or to persons served, stakeholders, business partners, or potential business partners.  
c. Personal Property
All Allen Family Living’ employees/contractors will respect and safeguard the personal property of persons served, visitors, and co-workers and property owned by Allen Family Living as much as possible.

d. Setting Boundaries
1.  Allen Family Living requires that a therapeutic relationship between its staff and the individuals we serve be maintained at all times.  Staff is allowed to interact with persons served on their own time.

2.  Allen Family Living’ employees/contractors will not engage in a sexual relationship, physically or verbally with person served. This would be considered sexual assault. (A person commits sexual assault when such person has supervisory or disciplinary authority over another person and such person engages in sexual contact with that person). Consent of the victim shall not be a defense to prosecution under this subsection.
e. Witnessing of Legal Documents

Allen Family Living’ employees/contractors may not serve as witnesses for the signing of legal documents by the individuals we serve without approval of the President and/or Vice President.  Examples of such legal documents include, but not limited to, powers of attorney, guardianship and advanced directives.  Staff must read entire document before witnessing a signature of individuals we serve.  
Professional Responsibilities

All Allen Family Living’ employees/contractors will document honestly and accurately all services provided and bill responsible payers only for services provided. Allen Family Living must maintain and continuously strive to improve levels of competence in order to provide the highest quality of services.
Human Resources
Allen Family Living is an equal opportunity employer that considers applicants on the basis of qualifications regardless of race, creed, religion, gender, age, national origin, disability, marital status, veteran status, sexual orientation, or other characteristic protected by state or federal law. It is the policy of Allen Family Living that Human Resources maintains current personnel records as required to meet State, Federal and local managing authorities.

Organizational Fundraising
Allen Family Living does not engage in organizational fundraising and does not allow employees/contractors to engage in organizational fundraising on behalf of Allen Family Living.
Prohibition of Waste, Fraud Abuse and Other Wrongdoing

It is the policy of Allen Family Living, Inc. to vigorously combat waste, fraud, abuse and other wrongdoing in federal and state healthcare programs by

(1) providing information on federal and state criminal and civil laws and regulations that punish prohibited activities;
(2) providing information on federal and state laws and regulations that protect individuals who report waste, fraud, abuse and other wrongdoing from retaliation; and
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(3) informing Allen Family Living’ management, employees, and contractors of Allen Family Living’ efforts to combat waste, fraud, abuse and other wrongdoing.

No Reprisal Approach for Personnel Reporting:

Any individual who in good faith reports a possible violation of the company’s Code of Ethical Conduct, even if the report is mistaken, or who assists in the investigation of a reported violation, will be protected by the company. Retaliation in any form against these individuals will not be tolerated. Any type of retaliation should be reported immediately and will be disciplined appropriately.

PROCEDURES FOR RESOLVING ALLEGATIONS OF ETHICAL VIOLATIONS

1. Any suspected incidence of fraud, dishonesty, immoral, unethical or other inappropriate behavior, or conflict of interest on the part of any management, employee, contractor, board member, customer or visitor must be reported immediately to the Vice President and/or the President.

2. Vice President and President will initiate an investigation into any such allegation of fraud, dishonesty, immoral, unethical or other inappropriate behavior, or conflict of interest within one business day. A thorough investigation will be completed within 10 days of receiving the reported allegation.

3. Verification of any alleged incidences of immoral or unethical conduct of an employee or contractor will result in disciplinary action up to and possibly including termination or loss of contract. Verification of any alleged incidences of immoral or unethical conduct of a board member may result in dismissal from the board. Final determination will be made by the Vice President and President.
Education on Ethical Codes of Conduct for Personnel and Other Stakeholders
Allen Family Living provides training on Codes of Ethical Conduct prior to working with a person served and annually.  Allen Family Living reviews the Code of Ethical Conduct Policy with the person served and/or guardian upon admission and annually.  Allen Family Living has the Code of Ethical Conduct posted on allenfamilyliving.com and on the office bulletin board.
Advocacy
Allen Family Living will advocate with the people we support for justice, inclusion and full community participation. Allen Family Living will:
· Support individuals to speak for themselves in all matters where assistance is needed.
· Represent the best interest of people who cannot speak for themselves by finding alternative way of understanding their needs, including gathering information from others who represent their best interests.

· Advocate for laws, policies and supports that promote justice and inclusion for people with disabilities and other groups who have been disempowered.

· Promote human, legal and civil rights of all people and assist others to understand these rights.

· Recognize that those who victimize people with disabilities either criminally or civilly must be held accountable for their actions.

· Find additional advocacy services when services we provide are not sufficient.
· Consult with people we trust when we are unsure of the appropriate course of action in our advocacy efforts.

Corporate Citizenship
Allen Family Living will be actively involved in the community with neighbors, homeowners’ associations, and organizations.

 1. Participating in volunteer programs such as Meals on Wheels, Salvation Army, Gaston County Board

     of Elections, and Public Libraries. 

2. Attending and/or participating in events such as Relay for Life.

3. Attending home owners association meetings, if applicable.

4. Being involved in neighborhood cookouts, parties and fundraisers.

5.  The Vice President serves as a member on the Summerland Homes Clients Rights Health & Safety

     Advisory Committee.
