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CODE OF ETHICS


POLICY

It is the policy of the Stanislaus County Behavioral Health and Recovery Services (BHRS) that all staff members (including contract employees), volunteers and students/interns adhere to the ethical guidelines found in the Code of Ethics (See Attachment B). 

PURPOSE

It is expected that all individuals representing the BHRS Department are committed to a belief in the dignity and worth of individual human beings, and will maintain high standards with respect to their duties.

PROCEDURE

All new staff, volunteers and students/interns shall be given the Code of Ethics.  It should be reviewed with that individual and the acknowledgment slip (See Attachment A) should be filled out certifying he/she has read and understands the guidelines.

The acknowledgment shall then be placed in the individual’s personnel file.

Revised  04-16-04   af
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 BEHAVIORAL HEALTH AND RECOVERY SERVICES

 A Mental Health, Alcohol and Drug Service Organization

Dan Souza, LCSW

Director

800 Scenic Drive, Modesto, CA  95350

Phone: 209.525-6225     Fax: 209.525-6291

April 21, 2004

TO:
All New
Staff



All Personal Service Contractors



All Volunteers



All Interns



All Students

FROM:
Dan Souza, LCSW


Director

SUBJECT:
CODE OF ETHICS

Attached is the Code of Ethics for Stanislaus County Behavioral Health and Recovery Services.   This code of Ethics pertains to the functions of all paid and unpaid staff of the organization, including professionals, paraprofessionals, support, personnel service contractors, volunteers, students, and interns.

It is necessary that you read the entire document and attached companion document, Basic Service Ethics and Guidelines for Relationships.  If you have any questions about the Code of Ethics or the companion document, please consult with your supervisor or the organization's Compliance Officer.  After reading the Code of Ethics and the companion document, you will be asked to sign the statement at the bottom of this memorandum.  It will be kept on file with the organization's Human Resource Division.

It is expected that all paid and unpaid staff of the organization adhere to the principles and guidelines stated in the organization's Code of Ethics.

DS/af

I have read and understand the Code of Ethics for Stanislaus County Behavioral Health and Recovery Services and the attached companion document, Basic Service Ethics and Guidelines for Relationships.   I have directed any questions or concerns to my supervisor or the organization's Compliance Officer.

	Print Name:
	

	
	

	Signature
	
	Date
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Revised:   April 21, 2004    af

This Code of Ethics pertains to the functions of all paid and unpaid staff of the Stanislaus County Behavioral Health and Recovery Services, including volunteers, students, interns, professionals, personal service contractors, paraprofessionals and support personnel.  Members of professional disciplines are directed to his/her individual professional ethical standards.  Staff should consult with his/her immediate supervisors if a conflict exists between these standards and the Department’s Code of Ethics.

The Department’s vision, mission and values reflect a commitment to promote the dignity and worth of the individual.  Staff shall not practice, condone, facilitate or collaborate in any form of discrimination.  Staff shall maintain the highest clinical and ethical standards with respect to his/her duties as they come in contact with clients, other staff members as defined above, other service providers, and the public.

In the performance of his/her duties, staff shall engage in courteous, respectful relationships which demonstrate the principles of autonomy, self-determination, beneficence (do the right thing), non-malfeasance (do no harm), privacy, informed consent, competence and other related principles.

All staff shall attend training offered by the Department with regard to these principles.  All new staff shall attend Department sponsored training on boundary and ethical issues within the first twelve months of his/her employment.  All staff will be familiar with the attached companion document, Basic Service Ethics and Guidelines for Relationships.

In the event a staff person has a question or concern regarding any of the following principles, whether regarding their own or others’ conduct, staff are directed to contact their immediate supervisor or the Compliance Officer for consultation. 

I. PRINCIPLE OF CONFIDENTIALITY

Staff shall embrace, as a primary obligation, the duty of protecting the privacy and legal rights of others to promote trust and openness in all professional relationships.

No official or staff of the Stanislaus County Behavioral Health and Recovery Services shall knowingly disclose confidential, client or patient information except as authorized or required by law, or otherwise use information except as authorized or required by law, or use such information for personal gain, benefit, or entertainment.

A.  
Special protection for the confidentiality of mental health and alcohol and drug clients is provided by law.  The following sections apply to the functions of all Department staff who have access to information about clients of Behavioral Health and Recovery Services.

1.  
No information about a client shall be communicated to any other person or agency unless the following conditions have been met:

a.
A signed release of information has been obtained from the client for the purpose of  transferring necessary and germane information. 

40.1.102 Attachment B









Page 1 of 10

b.
There is no signed release, but the discussions, reports, and medical records pertaining to a client receiving mental health treatment are limited only to those individuals within Behavioral Health and Recovery Services who have a clear involvement with the client’s case and the need for the information.  (Welfare & Institutions Code Section 5328) 

c.
There is no signed release, but a condition described in Welfare & Institutions Code 5328 that allows or requires release of confidential information has been met, and such a release is appropriate.

d.
Staff providing treatment to clients pertaining to alcohol and drugs must adhere to the confidentiality sections of 42 Code of Federal Regulations.

e.
Outpatient mental health records will not be released unless any applicable provisions of Civil Code section 56.104 are also met.

2.
Client information may be used in clinical discussions which are not directly related to treatment, and for training purposes, only when the identity of the individual has been appropriately and effectively disguised.

3.
Exception to the confidentiality rules exist when an immediate danger exists to the client and/or others, (as mandated by law); information should be given to appropriate professional and civil authorities only after consultation with a supervisor.  If a supervisor or on-call administrative manager is unavailable in an emergency situation, the involved staff member will act upon his/her own best judgement and report the disclosure and circumstances of the disclosure to his/her supervisor as soon as possible.

4.
The client shall be informed, to the extent possible, about the disclosure of confidential information and the potential consequences, when feasible, before the disclosure is made.  This applies whether staff disclose confidential information on the basis of a legal requirement or with client consent.

5.
With the exception of the circumstances listed above, staff shall under no circumstances purposely view client records of individuals not under their care or treatment, or for consultation or quality management purposes. Doing so may result in disciplinary action, up to and including termination.

B.
Staff shall protect the confidentiality of the client’s written and electronic records and other sensitive information.  They shall take reasonable steps to ensure that the client’s records are stored in a secure location and that those records are not subject to unauthorized access.  Furthermore, precautions shall be taken to maintain the confidentiality of information transmitted by other parties through the use of computers, e-mail, fax machines, telephones, telephone answering machines, or any other electronic device or means.
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C. Records kept for clinical purposes shall contain no reference to behaviors not relevant to treatment and diagnosis.  Subjective value judgements are not appropriate in clinical records. It is imperative to describe specific aspects of problematic behavior without recording personal value judgements about this behavior.

II. PRINCIPLE OF RESPONSIBILITY TOWARD CLIENTS

Staff’s primary responsibility is to serve the client.  Staff shall perform their duties in a manner that assures that the client’s interests are being served above staff self-interests.  DO NO HARM.

A. Staff shall, through words and actions, respect and support the client’s right to self-determination.  Staff shall respect and respond to the client’s right to individual choice regarding treatment.

B. Staff shall, through words and actions, support the recovery of the clients served by the Department.

C. Staff shall not physically, verbally or emotionally abuse any client.

D. Any sexual contact or intimate touching by staff with persons to whom services are provided is prohibited.  Staff will not engage in sexually seductive or harassing behavior and will not encourage such behavior in clients they serve.

E. Staff shall not use, provide, or purchase illicit drugs for a person to whom they provide services or they have reason to believe is provided services by the Department. 

F. Staff shall inform clients of any risks, benefits, or other concerns or issues concerning a potential or existing treatment or treatment relationship that might affect the decision to enter or continue that treatment.  This information will be given in terms and in the language that can be understood by the client and is sensitive to cultural diversity and special needs.

G. Staff shall inform the client before treatment begins of the client’s right to make decisions and participate in their treatment planning. This includes the procedures contemplated, medications involved, financial responsibilities, and the anticipated outcome and possible concomitant reactions and consequences.

H. Staff shall inform the client of the client’s right to consent to or refuse treatment, unless there is a legally defined emergency or legal determination of incapacity.  If the client is a minor or otherwise lacks capacity to act on their own behalf, the parent or legal guardian of the client shall be informed of circumstances which may influence the relationship between the client and the treatment provider. 
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I. Any research study or project involving the participation of mental health clients must be presented to Stanislaus County Behavioral Health and Recovery Services Human Subjects Research Committee.  Prior approval from the committee is necessary in order to protect client’s rights, privacy, and confidentiality.   After approval from the Human Subjects Research Committee is given, the client must be informed by the researcher  as to the nature, extent, and duration of the research, as well as the risks and benefits involved in participating.  Researchers will then obtain voluntary written consent from each client who participates and inform the participants of their rights to withdraw at any time without penalty.

III.
PRINCIPLE OF RESPONSIBILITY TOWARD FAMILY MEMBERS

Family is at the core of a successful partnership in recovery.  Recovery is anchored in a range of interpersonal relationships including family, peers, friends and significant others.  Stanislaus County Behavioral Health and Recovery Services recognizes that individuals often lack consistent family and social supports.  We value family involvement.  We acknowledge families as a valuable resource and encourage family involvement in order to improve service outcomes. In addition, we recognize that in caring for their loved one, family members may need our support and assistance as well.  We also respect a client’s right to refuse family involvement in their care.  There are two exceptions to a client’s right to refuse family involvement: exceptions exist when the client is a minor (except when the client is 12 years of age or over and consenting to receive alcohol and drug counseling services), and when the client is a conservatee.

A. We define “family” broadly to include relatives, caregivers, peers, friends, and significant others as determined by the individual client.

B. As legally appropriate, our clients determine the role of their families in the client’s treatment.  This requires staff to balance the benefit of family involvement against a client’s right to privacy and control over their own behavioral health services.

C. Staff will pursue family involvement and support at every opportunity without compromising the rights of individual clients.  Under law, clients have the right to confidentiality and privileged communication during their involvement with Stanislaus County Behavioral Health and Recovery Services (with the two exceptions noted above). It is incumbent upon the staff of our programs to respect and protect this right.

D. Family involvement will be promoted in all aspects of service planning and delivery, and families will be given, with clients, the continued opportunity to participate in the development of service planning.  This participation will be with the client’s consent, and will be encouraged at intake and continue throughout a client’s involvement in our programs.

E. Staff will provide resources and support to family members related to the challenges of care giving, navigating the various behavioral health and recovery systems, and accessing services and advocacy.  In addition, time should be taken with family 
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members to inquire about their needs with regard to the behavioral health problems their loved one may be experiencing: it is not uncommon for family members to experience a sense of crisis when their loved one is ill.

F. When contacted by family members, a client must sign a Consent to Release Information in order for staff to give client-specific information to family.  Staff should determine what specific information the client is willing or unwilling to share rather than categorically releasing, or, in the event a client declines to give consent to communicate about their care, refusing to release all information.

IV.
PRINCIPLE OF RESPONSIBILITY OF STAFF TOWARD ONE ANOTHER

Effective service requires working with others in a cooperative manner based on trust and respect. Thus staff shall treat others with the same dignity and respect with which they would like to be treated themselves.  Staff shall maintain the highest standards of professional behavior and responsibility.

A. Continuity is an important aspect of treatment.  Staff will take appropriate steps to ensure positive contacts and referrals.

B. Respect for the rights and privacy of staff shall be maintained.  It is assumed that, at any given time, Department staff may be, or may have been, clients of Stanislaus County Behavioral Health and Recovery Services or the recipients of other mental health or substance abuse treatment services. Because of concerns that these may be perceived as actual imbalances of power, or the potential misuse of power, the goal of Stanislaus County Behavioral Health and Recovery Services shall be “power-equity” which allows for shared goals to be achieved.

C. In situations where it becomes known that a staff person is or was a recipient of mental health or substance abuse treatment services, Stanislaus County Behavioral Health and Recovery Services is responsible to ensure that adequate safeguards and accommodations are in place to ensure that they are able to perform their duties.  In addition to reasonable accommodations as required by law, clear roles and boundaries shall be developed and documented with assistance from supervisory staff. 

1. In circumstances where a staff member is in treatment with another staff member, both shall confine the treatment relationship to the therapeutic setting.

2. Supervisory staff shall not provide treatment to those they supervise.   Conversely, staff who may provide treatment to a fellow staff member shall not also act as their supervisor.

3. Staff shall not solicit private information about one another from other staff (e.g. diagnosis, personal problems, or medical problems).  Staff who are not a part of a fellow staff person’s treatment team shall not diagnose or otherwise be involved in those treatment services.
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D. Feedback or concern regarding a staff person’s individual job performance should be directed first to the individual.  If it is perceived that the staff person has not taken adequate steps to address the issue, the concerned staff person shall contact their own immediate supervisor or the immediate supervisor of the fellow staff person.  

E. Staff shall treat each other with respect and shall represent accurately and fairly the qualifications, views and obligations of fellow staff persons.  Staff shall avoid negative criticism of fellow staff in communication with clients and each other.  This includes demeaning comments that refer to a staff person’s level of competence or individual attributes such as race, ethnicity, national origin, language, color, gender, sexual orientation, age, marital status, political belief, religion, and mental or physical disability.

F. Staff shall not use illicit drugs, provide illicit drugs, or purchase illicit drugs.

V.
PRINCIPLE OF RESPONSIBILITY TO THE PUBLIC

As representatives of a public entity, all staff carries the public trust as they execute their duties.  In accordance with this, staff have the responsibility to avoid the appearance of any conflicts of interest, as well as having the responsibility to avoid any actual personal benefits which may influence the performance of their duties.  This is especially true concerning services to clients and resulting financial benefits to staff or their families and significant others.

All paid and unpaid staff should:

A. Never provide special favors or privileges or accept favors or benefits under circumstances which may be construed by reasonable persons as influencing the performance of one’s duties.

B. Make no private promises of any kind which conflict with one’s public duty and responsibilities.

C. Engage in no business activity which is inconsistent with the conscientious performance of one’s governmental duties.  

D. Never enters into any contractual agreement in which the staff person may benefit, or appear to benefit, even if the staff person is not directly involved in the development of the contract.  If the staff person could influence execution of a contract either directly or indirectly to promote their personal interests, this would be a violation of the California Government Code, Section 1090, as well as a violation of the public trust.  In any such situations, the affected staff person shall disclose their interest to their supervisor and shall refrain from participating in any and all discussions concerning the matter in which the staff person has a financial interest.
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E. Never use any confidential information received in the performance of one’s governmental duties for private profit or personal benefit.

F. Never engages in outside activities that are incompatible with the objective performance of their duties or delivery of governmental service.

G. Promote only decisions that benefit the public interest.

H. Faithfully complies with all laws and regulations applicable to the County and impartially applies them to everyone.

I. Demonstrate the highest standards of personal integrity, truthfulness, and honesty in all public activities.

In the event a staff person conducts a private business related to their work as a staff person at BHRS (such as a private psychotherapy practice, a Residential Care Facility, or a consultation/case management service), the staff person will take care to maintain a clear separation between duties performed in their capacity as a BHRS employee and activities performed in their private business.  This shall include not providing counseling, treatment, residential, linkage, or any other business services to individuals first met in the staff person’s professional capacity as a BHRS employee.

(In compliance with California Government Code Section 1126 ©, in the event the Department becomes aware of a staff person engaging in any activity which is considered a conflict of interest, the staff person shall be notified of this, and disciplinary action up to and including termination may be taken against that staff person.  The staff person may appeal, in writing to the Department Head, such a determination.)

VI.
PRINCIPLE OF NON-EXPLOITATION

It is recognized that dual relationships occur naturally in the course of work, family and social life. It is further recognized that such relationships can be enriching, but may also be equally complex and problematic.  The potential for exploitation of individuals exists whenever there is an unequal balance of power in status, authority, or role. 

A. Identifying Dual Relationships

1. Dual relationships can be categorized into one of four general areas: social, financial, personal and/or sexual.  These relationships may occur in combination, simultaneously or consecutively.

2. A dual relationship exists when involvement with a client or former client goes beyond the usual service-provider relationship.  In this context, a dual relationship would only exist when a specific client and staff person have, or have
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had, a provider-to-client relationship, no matter how brief and minimal.   (For instance, a dual relationship would not exist merely because an individual has been a client in a mental health system under someone else’s care and subsequently has a relationship with another existing staff person as a volunteer, colleague, or supervisor/supervisee).  

3. Staff shall not engage in dual relationships with clients, former clients, or colleagues where there is a risk of exploitation or potential harm.

4. Dual relationships may also exist between staff where a relationship interest exists apart from, or in addition to, the usual staff roles.

B. Guidelines for Managing Dual Relationships

The following dual relationship guidelines are intended to both protect personal rights of staff as well as protect the clients they serve.  These guidelines are also intended to ensure that Department staff maintains the highest ethical standards. The guidelines apply to all Department staff, as defined at the beginning of this Code of Ethics, who are involved either directly or indirectly, with the treatment of Department clients.

1. Staff are responsible for the ongoing assessment of any dual relationship and for taking necessary steps to protect clients they serve, colleagues, and themselves, from abuse and misuse of power. 

2. Staff shall immediately inform their supervisor when a dual relationship exists or if they are uncertain as to the nature of the relationship in which they are involved.

3. Supervisors are responsible for assisting staff who are involved in dual relationships in developing strategies for maintaining the quality and integrity of service provision and must monitor the effectiveness of these strategies, taking action as indicated.

4. Staff who serve clients in a therapeutic alliance shall maintain the professional distance appropriate to that therapeutic alliance, as indicated by the ethical standards associated with his/her individual professional licensure or profession.

5. Staff shall carry out his/her duties in a manner that assures that the client’s needs are foremost.

VII.
PRINCIPLE OF QUALITY SERVICE

Clients deserve and expect the highest quality service.  It is the responsibility of all staff to maintain the highest standards of professional competence and quality. 

A. Staff shall continue to participate in ongoing training and continuing educational opportunities in order to acquire current information related to the services they provide.
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B. Staff shall offer services using techniques that are generally acceptable in terms of protocol and effectiveness in the professional judgement of the Department and by the community served. 

C. Staff shall be responsible for recognizing the limitations of their own competence, providing only services for which they are thoroughly trained.  Staff will seek clinical consultation and supervision when it is reasonably clear that the client’s best interest would be served by doing so.  If there are any questions in this area, staff should consult with their supervisors.

D. When a staff member is confronted by an unusual or problematic clinical or case management situation, he/she shall consult with his/her team and supervisors.

E. Clients will be promptly referred when the present staff or program cannot provide needed services.  Staff shall actively advocate with the client to obtain needed services and/or assist clients in solving problems and complaints brought to his/her attention.

F. Staff shall refrain from treatment of a client when his/her own personal problems are likely to lead to inadequate services or harm to the client.  When personal problems are experienced to this degree, it is the responsibility of staff to seek appropriate assistance.

G. Staff shall not misrepresent their profession, credentials, qualifications, affiliations, and functions.  He/she also shall not misrepresent the institutions and organization with which he/she is associated.

H. Cultural Competence and Social Diversity

1. Staff shall understand the importance of culture and language and their functions in human behavior and society, recognizing the strengths that exist in all cultures.

2. Staff shall have a knowledge base of his/her client’s cultures and be able to demonstrate competence in the provision of services that are sensitive to client cultures and to differences among people and cultural groups.

3. Staff shall obtain education about and seek to understand the nature of social diversity with respect to race, ancestry, national origin, color, sex, sexual orientation, age, marital status, political affiliation or belief, religion, medical condition and mental or physical disability.

VIII.
PRINCIPLE OF MORAL AND ETHICAL BEHAVIOR

The integrity of Stanislaus County Behavioral Health and Recovery Services is of paramount importance.  Staff shall behave in a manner that brings credit to the organization.
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A. Staff shall be aware of and sensitive to the social, moral, and legal codes of the communities in which they work.  This principle should not be construed as an intrusion into the private lives of staff, but rather as recognition of the need for discretion in judgement about the relationship between private and job related activities in a public agency. When acting as a private individual, a staff person will do everything within his/her means to distinguish and separate his/her actions from those of Stanislaus County Behavioral Health and Recovery Services.

B. Staff that are licensed and/or certified, are referred to his/her own professional ethical codes, scope of licensure and other State Board regulations which are hereby incorporated by reference. Staff are also referred to the Department’s Policy and Procedures (e.g., Harassment Policy, Workplace Safety, Drug-Free Workplace).

C. All staff shall review and understand SCBHRS Compliance Plan Code of Conduct.

D. The foregoing Ethical Policy shall be viewed as a working set of principles and guidelines for the clinical operations and conduct of Stanislaus County Behavioral Health and Recovery Services.  Any breaches of this Code shall be reviewed within the framework of the Personnel Ordinances and Policies of Stanislaus County.  This Code will be modified or expanded as circumstances and additional data dictate.  Comments, criticism, and suggestions are welcome and should be addressed to the Department Director.  Each accepted change to this Code of Ethics will be published over the signature of the Director.

02/08/01
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BASIC SERVICE ETHICS AND GUIDELINES FOR RELATIONSHIPS

For Workers and People Served by this Organization/Program

Each person will perform his/her work in an ethical manner, engaging in courteous, respectful relationships with co-workers and people served which demonstrate the principles of autonomy, beneficence, non-malfeasance, privacy, informed consent, competence and other related principles.

	1.
	RESPECT and DIGNITY

	
	· Always believe that people are people, not the labels they have been given.

	
	· Always believe that people are themselves, not your assumptions about them or their history.

	
	· Treat all people with courtesy, respect, and dignity through your speech, appearance, manner, attitude, and behavior.

	
	· Consistently use language which communicates respect and dignity for all people, including persons with and without psychiatric disabilities, people of color, people of different cultural backgrounds or with different sexual preferences than yours.

	
	

	2.
	WORKER AS HELPER

	
	· Recognize that you have been hired or designated to develop and engage in relationships with people for the specific purpose of helping that other person.

	
	· When working, keep your relationships focused on the purpose for which you were hired.

	
	· When helping another person, maintain the focus of the relationship on the person you are helping, not yourself.

	
	· Worker disclosure of personal and psychiatric history is always done at the worker's discretion and is never an obligation.   As a worker, this information is disclosed as and when it enhances the helping relationship or directly helps the person served.

	
	· Negotiate with each person the rules and boundaries of your shared relationships.  Respect and maintain these boundaries at all times.

	
	· When "co-counseling," take turns and focus on the other person when it is his/her turn.  Share equally in listening and helping activities.

	
	· Do not put your "stuff' onto another person.   Remember, what works for you, may not be right for someone else.  Help each person find their own way.

	
	· Help people decide for themselves when, where, and how to use professional and non-professional supports and services.

	
	

	3.
	WORKER AS ROLE MODEL

	
	· Realize your responsibility to act as a role model for others.

	
	· Maintain high standards of personal conduct and exercise discretion in all work-related activities.

	
	· Demonstrate good ways to handle situations and problems.

	
	· Demonstrate self respect by good self care and setting maintaining personal limits.

	
	· Recognize that your values and beliefs may impact on and influence others.

	
	· Do not use your helping relationship(s) to impose or proselytize personal belief systems, including political, religious/spiritual, ideological beliefs or beliefs about out-of the usual treatment approaches.

	
	

	4.
	AUTONOMY and SHARED POWER

	
	· Always work toward shared responsibility, shared power, and mutual decision-making.

	
	· Allow people the freedom to make their own decisions and act on their own judgements.   Offer suggestions, not directives.

	
	· Help people identify and explore their options and choices.

	
	· Do not exert undue influence on a person to carry out a course of action unless there is clear and immediate threat to that person's survival.
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	5.
	BENEFICENCE

	
	· Do the right thing.

	
	· Work to promote good and do good.

	
	· Advocate for and with the person on his/her own behalf.

	
	

	6.
	NON- MALFEASANCE

	
	· Do no harm.

	
	· Do not abuse, neglect, or exploit people in any way.

	
	· Through your activities, do not put any person in clear and imminent risk or harm.

	
	

	7.
	JUSTICE

	
	· Provide fair, equal and just treatment in service delivery and rule enforcement.   Avoid special treatment for friends.

	
	· Acknowledge and ensure the rights of clients.

	
	· Do not discriminate in any manner on the basis of race, color, gender, sexual orientation, religion, national origin, marital status, political belief, handicap, or any other personal characteristics.

	
	

	8.
	VERACITY

	
	· Be honest with people you serve, co-workers, supervisors, and yourself.

	
	· Communicate often, clearly and accurately about your role, capacities, intent, and limitations.

	
	· Do not lie, cheat, or steal, or condone or be associated with such activities by others.

	
	· Do not use your position with the agency or relationships with clients for personal advantage.

	
	

	9.
	FIDELITY

	
	· Do what you say you are going to do.

	
	· Keep promises and follow through with expectations, including appointments, telephone calls, and commitment.

	
	· Do not discontinue or avoid contact with a person unless you and that person have discussed and agreed upon the process.

	
	· Don't give up just because things are hard or confusing.  Get help and get clear when you need to.  

	
	· Don't stick with things when you should let go or pass them on to another person.

	
	

	10.
	CONFIDENTIALITY and PRIVACY

	
	· Respect the privacy and dignity of people you serve and co-workers.

	
	· Be up-front and honest abut what information you cannot keep confidential and to whom you must share the information.  (e.g. supervisor, team members, etc.)

	
	· Inform clients in advance about your prescribed limitations to hold information in confidence.

	
	· Keep written records and documentation private and confidential.

	
	· Get written permission before giving out any information.

	
	

	11.
	INFORMED CONSENT

	
	· Ensure clients know and understand their rights, risks, opportunities, and obligations associated with receiving services from the organization.

	
	· Explain all activities in terms which can be understood by the person.

	
	· Tell people about the limitations of what you or the organization can do.

	
	· Help people understand the implications of treatment and life-style decisions they make autonomously.

	
	· Inform people about any costs associated with your services and any financial resources available to assist client to meet these obligations.
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	12.
	COMPETENCE

	
	· Perform all work to the best of your ability.

	
	· Tell supervisors if you do not have the skills necessary to perform a particular job.

	
	· Continually develop your skills and competence by engaging in a variety of learning and supervisory activities.

	
	

	13.
	PERSONAL AWARENESS, SELF CARE and GROWTH

	
	· Be aware of and alert to any personal issues and vulnerabilities, which may impact on your work activities and relationships with people.  Communicate these to supervisor and/or team and identify ways to effectively manage these on the job.

	
	· Listen to and consider feedback from others.  Be open to making changes based on feedback from others.

	
	· Develop effective personal strategies to cope with stress, to maintain and strengthen personal emotional health, and to replenish and care for one's self.

	
	· Say "no" when necessary.  Try not to take your work home with you.  Carve out space and time to focus on just taking care of yourself.  If you have trouble doing this at any time, get help from your supervisor or co-workers.

	
	· Develop a network of work and non-work personal supporters, including family, friends, mentors, colleagues, and others.

	
	· Don't think about mental illness, people with psychiatric problems, or your job all the time.  Develop and engage in a variety of activities which interest, delight, and relax you.

	
	

	14.
	"OUT OF ORDINARY" SUPPORT INTERVENTIONS

	
	· Discuss with supervisor or co-worker ideas for "out of the ordinary" support activities - before you engage in them!

	
	· Make sure these activities are consistent with the purpose of the organization and your job.

	
	· Explore the possible consequences of these activities.

	
	· Find "safer" alternatives wherever possible.

	
	

	15.
	FRATERNIZATION AND FRIENDSHIPS

	
	· Abide by any and all organizational policies regarding out-of-work social relationships among co-workers.

	
	· Notify your supervisor and/or team that you have a current or had a previous personal relationship with an individual you are asked to help.

	
	· Notify supervisor and/or team that you have received personal helping services from another member of the team or a person you are asked to help.

	
	· Avoid making on formal or primary helping responsibilities for personal friends or past or present intimate partners.   Refer these persons to other co-workers for special or intensive help if possible.

	
	· If you are a formal helper for a friend, negotiate up-front and directly the "rules" of your working relationship and how it is different from your friendship.  Negotiate the "rules" for your friendship and how it is different from your working relationship.  Decide how you will know you are in one relationship or the other.

	
	

	16.
	SEXUAL HARASSMENT, TOUCH, INTIMACY, RELATIONSHIPS

	
	· Do not engage in sexual banter, touch or any activity which culd be perceived by others as seductive or harassing.

	
	· Do not engage in sexual touch or intimacies, or develop a dating relationship, with any agency client or person supervised by you (including students and interns).
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	· Do not provide direct support services to a person with you have engaged in sexual intimacies in the past.   It is y our responsibility to notify the supervisor or any such conflicts of interest.

	
	· Do not provide direct support services to a person with an intent to develop a personal or intimate relationship with them.

	
	· If you feel a helping relationship is turning personal or intimate, you MUST notify a supervisor and discontinue your formal helping relationship with that person.

	
	

	17.
	ALCOHOL and DRUGS

	
	· Do not report to work under the influence of alcohol or illegal substances.

	
	· Do not consume alcohol or use illegal substances during work hours.

	
	· Do not purchase illegal substances from, use them with, sell them to a person you serve or any person served by this agency.

	
	· Do not share with or borrow from another person any prescription medication.

	
	

	18.
	COMMUNICATION

	
	· Expect a certain degree of ambiguity as part of your job.

	
	· If you do not know, it is your responsibility to find out.   If you are uncertain, it is your responsibility to seek clarification.

	
	· Discuss proactively with supervisor and/or team any and all ethical and relationship questions, issues, or dilemmas arising from work with the people you serve.

	
	· The need or desire to keep an issue secret from your supervisor or team is a good cue that you must discuss it.

	
	


These guidelines were developed by Laurie C. Curtis, M.A. Center for Community Change through Housing and Support, Trinity College of Vermont, Burlington, Vermont.  Adapted with deep respect from materials by:

	· Bobbe Veech, Washington County Mental Health Services, Montpelier VT 

	· ComCare, Phoeniz, AZ

	· Ethical guidelines from American Psychological Association, National Association of Social Workers, IAPSRS, National Association of Case Managers

	· Stepping Stone Peer Support, Claremont, N.H.
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