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All Lutheran Family Services employees must observe the highest standards of ethical conduct.  LFS ensures compliance with ethical standards and codes of professional practice by integrating the NASW Code of Ethics into its personnel manual. The following guidelines cover some of the more important areas of ethical conduct related to conflict of interest or apparent conflict of interest:

· Employees and consultants shall not use their official affiliation with the agency to secure preferential treatment regarding application for or reception of agency services.

· Employees shall accept no gift, favor, or service from other service providers or organizations for the referral of clients; nor shall employees extend such gifts, favors, or services to other agencies for referrals.  Additionally, employees shall neither accept nor extend a gift to their supervisor unless it is of nominal value.

· When private practice has been approved by the President/CEO as secondary employment, the names of employees engaged in private practice may be included on a list of referrals provided to clients or others.  No referrals will be made exclusively to employees engaged in private practice or consultation.  Similarly, an employee shall not make a referral to himself or herself.

· When a former employee engages in private practice or business, the name of the former employee may be included on a list of referrals provided to clients or others.  No referrals will be made exclusively to former employees engaged in a private practice or other business enterprise.

· Employees and consultants shall hold no direct or indirect financial interests in the assets, leases, business transactions, or professional services of this agency.

· No employee may be involved in the decision making process regarding any financial or case specific situation where they may have, or where there is the appearance of, a conflict of interest. Examples may include: involvement in the hiring or a relative to work at the agency or where the relative is securing a contact with LFS, or involvement in a case situation, employee situation, or foster parent situation where the client, employer or foster parent is a relative, close friend or close neighbor.

· Employees shall neither release confidential information without the appropriate authorization, nor use confidential information regarding clients or other employees for their personal gain or benefit.

In addition, the agency prohibits certain other acts of conduct which include, but are not limited to the following:
· possession or consumption of alcohol or illegal drugs while on duty or while on the property of any agency facility, or reporting for duty under the influence of alcohol or unlawful drugs;

· disobedience of reasonable job-related instructions from a supervisor;
· negligence or non-performance of prescribed duties;

· unwarranted disruption or mistreatment of  employees or other persons while on duty;

· theft from or defrauding of the agency or fellow employees;

· destruction or defacement of agency facilities, property, or equipment, or deliberate damage to the property of other employees
· violation of safety, health, and personal protection  rules; 

· excessive unexcused absenteeism;

· any actions in conflict with local, state or federal statutes, particularly as they relate to the care of children; 

· any actions in violation of agency Equal Employment Opportunity or  Harassment Policies
· false statements or material omissions in the application for employment;

· falsification of other records including expense records, time worked or misrepresenting reasons for absence, tardiness or benefits; or

· possession or use of weapons or explosives on agency premises, violence or threats of violence or assault.

Any violation of agency rules or ethical guidelines will be considered grounds for disciplinary action up to and including termination.

