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POLICY: 

 

Le’Chris employees will display sound ethical and professional conduct which guides them in 

their employment, promotes an on-going business practice, leads to sound decision making 

and safeguards the clients’ welfare. 

 

PROCEDURES:  

 

Le’Chris employees are expected to practice sound ethical conduct in their work with the 

individuals we serve.   These ethical considerations are presented in a broad fashion in 

order to apply to staff in varying roles.  Clarifications can be made with the employee’s 

supervisor(s) or with the Clinical Director.  Our ethics policy applies to activities by an 

employee in person, over phone and internet or via mail or electronic transmission.   

 

Violations of our ethics policy can lead to the varying repercussions found in the “Standards 

of Conduct” section of this manual.  In addition, legal charges for some offences and loss of 

professional licensure could occur for infractions. Any known ethical violations will be 

investigated in a timely manner and will include members of the corporate team.  An 

investigation of any violation will commence within 5 days of any report.   

 

Employees will be educated on the ethics code at hire and periodically thereafter. The ethics 

code will be posted on the employee intranet in the employee handbook. 

 

No employee will be disciplined for reporting an ethical breach by another employee.  

 

Employees are expected to be the strongest advocate for their clients within Le’Chris and in 

the community.  Being that advocate and sharing the work we do (without violating 

confidentiality) is the best education that we can provide to the community and to the 

stakeholders that we are involved with.    

 

Our expectations include the following: 

 

1. Employees will show sensitivity and compassion to all individuals served and will 

respect the dignity and worth of all people with whom they work.   

2. Employees will hold the following values:  honesty, integrity and respectfulness.  

3. Employees will embrace “Person Centered Thinking” as it relates to treating all 

clients—assisting clients in developing their own wellness path and supporting the 

client in those decisions, thus fostering autonomy with our clients.  Employees will 

advocate for their client in all aspects of their work. 

4. Employees will practice within the scope of their expertise (“First do no harm”) and 

competence, based on their education, training and professional experience.  They 

will seek guidance when faced with a challenge beyond which they are comfortable. 

5. Employees will not misrepresent themselves by giving false statements about their 

training, education, competence or experience.  Licensed professionals will have 

available their Disclosure Statement that accurately portrays their experience and 

training, their methods used and fee schedules if so licensing board requires such.   

6. Employees will be open to different belief systems other than their own and will be 

open and respectful of cultural, individual and role differences, including those based 
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on age, gender, gender identity, race, ethnicity, culture, national origin, religion, 

sexual orientation, disability, language and socioeconomic factors. 

7. Employees will understand their own biases (see #6), eliminate the affects of this 

bias in their dealings with our clients and seek direction and supervision if needed. 

8. Employees will strive to be aware of their own physical and mental health—less than 

optimum health can keep an employee from doing their best work, can impair 

effective services and can decrease investment in our client. 

9. Employees will not buy, sell or exchange gifts with clients other than accepting 

nominal tokens of appreciation (value of less than $10.00). They will not accept 

gratuities or any other money from clients in exchange for services rendered. 

10. Employees will seek to alleviate conflict both with other employees, their supervisor, 

other agencies or their clients.  If their ethical responsibilities conflict with mental 

health rules, laws or regulations or their licensing board’s professional ethics codes, 

the employee should immediately address these concerns with their supervisor or 

the Clinical Director, who may in turn, bring the issue to the management team.   

11. Employees will perform their duties in a timely manner, respecting the fiscal 

responsibilities of the company; the employee will take steps to minimize or correct 

any misuse of company time or property.  The employee will submit such 

documentation as required by the State in recording of their professional visits.   

12. Employees will report to their supervisor any concerns about the ethical behavior of 

other employees. Frivolous complaints will not be tolerated.  

13. Employees will seek additional training in an effort to develop their competence.    

14. Employees will seek out supervision beyond the routine when they feel it is needed. 

15. Supervisors will ensure that the work they delegate to others is given to those with 

the ability to complete the task competently; supervisors will provide clinical and 

administrative supervision to those in their employ.  

16. Employees will refrain from entering into a dual role with a client, for instance being 

both a professional working with the client and in a personal role with the client.  

Dual roles can impair objectivity and effectiveness and may risk exploitation or harm 

to the person served.  Under no circumstance will an employee enter into a romantic 

or sexual relationship with a client or with a close family member of a client.   

17. Employees will refrain from the following non-professional practices: being over 

protective of a client, rejecting a client, seeing yourself in a client, needing constant 

reinforcement of their work, offering too quick a solution rather than letting client 

arrive at solutions, keeping client beyond termination point, fostering dependence. 

Employees will not abuse, neglect or exploit a client.  When an employee finds 

himself/herself doing any of these, he/she will seek supervision to explore what is 

interfering with appropriate treatment.   

18. Employees will respect the confidentiality of our clients.  There are limited occasions 

when confidentiality is broken (threat of self-harm or harm to others, DSS 

investigations, client release of information).  See additional information on 

confidentiality in the medical records section of this manual.   
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STANDARDS OF CONDUCT AND PERFORMANCE:  Le’Chris makes every effort to treat all 

employees with fairness.  In return, Le’Chris expects employees to adhere to standards of 

conduct and performance enabling all to work together to achieve the objectives of Le’Chris.   

 

These standards include:  

 

 Each employee is to spend the work day effectively demonstrating an awareness of 

priorities and working safely, competently and in a timely manner. 

 Each employee is to spend the work day efficiently. 

 Each employee is to comply with Le’Chris policies and procedures. 

 Each employee is to be at work when scheduled - attend work regularly, not arrive 

late, not abuse PTO policy, not abuse lunch periods, and not leave work early without 

a supervisor’s approval. 

 Each employee is to notify their supervisor of an unscheduled absence no later than 

one (1) hour after their scheduled time to report to work. 

 Each employee is to keep personal phone calls to a minimum and not attend to 

personal matters during work hours. 

 Each employee is to cooperate with reasonable work-related requests from co-

workers. 

 Each employee is to perform reasonable job duties as assigned by their supervisor 

even if it is not one of their regular job duties. 

 Each employee is to respect the confidentiality of sensitive information and should 

not repeat, discuss or remove this information except for legitimate work reasons. 

 Each employee is to respect the property of others and of Le’Chris and to use 

Le’Chris property only for legitimate work purposes.  This includes email, fax 

machines, computers, copiers and other Le’Chris equipment. 

 Each employee is to maintain appropriate work place behavior. 

 Each employee is to utilize internal resources to resolve employment problems which 

include discussion with supervisor and the Le’Chris grievance process. 

 Each employee is to know the fiduciary duty associated with Le’Chris employment 

and perform their duties accordingly.  Conduct that conflicts with the interest of 

Le’Chris will not be tolerated. 

 

As we are in highly visible positions, utmost care is essential when it comes to 

professionalism, confidentiality and trust.  Posting anything on social networking sites that 

could potentially erode that trust, professionalism and confidentiality of our clients, the 

systems we contract with, and/or other staff is inappropriate and will not be condoned or 

tolerated.  Be aware, posting any information on Facebook or any other social networking 

site that can lead to identifying: 

 Your employer  

 Your position with the company any other staff or co-workers or staff of those 

agencies/entities in which we are engaged in business  
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 Any persons served  

 

without prior approval from the corporate management team is considered a monumental 

lapse of judgment and will certainly lead to disciplinary measures up to and including 

dismissal.   This also includes any comments about the above posted. 

 

Employees who consistently perform their duties in an exemplary manner are often 

recognized with positive verbal or written feedback, annual reviews and may be 

compensated with periodic salary increases and/or bonuses. 

 

Violation and/or failure to adhere to the Le’Chris standards of conduct and performance may 

result in disciplinary action including the following progressive counseling procedures: 

 Discussion of problematic areas 

 Written counseling form 

 Paid or unpaid suspensions 

 Probationary period 

 Termination 

 

A progressive counseling procedure may be used to inform employees of conduct or 

performance concerns, to provide an opportunity to be heard and to correct the problem.  

Although every effort is made to resolve issues when they arise, immediate termination may 

occur at any time.  All written counseling forms or evaluations will be permanently filed in 

the employee’s personnel file. 

 

Immediate termination will result when behavior or job performance constitutes a significant 

problem or when conduct is detrimental to the company, clients, consumers, participants, or 

fellow employees.  The following may lead to termination and possible action by 

government authorities: 

 

1. Absence from work without proper notice 

2. Alcohol possession or use of alcoholic beverages or any degree of intoxication while 

on the job 

3. Abuse or assault:  Physically attacking any client or employee while on the job and 

doing bodily harm 

4. Communicable Diseases:  Knowingly carrying a communicable disease which could 

endanger clients, consumers or participants 

5. Dangerous/Destructive Acts:  Acts including careless or willful damage to a client, 

consumer, participant, or employee-employer personal property 

6. Dishonesty: Lying, omitting pertinent information, falsifying employment 

application, medical records or time sheet 

7. Drugs:  Unauthorized possession or illegal use of narcotics or drugs 

8. Drug Test:  Refusal to take a pre-employment, random, or for-cause drug test 
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9. False Imprisonment:  Restraining a client, consumer or participant’s movement 

without proper authorization 

10. Gambling:  Participating in or being present at gambling activities while on the job 

except for informal office-wide “pools” such as for major sporting events. 

11. Immoral/Inappropriate Behavior:  Conduct which would be widely regarded as 

immoral, improper, or inappropriate while on the job including sexual advances or 

innuendo, violation of client/consumer/participants rights or abuse or improper 

relationships with clients or their family members. 

12. Insubordination:  Including willful negligence or refusal to perform work in the 

manner assigned 

13. Invasion of Privacy:  Exposing a client/consumer/participant’s body unnecessarily 

while providing care 

14. Outside Conduct:  Criminal, dishonest, or immoral conduct outside of the 

workplace which would reflect unfavorably upon Le’Chris Health Systems, Inc.   

15. Sleeping on the job 

16. Theft 

17. Threats: Voiced or implied threats or assaults toward anyone at Le’Chris Health 

Systems, Inc. including owners, employees, supervisors, clients, consumers, 

participants and family members 

18. Weapons:  Possession or use of firearms or other unauthorized weapons 

19. Exploitation: Receiving unauthorized gifts, asking for loans from client/ 

consumer/participant or deception in any manner that benefits the employee 

monetarily 

 

The quality of services provided by Le’Chris is driven by the quality of life of the employees 

providing the service.  Maintaining workplace civility includes: 

 

 Each employee is to respect the rights of others.  For example, an employee not to 

threaten or endanger any person’s life or health, either deliberately or through 

negligence or carelessness.  Conduct that causes or threatens harm to others will not 

be tolerated. 

 Each employee is to be courteous towards fellow employees and visitors.  Disruptive, 

discourteous and/or insubordinate conduct will not be tolerated. 

 

 


