CODE OF CONDUCT POLICY & PROCEDURE
Rarely does Face to Face need to suspend or terminate services for an individual client.  Suspension or termination of services differs from inactivating a client for lack of contact with the agency.  Suspension of services prohibits the client from receiving services for a specific period of time.  Termination of services is permanent.  Whether to suspend or terminate the client from services will be based on the severity of the behavior, assessment and discussion of the situation amongst staff and whether it can be assessed that the client is willing to change the behavior over time.  Egregious violations will be cause for immediate termination.  When the decision to suspend or terminate a client does occur, it is because the client has either threatened staff safety, has been verbally abusive, or behaved in a manner that is otherwise inappropriate (overt sexual behavior, being under the influence of drugs or alcohol at time of visit, racist/homophobic remarks, etc). In the event that a client has violated the Client Code of Conduct, the following actions should be taken:


1st Incident – Client receives verbal warning.  Care Services staff member working with 
the client at time of occurrence advises client of Code of Conduct 
rules (signed by client) 
and gives the client a verbal warning and provides specific reference as to the behavior 
that is in violation of the Code of Conduct.  Staff member documents all of the above in the 
client’s chart.


2nd Incident – Client receives written warning letter.  Care Services staff


member gives 2nd verbal warning and notifies Care Services Director, who will


send the client a warning letter detailing the behaviors that are in violation of the 


Code of Conduct and informs client that a third incident will result in suspension 


or termination of Face to Face services. A copy of the Code of Conduct signed by 
the 
client is also sent with the letter. Staff member and Care Services Director 

documents in chart with copy of letter.


3rd Incident – Client receives suspension or termination letter.  Care Services 


staff member closes contact with client and notifies Care Services Director.  

A letter suspending or terminating services, signed by the Care Services Director  
and 
Executive Director, will be sent to the client outlining the reasons for suspension or 
termination.  Copy of letter and full documentation of incident to be placed in client’s chart. 
Examples of violations of the Code of Conduct are:

Verbal abuse in the form of yelling at a staff member; making derogatory comments to the staff member or about another staff member; intimidation by way of yelling; threats of physical violence or actual violence; intimidation by way of physically threatening behavior (invading a person’s physical space);  throwing items at case manager, making racist/homophobic/sexist remarks designed to threaten or frighten staff members; sexual harassment of staff members and breaching the confidentiality of other Face to Face clients.  If a staff person feels threatened, bullied or frightened by a client, the incident should be brought to the attention of the Care Services Director as soon as possible.  In the event that the Care Services Director is not available, staff should notify the Executive Director or another manager.
