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I. Purpose:  This policy establishes clear expectations for professional, ethical, and lawful conduct in the workplace and be interpreted and applied in a manner consistent with NYS Human Rights Law, federal employment law, and applicable regulatory requirements governing human services.

II. Scope:  Applies to all Unity House employees, interns, contractors, volunteers, and agents.
III. Policy:  It is the policy of Unity House of Cayuga County, Inc., that rules and standards are necessary to protect the health and safety of all employees, to maintain uninterrupted service, and to protect the organization’s goodwill and property.  Employees who violate any Unity House rule or regulation will be disciplined fairly, consistently and in proportion to the seriousness of the circumstances.  This may include disciplinary action up to and including discharge from employment for the first offense.  
IV. Procedure:

1. Standards of Conduct:  Unity House sets a standard for honest and ethical behavior by all employees at all times. The following standards include prohibited or are inconsistent with Unity House expectations. This list is not exhaustive and may be supplemented by program-specific, regulatory, or contractual requirements. 
a. Integrity, Honesty, and Ethical Conduct:

i. Unauthorized possession, use, or removal of Unity House property or the property of employees or persons supported.

ii. Willful destruction, damage, or misuse of organizational property.

iii. Falsification, alteration, or misrepresentation of records, including but not limited to time records, mileage, documentation, reports, or credentials.

iv. Altering one’s paycheck or attempting to obtain unearned compensation.

v. Engaging in fraud, theft, or dishonesty of any kind.

b. Workplace Behavior and Professionalism

i. Fighting, threatening, intimidating, or attempting bodily harm toward any individual.
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ii. Use of abusive, threatening, discriminatory, or obscene language or behavior.
iii. Disorderly conduct, horseplay, or unsafe behavior on Unity House property or while performing work duties.

iv. Failure to perform essential job duties, meet work standards, or follow supervisory direction.

v. Inappropriate, excessive, or disruptive personal conversations, loitering, sleeping, or leaving assigned work areas without authorization.
c. Attendance, Timekeeping, and Work Standards

i. Excessive, persistent, or unexcused absenteeism or tardiness.

ii. Exceeding authorized break or meal periods.

iii. Working unauthorized overtime without approval.

iv. Failure to complete required documentation accurately and timely.

d. Safety, Health, and Substance Use

i. Violation of safety, sanitary, or infection control rules.

ii. Intoxication during work hours or reporting to work under the influence of alcohol, marijuana, controlled substances, or misuse of prescription medication.

iii. Bringing, using, or distributing intoxicating substances or drug paraphernalia on Unity House property, in vehicles, or while on duty, in violation of Policy 100.903.

iv. Tampering with or improper use of equipment, vehicles, or mechanical systems.
e. Confidentiality, Privacy, and Information Security

i. Unauthorized access, use, disclosure, or transmission of confidential, protected, or proprietary information, including PHI, PII, personnel data, or person supported records.

ii. Failure to comply with HIPAA, NYS SHIELD Act requirements, cybersecurity safeguards, or Unity House data protection policies.

iii. Improper use of technology, electronic systems, or organizational data, including excessive personal use that interferes with job performance.
f. Relationships, Boundaries, and Conflict of Interest – Employees must avoid conflicts of interest, including outside employment or relationships, that interfere with their duties or the interests of Unity House.
i. Allowing unauthorized individuals on Unity House premises without approval.

ii. Visiting worksites when not scheduled for work without authorization.

iii. Engaging in personal financial transactions with persons supported or their families that could be construed as exploitation, coercion, or a conflict of interest.
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iv. Failure to maintain appropriate professional boundaries with persons supported 
g. Vehicles, Smoking, and Electronic Devices

i. Unauthorized use of Unity House vehicles or equipment.

ii. Smoking or use of tobacco or vaping products during work hours, including paid breaks, in violation of Policy 100.518.

iii. Excessive or unsafe use of personal electronic devices (e.g., cell phones, headphones) that interferes with job duties, safety, or service delivery.
h. Reporting Responsibilities

i. Employees are required to immediately report:

1. Suspected or observed abuse, neglect, or exploitation of persons supported;

2. Violations of this Code of Conduct;

3. Unsafe, illegal, or unethical behavior.

ii. Reports should be made to the employee’s supervisor, Program Director, Human Resources, Compliance, or through any other approved reporting mechanism. 
iii. Reporting is required regardless of the individual’s position or tenure.

iv. Failure to report may itself result in disciplinary action.
2. Investigation – Unity House will promptly, fairly, and thoroughly investigate all reports of alleged misconduct, abuse, neglect, or policy violations. Investigations will be conducted in accordance with applicable laws, due process, and organizational procedures.  Employees are expected to cooperate fully and honestly in workplace investigations. Failure to do so may result in disciplinary action. 
3. Non-Retaliation – Unity House strictly prohibits retaliation against any individual who, in good faith;

i. Reports misconduct, abuse, or policy violations; or

ii. Participates in an investigation.

iii. Retaliation is a serious violation of this policy and will result in disciplinary action up to an including termination. 

