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Purpose:

Family and Children's Services of Frontenac, Lennox and Addington (FACSFLA) is committed to providing a workplace environment that reflects the utmost in professional and respectful conduct by all its Board members, management, staff, students, foster parents and volunteers and expects that they will act in a respectful and professional manner at all times when carrying out their roles and functions. The Code of Conduct policy sets out expectations for appropriate behaviour and practice expected of all FACSFLA employees and other members associated with the Agency. 
This policy demonstrates to service recipients and the public the valued and professional standards of FACSFLA. Behaviours which are contrary to the Ontario Human Rights Code and the workplace harassment provisions of the Occupational Health and Safety Act are captured by this policy. 
The purpose of the Code of Conduct policy is to require appropriate behaviour in the workplace and provide a mechanism for persons to bring forward concerns and issues not only related to the unacceptable conduct at workplace highlighted in the Code of Conduct policy, but also includes any concerns related to harassment, sexual harassment, workplace violence and discrimination covered under FACSFLA’s Harassment Policy, Equity Policy and the Health and Safety statement should they arise in or be sufficiently connected to the workplace or having sufficient connection to the workplace. 
Definitions/Background/Explanatory Notes:  
· Acceptable Conduct includes treating others with respect and is professional. It may include careful listening and requests for clarification when messages are not clear. It is often characterized by a willingness to communicate and consult.    

· Unacceptable Conduct includes any conduct which may have a toxic effect on the working relationships of the Agency. Rude, dismissive, disrespectful, unprofessional, manipulative, threatening, intimidating or obstructive behaviours or any type of harassment may be examples of unacceptable conduct (see the Agency's Harassment Policy).

Policy:

FACSFLA is committed to providing a respectful workplace environment for everyone and expects that all visitors to the premises conduct themselves in a respectful way. 
We all have a shared responsibility to maintain a healthy and safe workplace. Each of us has the obligation to be respectful and professional and assume personal responsibility for our core values of self-respect, respect for others and respect for the environment. Accordingly, it is the responsibility of all Board members, management, staff, foster parents and volunteers to act in full compliance with this policy and to support an atmosphere of mutual understanding and respect for the dignity and rights of everyone.

This policy pertains to all FACSFLA employees, Board of Directors, volunteers, foster parents, and placement students. The policy applies at all times when persons covered by the policy are at the workplace, performing their duties or responsibilities, or at an FACSFLA related event on or off the Agency property, whether before, during or after business hours. 
The agency’s ability to service children/youth and their families with respect and dignity is contingent upon the commitment and effectiveness of its employees and associated others to conduct themselves in a professional and respectful manner.
The following guidelines are provided to assist those covered by this policy in appreciating the scope of situations (intentional or otherwise) related to acceptable and unacceptable conduct:
a) Acceptable Conduct and Ethics:
· Comply with all applicable federal, provincial and municipal laws, as well as all established policies and standards of FACSFLA.
· Comply with the Human Rights Code.
· Perform duties and responsibilities competently in accordance with one’s role and within the vision, mission and values of the Agency. 

· Maintaining the best interest of the service recipient(s) as one’s primary obligation to the Agency.

· Carry out one’s duties and obligations cooperatively and with integrity and objectivity in such a manner that demonstrates respect for others.

· Conduct oneself in a manner that is professional and positive, demonstrating courtesy and respect for others.

· Ensure that one’s contribution to the workplace is constructive and productive. 

· Utilize time and resources effectively in order to achieve organizational goals.
· Embed Truth and Reconciliation, anti-oppression and anti-racism practices into professional conduct.
· Ensure ongoing provision of equitable access to child welfare services via responsive approaches to the unique identities and needs of the families, children and youth that we serve.
· Process all requests for and deliver Agency services in a fair and equitable manner, ensuring that preferential treatment in the provision of services does not take place. 

· Demonstrate sensitivity to cultural, racial, linguistic, religious and individual differences of service recipients and colleagues.
· Protect the confidentiality of all information acquired in the course of duties, and only disclose such information when necessary and permissible by law or by consent.
· Refrain from engaging in another profession, occupation or affiliation that would interfere with FACSFLA duties and responsibilities.

b) Unacceptable Conduct and Ethics:
i. Causes of Discharge
· Certain acts of misconduct are considered to be so detrimental to the Agency as to render the relationship irreparably harmed. The following are a non-exhaustive list of examples of behaviours that could constitute the immediate cause for discharge:
· Providing false and/or misleading information to the Agency.

· Theft or attempted theft, fraud, misappropriation of property/funds, equipment and/or Agency documents, including the aiding or abetting of the same.

· Possession or use of alcohol immediately before and during working hours, including breaks or meal periods.

· Possession or use of and/or distribution of illegal substances before or during working hours, including breaks or meal periods.
· Possession or use of cannabis, during working hours, including breaks or meal periods.  The use of prescribed medications is permitted during working hours provided it does not result in impairment.
· Possession or use of toxic or dangerous items at the workplace, including firearms or other weapons.
· Any violence or threats of violence toward other employees or their families, service recipients and/or members of the public.

· Unexcused absence or tardiness or sleeping during work hours.

· Failure to comply with safety procedure as per the Agency’s health and safety policy.

Those who engage in any of the unacceptable conduct outlined below are in violation of the Agency’s Code of Conduct policy and, depending on the severity and nature of offence, could warrant need for education/awareness, disciplinary actions, charges of harassment or workplace violence and/or suspensions, leading up to termination. 
· Refusal or failure to follow the instructions of Supervisors or Management, or refusal or failure to perform a job assignment subject to Part V of the Occupational Health and Safety Act.

· Insubordinate or unprofessional conduct towards Service Recipients, Supervisors, Colleagues, Management, Directors, or the Executive Director.

· Vulgar and foul language used in open, public areas, such as hallways, foyers, washrooms, coffee/lunchroom areas, etc.
· Fostering rumours, gossip, innuendos or other negative comments about Supervisors/Managers, other employees, volunteers, foster parents, students, service recipients.
· Bullying, harassment, racism or discrimination by one person, or mobbing by a group of persons, who target a single employee using any form of inappropriate communication (for example, words, gestures, taunting, teasing, e-mails and/or other actions) that embarrasses or humiliates the employee privately or publicly.
· Damaging or stealing another employee’s personal belongings or work equipment.
· Behaviour which are rude, provocative, dismissive manipulative, threatening, intimidating or disruptive.
· Engaging in a course of comments, jokes or conduct that is known or ought to reasonably be known to be unwelcome or offensive contrary to the Human Rights Code, the Occupational Health and Safety Act, or applicable policies and procedures.

· Circulation (verbal or written) of any type of joke, script or pictures depicting or mocking violence against children/youth or adults, domestic violence, workplace violence, physical or sexual abuse against children/youth or adults, nudity, pornographic or sexually explicit material, foul language or any other type of inappropriate or offensive images, graphics, pictures, videos or visual/written information.
· Accessing or removing FACSFLA property, FACSFLA records (hard copy or electronic) and/or property of other employees from the premises without specific permission other than in approved circumstances where materials are required in order for the FACSFLA agent to perform their role remotely.
· Failing to protect the confidentiality of all information acquired during their course of their duties, without proper consent to access, use or disclose such information.
· Utilizing affiliation with FACSFLA to promote personal interests to advantage or disadvantage others.
· Unauthorized publishing, posting, sharing or releasing of personal information about the children/youth and/or families we serve; the disclosure or release of information is considered a breach of privacy under Part X of the Child, Youth and Family Services Act and may be subject to an investigation by the Information and Privacy Commissioner of Ontario.
· Exploiting the relationship with a service recipient for personal benefit, gain or gratification (for example, one shall not enter into any intimate or otherwise non-professional relationship with a service recipient or behave in a manner that is perceived to be sexual in nature, one will not engage in commerce with service recipients (including purchasing and selling of services, goods, information and materials, etc.).
· Engaging in racism and/or oppressive practice which compromises the values of equity, inclusivity, empowerment, social justice; the Agency aims to be culturally sensitive to all equity deserving groups, including but not limited to women, First Nations, Inuit and Métis people, Black people/people of African descent, other racialized people, 2SLGBTQAI+ people and people with disabilities and neurodiversity. We reject and will neither tolerate nor condone any expression of bias or prejudice, and will undertake to uphold all relevant federal, provincial and municipal laws and our policies and procedures that promote and protect equality of opportunity.
· Failing to disclose a potential conflict of interest, both external and/or internal.
· Acting in a manner that is contrary to the best interests of our service recipients and/or FACSFLA.

Role-specific expectations in upholding and abiding by this policy include the  following: 

a) Management: 
· Ensures that all those protected by the policy are fully aware of the policy and their rights and protections under this policy.
· Creates an environment that encourages prospective complainants to report all incidents of misconduct.
· Ensures that all misconduct complaints are reported and are resolved quickly, fairly and in a sensitive manner. 

· Conducts investigation that is appropriate to the circumstances. 

· Immediately initiates action upon receipt of, or even prior to, any actual complaint where misconduct is known to have taken place. 

· Reports any incidents or potential misconduct to the Director of People and Culture.

· Takes corrective or disciplinary action in consultation with the Department of People and Culture where a violation of this policy has been found to have occurred.
· Models respectful behaviour in the workplace.
· Deals with all complaints or incidents of misconduct in a fair, respectful and timely manner.
b) Employees/Volunteers/Others Involved With or Undertaking the Agency’s Service: 

· Responsible for maintaining a positive and business-like workplace and ensuring that the work environment is free from misconduct.

· Discouraged from and directed to not engage in any activity that may be perceived as constituting misconduct, discrimination or harassment. 
The provisions of this policy and procedures in no way affect the right of any person to exercise their rights under the Human Rights Code or the CUPE Collective Agreement, where applicable. If other means of filing a complaint are utilized, the Agency may hold a complaint under this policy in abeyance in order to allow other processes to be completed and avoid dual processes regarding the same complaint.

Complaints of misconduct may be reported to any of the following people: 

· Director/Manager/Supervisor;

· Director of People and Culture; and/or

· The Union (for Union Employees only, as any Union Employee who wishes to report a complaint of misconduct, or who has been accused of a possible violation, is entitled to Union representation during the investigation process). 

All complaints will be dealt with in a most serious manner and as promptly and discreetly as possible, with due regard for the rights of all parties. 

Procedures:

The following procedures outline steps to take if an employee believes that misconduct has occurred or may be occurring:

1. Direct Communication

a. Where there is an incident of misconduct, to the extent that they feel comfortable, complainants are encouraged to attempt to resolve their concerns by directly communicating with the person(s) engaging in unwelcome conduct; an individual may not realize they are being offensive to other people.

b. Employees are encouraged to consult with their Supervisor/Manager/Director/Executive Director for assistance, if needed.

c. The complainant is encouraged to keep a record of the discussion, including the date, time of incident, names of any witnesses, where the incident took place and other particulars. 

2. Report Incident

a. Individuals who do not use Step 1 above or who do not have a satisfactory outcome at Step 1 may report the complaint to their Supervisor/Manager/Director/Executive Director (or, if their Supervisor/Manager is giving rise to the complaint, to their Director, the Director of People and Culture, or the Executive Director).

b. If the complaint pertains to a Director, the complainant will report the complaint to the Executive Director.

c. If the complaint pertains to the Executive Director, the complainant will report the complaint to the Chair of the Board of Directors.

d. If the complaint pertains to a Board Member, the complainant will report the complaint to the Board Chair, who may discuss the matter with the Executive Director.

e. Should a management representative become aware of misconduct contrary to this policy in the workplace where no complaint has been made, a report must be made to the Director of People and Culture, the Executive Director, or their designate(s).

3. File Complaint 

a. Upon receiving a written complaint by the Manager/Supervisor, Director, Director of People and Culture or Chair of Board of Directors, an assessment of the complaint will be conducted to determine whether an investigation should be initiated, in consultation with the Director of People and Culture or, where applicable, the Executive Director, Chair of the Board of Directors. 

b. The written complaint must contain:

i. Name(s) of the respondent(s) ;

ii. The date or dates of the incident(s);

iii. Details of the incident(s); and

iv. Names of any witnesses.

4. Investigation and Corrective Actions
a. The Agency will determine whether the complaint should be conducted internally or whether to engage a third-party investigator.

b. The investigator will follow the investigation process per the procedure of investigation highlighted in the Harassment policy if the basis of complaint pertains to the violation of Human Rights Code or OHSA. 

c. For all other matters of misconduct alleged to be contrary to this policy, the investigator will interview the complainant (the employee who experienced the misconduct) and, depending on the severity of the situation, will either take an immediate corrective action up to, and including, discharge or interview any witnesses and others the persons that investigator identifies as potentially having any information relevant to the investigation.
d. The investigator makes reasonable efforts to interview any relevant witnesses who are not employed by the Agency, if there are any identified.
e. The investigator interviews the person who is named in the complaint (the respondent) if they are an employee of the Agency. 

f. The investigator must take appropriate notes and statements during interviews with the employee and these notes will be maintained on the employee file for the length of their employment with the Agency. The note will summarize the allegations, the investigation results, and addresses whether or not the complaint(s) is substantiated. 
g. If misconduct is proven, depending on the severity and nature of the offence, corrective action, such as education/awareness, disciplinary steps, charges of harassment or workplace violence and suspensions, leading up to terminations, will be applied up to, and including, termination of employment.
h. Notwithstanding this policy and procedure, employees may seek advice or assistance from the Ontario Human Rights Tribunal at any time during the investigation process.
i. A copy of the investigation summary report will be provided to the complainant and respondent and placed on the employee file.
5. Mediation (Optional)

a. In addition, if the two parties who are  involved in the investigation process agree, the Department of People and Culture may arrange for an independent third party to act as a mediator.
b. Mediation is separate and part from investigation of a complaint.

6.
Confidentiality

a. All complaints are handled in a manner to permit a fulsome investigation process. 

b. Participants in the investigation shall keep all information confidential during the course of the investigation. 

c. The Agency will make efforts to keep the identity of participants confidential  but cannot guarantee the confidentiality of such identities or matters stated during the investigation.  

d. All documents related to a complaint and/or investigation are maintained in a secure file in Department of People and Culture. Any disciplinary letter, resulting from the investigation, will be maintained in the Personnel file.  

7.
Prevention of Reprisal

a. All those who exercise a right in this policy or who participate in the complaint/investigation process, in good faith, will not be subjected to any reprisal as a result.

b. A person who believes that they have been subjected to reprisal should file a complaint with their Supervisor/Manager (or if the Supervisor/Manager is giving rise to the complaint, the person should file their complaint with the Department of People and Culture). 

c. In situations where an employee is concerned about where they feel comfortable directing the complaint, the Department of People and Culture will be consulted. 

d. Persons found to be engaging in acts of reprisal shall be subject to discipline, up to, and including, termination.
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