6.0 Ethics and Conduct

6.1
Employee Agreement


A signed copy of CASA’s Ethics and Confidentiality Agreement will be kept in 

each employee’s personnel file.  Violation of the terms of this agreement 

constitutes justification for immediate termination.

6.2 Inappropriate Conduct and Actions

Conduct and actions which do not conform to appropriate and expected proper behavior, and for which disciplinary action may be directed, include but are not limited to:

· Misrepresentation of facts, misappropriation of funds, theft or willful destruction of property;

· Failure to follow policy;

· Conviction of a felony;

· Illegal use of drugs or alcohol in any connection with job duties or responsibilities or involving CASA property;

· Insubordination, negligence, incompetence or engaging in acts deleterious to fellow employees or clients or citizens in the community at large;

· Unauthorized absences or abuse of fringe benefits.

6.3 Political Activity

No CASA employee shall participate in partisan politics during normal CASA working hours.  “It shall be unlawful for any CASA employee, staff, volunteer or board member to devote any time during CASA office hours toward the campaign of any candidates for office or for the nomination to any office.”

Use of CASA property or facilities for campaigning is prohibited.

6.4 Employee Speech Policy

General Statement Regarding Employee Speech Rights and Obligations:


CASA employees have constitutional protection to engage in free

speech activity, including work related criticism and complaints. This

employee speech policy is designed to promote protected speech while

providing guidelines to ensure that employee speech does not 

unnecessarily harm legitimate CASA interest.  Employees are 

encouraged to express their views in a responsible and productive 

manner.


Speech unprotected as a matter of law:



Employees enjoy the same speech rights as other citizens except for 

restrictions imposed by law.  Employees are subject to employment 

termination for speech constitution treason, libel, slander, perjury, 

incitement to riot, or false statements regarding CASA operations or 

personnel when such speech is known to be factually inaccurate or is 

made with a reckless disregard for its truth or falsity.


Protection of confidential information.

All CASA members and employees shall not disclose or divulge any “confidential” information obtained by virtue of their employment to persons not specifically authorized to receive such information.  “Confidential information includes information not subject to release by the State’s freedom of information laws.”  Uncertainty over whether particular information is “confidential” should be resolved by consultation with the CASA Executive Director.


Protection and Procedures.



Employees shall treat superiors, subordinates, and associates in a

respectful manner.  Employees should practice professional courtesy

and refrain from making personal attacks that ridicule, belittle or

defame CASA or CASA personnel.  No employee shall use epithets or

terms that tend to denigrate a particular race, color, religion, sex, age,

national origin, political affiliation, veteran’s status or disability.

6.5 Use of CASA Property

No CASA official, volunteer or employee may use the CASA property for his or her own personal use.

6.6 Employee use of Electronic or Communication Systems

All electronic or telephonic communication systems and all communications and information transmitted by, received from, and stored in these systems are property of CASA and therefore intended to be used for conducting the business of this agency.

All computers remain the full property of CASA, as do all files contained therein.  While employees may password protect individual files for safety purposes, the Executive Director will be informed of all passwords and will have access to all programs, files, etc. at any time.  No part of any computer will ever be made inaccessible to the Executive Director.

Internet use and e-mail is provided for work purposes.  Use of agency Internet connections for illicit, illegal, sexual, or other improper purposes is grounds for disciplinary action up to and including termination.

6.7 Press/Media/Newsletters, etc.

Due to confidentiality and other sensitive issues regarding the nature of CASA, staff and volunteers are to refrain from making statements to media as it relates to any issue that may concern CASA.  All media, including television, radio, newspapers, etc. are to be directed to the Executive Director.  The Executive Director is to be notified if a staff member or volunteer has been approached by a media representative.

All newsletters, brochures, bulk mailings, etc. need the approval of the Executive Director before distribution.

6.8 Disciplinary Action

When changes in employee behavior are required, it is the responsibility of the Executive Director to take appropriate actions.  This action should be instructional and prompt, being done in such a manner to clearly indicate the desired result.  All disciplinary actions should be documented.  With the exception of primary offenses, disciplinary actions should proceed progressively through the four possible disciplinary actions:

1. Verbal reprimand

2. Written reprimand

3. Written probation

4. Dismissal 

All documentation of all of the above four disciplinary measures shall contain:

1. Description of the act, even or omission at issue

2. Guidelines for avoiding problems in the future

3. Time period of disciplinary probation

4. Expected improvements

5. Signature of employee and Executive Director

Primary Offenses:  (result in an action for the first offense, which may include dismissal)

1. Actions which will cause harm to clients or others

2. Falsification of employment applications or other employee records/reports, including time records

3. Lying or deliberately causing untrue information to be reported in work performed by CASA 

4. Consumption of alcohol or drugs on the job or when representing CASA or reporting to work under the influence of alcohol or drugs  

5. Unauthorized possession of firearms during business hours

6. Sexual harassment

7. Violent behavior and/or threatening behavior against the public, a client, or member of staff or volunteer

8. Insubordination

