SCA STANDARDS OF CONDUCT

Harassment

It is the policy of SCA that there shall be no harassment of any staff member by fellow staff or by any manager on account of a staff member’s sex, race, national origin, religion, physical handicap, or sexual orientation (or on account of any other protected status).

The organization does not condone and will not permit such harassment of any staff member and, in particular, will not tolerate the making of unwelcome sexual advances to any staff member, unwelcome physical, verbal or visual behavior that is sexual in nature, or the making of remarks or jokes known to be offensive to any staff member because of his or her sex, age, race, national origin, religion, physical handicap, or sexual orientation.  A staff member who believes that he or she has been treated in violation of this policy shall immediately report the matter to the Vice President, Human Resources.  SCA will seek to investigate al complaints or violations of this policy promptly in as discreet a manner as possible.  We will not retaliate against any staff member who makes a claim of harassment.

Workplace Conduct

All staff at SCA share responsibility for observing certain standards of conduct.  These standards emphasize personal and professional integrity in all activities.  Generally, treating others with the respect and consideration with which you expect to be treated and maintaining open, ongoing communication with your manager and coworkers will create a basis for a successful work experience.

It is the obligation and responsibility of each staff member at SCA to work on resolving problems and conflicts by focusing on solutions, keeping issues work-related (as opposed to personal), and communicating directly with the person or persons with whom you have a conflict.  In most cases, discussing a situation will clear it up.
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Fraternization and Professional Conduct

SCA staff members must maintain professional relationships and proper conduct with participants of any SCA administered program.  The staff member must not allow personal feelings to create any evidence of favoritism or preferential treatment.

The organization strictly prohibits any sexual or other type of exclusive relationship between its staff and any participant of any SCA administered program.  This policy applies regardless of the age or gender of the participants.  Additionally, this policy remains in effect throughout the duration of the program including work and non-work hours, weekends, holidays, and vacations.

Failure to comply with this policy will be interpreted as exhibiting willful disregard of SCA’s professional ethics and policy and subject to immediate dismissal with no appeal.

All staff must maintain the strictest levels of confidentiality concerning information learned via any participant’s application, medical form, or private conversations.  Only a valid concern for the health and safety of an individual or group would be considered an acceptable reason for sharing such confidential information.  All staff designated as Field Staff must also follow the procedures and behaviors outlined in the Field Operations Standards as a condition of employment.

In addition, romantic relationships with direct report staff members are highly discouraged.

Open-Door Policy

SCA has an open-door policy that encourages staff participation in decisions that will affect them and their daily professional responsibilities.  This policy encourages staff members who have job-related problems or complaints to talk them over with their manager or a manager at any level of management who they feel can help them.  SCA believes that staff concerns are best addressed through informal and open communication.

The organization will attempt to keep all such expressions of concern, their investigation, and the terms of their resolution confidential.  However, in the course of investigating and resolving concerns, some dissemination of information to others may be appropriate.

No staff member will be disciplined or otherwise penalized for raising a concern in good faith.

Suggestion Box

SCA welcomes ideas on how to improve our quality of work life.  SCA encourages all Staff members to share ideas and insights to help SCA improve its operations and programs.  There is a suggestion box located in the brick oven room in NH or suggestions may be submitted directly to the President by e-mail or by hardcopy to ensure anonymity.

Disciplinary Procedures

The primary objective of any disciplinary action is to improve job performance.  Actions by a staff member that are inappropriate for the work environment, are a hindrance to effective job performance, or violate SCA policy constitute improper conduct and may be cause for disciplinary action.

SCA maintains a progressive and participatory disciplinary system, which may include some or all of the following steps:

· Documented oral warning 

· Written warning 

· Final written warning 

· Dismissal

Based on circumstances, a manager may choose to enter into disciplinary action
at any step in the process, including immediate dismissal.  All disciplinary action beyond a documented oral warning requires the approval of the Vice President, Human Resources.

SCA reserves the right to prohibit other forms of conduct not explicitly listed in this handbook.  The policies included in this handbook in no way restrict SCA’s ability to discipline and/or terminate its staff members for any reason, and do not affect or alter the at-will employment relationship.

Complaint Procedures

Internal Complaint Review

The purpose of the internal complaint review is to provide all staff members of SCA with the opportunity to seek internal resolution of work-related complaints.   This policy supplements the open-door policy set forth in this handbook, which states our philosophy that all staff has free access to their immediate managers or to other managers of their choice to express their work-related concerns informally.

We will attempt to treat all internal complaints and their investigation as confidential, recognizing, however, that in the course of investigating and resolving internal complaints, some dissemination of information to others may be appropriate.

Procedures

Written complaints should be directed to the Vice President, Human Resources as soon as possible after the date of the event that gave rise to the work-related concern, but no later than ten (10) days following such event.

The Vice President, Human Resources will set up a meeting to discuss the complaint further within a reasonable time following the receipt of the written complaint.  As necessary, the Vice President, Human Resources will also meet with others who are named in the complaint or who may have knowledge of the facts set forth in the complaint.

Within ten (10) working days of the last of these meetings, the Vice President, Human Resources will provide the staff member with a written response to the complaint.  (This time frame may be changed according to circumstances.).  If the complaint is resolved to the staff member’s satisfaction, the terms of the resolution will be recorded and signed by the staff member and the Vice President, Human Resources.

If the staff member is not satisfied with the decision of the Vice President, Human Resources, the staff member may pursue the complaint with the Executive Vice President, Operations and the President.  Within ten (10)working days of receiving the complaint, the Executive Vice President, Operations and President will provide the staff member with a written response to the complaint (Again, this timeframe may be changed according to circumstances.).  The decision of the Executive Vice President, Operations and President is final.

Nonretaliation

No staff member who has filed a complaint in good faith will be unlawfully disciplined or otherwise retaliated against, even if SCA does not agree with the complaint.

