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PHILOSOPHY OF CARE

“Our Philosophy of Care is to maximize customer satisfaction and consumer outcomes through respectful, evidence-based treatment and interventions, with responsible use of resources.”

CORE VALUES

· Individual empowerment

· Passion for innovation and integrity

· Customer-driven care and supports
· Focus on community

   www.cobbcsb.com
Revised June 2010
Welcome to the Cobb/Douglas Community Service Boards!
I am pleased that you have joined us and wish you every success here.  We want to provide an excellent opportunity for you to grow and develop in your career.  We also want you to feel comfortable in your association with the agency and to know that you are a valued member of our team.

There will be many things to learn in your new job with the organization.  This handbook will help to explain the privileges you will enjoy as an employee and the duties and responsibilities that we all share.  Please contact your supervisor, the personnel director, or any other member of management should you have questions or comments about any of the information in the handbook.

I sincerely hope that you will find the Cobb/Douglas CSB an interesting and worthwhile place to work.   This is a large agency that serves a critical community role caring for those who are most-in-need.  As an employee of this organization, you will be helping individuals who have significant stressors in their lives.  The work you will be doing is critically important.

Welcoming new employees is always a pleasure.  By joining the Cobb/Douglas team, we hope you will enjoy the sense of excitement and innovation that often exists here.  Our philosophy has always been to serve all of our constituents in an honest and prompt fashion in much the same way that we ourselves would like to be served.  The agency employee base is dedicated to this principle.

By working together toward these objectives we can develop the great potential we have both as individuals and as a team.

Sincerely,

Tod W. Citron

Executive Director

Employee Conduct
301 Attendance and Punctuality: To maintain a safe and productive work environment, Cobb/Douglas Community Service Boards expects employees to be reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and the agency. Employees are expected to be on the job, on time, every day that they are scheduled to work. Wherever possible, employees should schedule all medical and personal appointments outside of work hours.

In the rare instances when you will be absent due to illness or emergency, you must inform your supervisor and keep the supervisor informed of when you likely will return to work. You are expected to call personally and talk directly with the supervisor prior to your scheduled starting time. Unless you are physically unable to make the telephone call yourself, you should not rely on friends, relatives, or coworkers to communicate your absence to your supervisor. Calling in to report your absence or late arrival does not mean that your absence is approved.  Your supervisor will consider your request for approval when you return to work. 

Attendance and punctuality are considered in every employee's performance evaluation.  Poor attendance and excessive tardiness are disruptive.  Either may lead to disciplinary action, including dismissal.

302 Code of Ethics: The successful reputation of Cobb/Douglas is built on the principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires that we observe the spirit and letter of all applicable laws and regulations, as well as maintain the highest standards of conduct and personal integrity.

The continued success of Cobb/Douglas depends on our customers' trust and we are dedicated to preserving that trust. Employees owe a duty to the State of Georgia, its customers, and citizens to act in a way that will merit the continued trust and confidence of the public. 

Cobb/Douglas expects its managers, supervisors, and employees to conduct business following the letter and spirit of all relevant laws and to refrain from any illegal, dishonest, or unethical conduct. In general, the use of good judgment, based on high ethical principles, will guide you.  However, if you find it difficult to determine the proper course of action in a situation, discuss the matter with your immediate supervisor and, if necessary, with your personnel director.

The State of Georgia adopted a code of ethics to guide public employees in their roles and responsibilities as State employees.  The following is generally what is expected of you.

CODE OF ETHICS FOR GOVERNMENT SERVICE 

(O.C.GA. 45-10-1)


Any person in government service should:

1.   Put loyalty to the highest moral principles and to country above loyalty to persons, party, or government department.  
2.   Uphold the Constitution, laws, and legal regulations of the United States and the State of Georgia and of all governments therein and never be a party to their evasion.

3.   Give a full day's labor for a full day's pay and give to the performance of his duties his earnest effort and best thought.

4.   Seek to find and employ more efficient and economical ways of getting tasks accomplished.
5.   Never discriminate unfairly by the dispensing of special favors or privileges to anyone, whether for remuneration or not and never accept, for himself or his family, favors or benefits under circumstances which might be construed by reasonable persons as influencing the performance of his governmental duties.

6.   Make no private promises of any kind binding upon the duties of office, since a government employee has no private word
      which can be binding on public duty.
7.    Engage in no business with the government, either directly or indirectly, which is inconsistent with the conscientious performance of his governmental duties.

8.     Never use any information coming to him confidentially in the performance of governmental duties as a   

        means for making private profit.

9.    Expose corruption wherever discovered.

10.  Uphold these principles, ever conscious that public office is a public trust
304 Conflict Resolutions: Cobb/Douglas is committed to providing the best possible working conditions for our employees.  We encourage open and frank discussions of any problem, complaint, suggestion, or question.

If you have a concern about your working conditions or employment, you should first seek resolution through open and honest communications with supervisors or other employees involved in the issues.  If these attempts are not successful, however, most conflicts or disputes can be addressed through an informal process called mediation.  A complete description of the mediation process is available from your personnel director or can be found on the Georgia Merit System's web page at www.gms.state.ga.us.
Not every problem can be resolved to everyone's total satisfaction, but only through understanding and discussion of mutual problems can employees and management develop confidence in each other. This confidence is important in maintaining an efficient and harmonious work environment.

If you believe a condition of employment or a management decision affecting you is unjust or inequitable, you should contact the personnel director to request a copy of the employee grievance procedure appropriate to your employment status (classified or unclassified).

You should be aware there is a time limit for filing grievances, usually within 10 workdays.  After filing a grievance, you may discontinue the process at any step.

305 Discipline: Employees are expected to devote work time to work, meet all work standards, and conduct themselves appropriately. Failure to do so can result in disciplinary action, up to and including dismissal.  The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future. Corrective action is determined by Cobb/Douglas' discipline policy. You should discuss our agency's specific policy with your supervisor or contact the personnel director.

However, there are some behaviors or problems that are serious enough to justify either a suspension, or, in extreme situations, dismissal without going through disciplinary steps.  While it is not possible to list every behavior or problem that might be grounds for disciplinary action, a sample list can be found in Section 308, 

306 Personal Appearance

Appropriate dress, grooming, and personal cleanliness contribute to the morale of all employees and affect the business image Cobb/Douglas presents to customers and visitors.  During business hours, employees are expected to present a clean and neat appearance and to dress according to the requirements of their positions. Employees who appear for work inappropriately dressed may be sent home and directed to return to work in proper attire. Consult your supervisor if you have questions about appropriate dress.

Casual Days: We are always searching for new ways to make Cobb/Douglas a better place to work.  One way to improve our work environment is to offer our employees the opportunity to dress in casual business wear.  Casual dress is a welcome alternative to the formality of typical business clothes.  Our goal is to have employees project a professional image while wearing casual and relaxed clothing.

Therefore, Fridays are usually designated as casual day.  Other days, such as holidays or days before a holiday, may be designated as casual days with prior notice from your supervisor.
Casual business wear encompasses many looks, but it should be considered to be casual clothing that is appropriate for an office environment.  It is clothing that allows you to feel comfortable at work, yet always looks clean, neat and professional.  However, not all casual clothes are appropriate for work.  We ask that you not wear stained, wrinkled, frayed, or revealing clothing to work.  If you are considering wearing something that you are not sure is acceptable, choose something else or consult your supervisor first.

307 Smoking: In keeping with Cobb/Douglas intent to provide a safe and healthful work environment, smoking is prohibited in our buildings.     This applies equally to all employees, interns, customers, and visitors.

308 Standards of Conduct: Cobb/Douglas employees live in somewhat of a "glass house."  We have an obligation not only to our employers, but also to Georgia taxpayers.  Consequently, we must adhere to high moral and ethical standards in our professional relationships and personal conduct.

It is virtually impossible to set specific guidelines for every aspect of your job.  Each facility has its own rules specific to its operations to ensure a well-run and pleasant working environment.  Normally, Cobb/Douglas would not be concerned with your time after work.  However, off-duty conduct may become a legitimate concern when it affects agency operations or reflects unfavorably on the agency.

As public employees, we must be especially careful to avoid such things as using our positions for personal gain, giving unjustified preferences, losing sight of the need for efficient and impartial decisions in methods of operations, or doing anything which could result in questioning the integrity of our agency.

It is impossible to name every act or error that would justify disciplinary action.  While not an exhaustive list, the following behaviors are examples of conduct that are not permissible and may result in discipline, including dismissal.

· Negligence or inefficiency in the performance of your assigned duties or job responsibilities, including unacceptable job performance

· Insubordination, including refusing or intentional failure to follow directions of your supervisor, or other designated member of management

· Violations or disregard of any policy, procedure, or federal, state, or local laws affecting the agency or your employment

· Misconduct or behavior which may have a negative effect on the agency's reputation and/or community standing

· Abusing, misusing, or stealing government property or other employees' property or equipment

· Using or selling alcohol or illegal drugs or reporting for work under the influence of such substances

· Conduct or behavior offensive to other employees or clients/customers

· Profane or vulgar language or written material

· Excessive absenteeism or tardiness, including failure to report for and remain at work without justifiable cause

· Leaving your workstation without authorization

· Conduct or behavior that could endanger yourself or your fellow employees

· Fighting, horseplay, disorderly or disruptive behavior

· Falsifying documents, such as employment applications, time sheets, reports

· Threatening or abusive language or written material

· Argumentative behavior while on duty or while acting under color of office

· Disclosing confidential information without authorization

· Illegal or unprofessional behavior such as sexual-related conversations, inappropriate touching, racial or ethnic jokes and slurs, or other verbal or physical conduct of an offensive nature

· Gambling, lending, borrowing or soliciting money or donations of any kind

· Carrying weapons of any kind (knives, firearms, explosives) while on State property, except when required by your job (such as law enforcement officers)

310 Use of Cobb/Douglas Property: Offices, desks, files, and other storage devices are provided for the use of employees during their employment but remain the sole property of Cobb/Douglas.  Use all Cobb/Douglas property carefully and properly.  This includes telephones, voice mail, fax machines, copiers, computers, supplies, and so forth.  Remember that your taxes help pay for all the equipment you use, whether it is a pencil or a car.

Employees are responsible for all Cobb/Douglas property, materials, or written information issued to them or in their possession or control.  Using Cobb/Douglas property or funds for personal gain is against the law and may result in disciplinary action or dismissal. Employees are expected to return all Cobb/Douglas property when requested to do so.  Cobb/Douglas may take all action deemed appropriate to recover or protect its property.

Computers, Internet, and E-mail: Computers, computer files, e-mail system, and software may be available to employees and are intended for business use.  Some employees have access to the Internet and the World Wide Web to help them obtain work-related data and technology. 

All computer data, including Internet and e-mail, composed, transmitted, or received is considered part of Cobb/Douglas' official records.  Employees should ensure that the business information obtained through this equipment and media is accurate, appropriate, ethical, and lawful.

Data that is composed, transmitted, accessed, or received via the Internet must not contain content that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any employee or other person. 

For example, the display or transmission of sexually explicit images, messages, and cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others.

E-mail may not be used to solicit for commercial ventures, religious or political causes, outside organizations, or other non-business matters.

The equipment, services, and technology provided to access the Internet remain at all times the property of Cobb/Douglas. As such, we reserve the right to monitor Internet traffic.  We also reserve the right to retrieve and read any data composed, sent, or received through our online connections and stored in our computer systems.  To ensure compliance, computer and e-mail usage may be monitored.
Telephones and Mail: Telephones are to be used for official Cobb/Douglas business.  Personal calls should be reserved for breaks and meal periods.  Under no circumstances should you make or charge a long distance call to Cobb/Douglas unless it is work related and approved by your supervisor.  Employees may be required to reimburse Cobb/Douglas for any charges resulting from their personal use of the telephone. Public pay phones may be available for personal calls.

The mail system is reserved for business purposes only. Employees should refrain from sending or receiving personal mail at the workplace.

Workplace Monitoring: Workplace monitoring may be conducted to ensure quality control, employee safety, security, and customer satisfaction.

Employees, particularly those who communicate with customers, may have their telephone conversations monitored or recorded. Telephone monitoring is used to identify and correct performance. Improved job performance enhances our image as well as customers' satisfaction with our service.

Computers and software furnished to employees are the property of Cobb/Douglas. As such, computer usage and files may be monitored or accessed.

We are sensitive to the legitimate privacy rights of employees, and will make every effort to guarantee that workplace monitoring is done in an ethical and respectful manner.
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