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Foreword

This handbook details the minimum standards of practice and conduct for the resources of Support & Housing-Halton. It is recognized that throughout the scope of practice for each discipline, there are variations in approaches and that people vary their methods in response to particular situations. The principles and interpretations herein prescribe the basis on which practice is conducted in a sound and ethical manner.

This Handbook contains 6 principles, which in some cases, have been expanded upon with interpretations. It is intended to provide standards to guide and assess the professional behaviour of resource personnel and examine issues of professional practice.  Failure to adhere to the standards of practice and conduct will result in disciplinary action as outlined in the personnel policies of Support & Housing-Halton.

Code of Ethics

Support & Housing-Halton Staff, Student Placements and Volunteers (hereafter referred to as Personnel) shall:

1. Maintain the best interest of individuals who we support as the primary professional obligation.

2. Respect the worth of individuals he/she serves in his/her professional relationships with them.

3. Carry out his/her professional obligations with integrity and objectivity.

4. Have and maintain competence in the provision of service to individuals who we support.

5. Not exploit the relationship with an individual who we support for personal benefit, gain or gratification.

6. Protect the confidentiality of all professionally acquired information.  He/she may disclose such information only when required or allowed by law to do so, or when individuals who we support have consented to disclosure.

7. Personnel engaging in another profession, occupation, affiliation or calling shall not allow these outside interests to affect their work relationship with the individuals who we support.

8. Not provide a service in a manner that discredits fellow personnel of Support & Housing-Halton as an agency, or that diminishes the publics’ trust in either.

9. Advocate for workplace conditions that are consistent with current legislation and this Code of Ethics and the Standards of Practice of Support & Housing-Halton.
10. Promote excellence in his or her respective position.

11. Advocate change in the best interest of the individuals who we support, and for the overall benefit of society, the environment and the global community.

Principle I
Relationship with Individuals who we support
The foundation of this professional orientation is the belief that individuals who we support have the right and capacity to determine and achieve their goals and objectives as independently as possible.
1.1. Personnel and individuals who we support shall participate together in determining and evaluating the individual’s goals. Goals for the relationship include enhancement of individuals functioning and the strengthening of the capacity of individuals to adapt to and make change.

1.2. Personnel observe, clarify and inquire about information regarding individuals who we support.

1.3. Personnel respects and facilitates self-determination, such as encouraging individuals to decide which issues they want to address and the manner in which they address them.

1.4. Personnel recognize their personal values, attitudes and needs and, how these impact on the staff-individual relationship.

1.5. It is important that Personnel distinguish their needs and interests from those of individuals who we support to ensure individual’s needs and interests remain paramount.

Principle II

 Competence and Integrity

Personnel will maintain competence and integrity in its practice and adheres to the agency Code of Ethics.

2.1 Competence

Personnel are committed to ongoing professional development and maintaining competence in its practice.

Personnel are responsible for being aware of the extent and parameters of its competence. If the needs of the individuals who we support fall outside the Personnel’s area of expertise then they inform the individual of the option to be referred to another professional.  

If the individual decides to continue the relationship, Personnel may do so provided that;

· Personnel ensure that services are competently provided by seeking additional supervision, consultation, and education.

· The services are not beyond the personnel’s professional scope of practice.

· Referrals to other professionals or a continuation of the professional relationship are guided by the individuals interests and the Personnel’s judgment and knowledge.

Personnel maintain current knowledge of policies, legislation programs and issues related to the community, its institutions and services in their areas of practice.

Personnel ensure any professional recommendations or opinions they provide are appropriately substantiated by evidence and supported by credible professional, theoretical and practical knowledge.

Personnel engage in the process of self review and evaluation their performance and seek consultation as required.

Principle II
Competence and Integrity

2.2. Integrity
Personnel will be aware of the fact that they are in a position of power and responsibility with respect to all individuals who we support. This necessitates that they make every effort to minimize this imbalance in their dress, interactions, etc. Care must be taken to ensure that all individuals who we support are protected during and after the provision of professional services.

Personnel establish and maintain clear and appropriate boundaries in professional relationships, for the protection of individuals who we support. Boundary violations include sexual misconduct and other misuses and abuses of the Personnel’s power.

Personnel does not engage in professional relationships that constitute a conflict of interest or in situations in which in which they ought reasonably to have known that individuals who we would be at risk in any way. Personnel do not provide a professional service to an individual if he/she is in a conflict of interest situation.

Personnel do not use information obtained in the course of a professional relationship and does not use its professional position of authority, to coerce influence, harass, abuse or exploit an individual who we support, former individuals who we support, student trainee, employee, colleague or research subject.

Personnel do not solicit or use private or confidential information from Individuals who we support to acquire advantage or material benefits.

If a complaint investigation is underway or a matter has been referred to Senior Management for review, Personnel must co-operate fully and conduct itself in a manner which demonstrates respect for both the complainant and the Agency.

Personnel must not engage in their work while;

· Under the influence of any substance and/or suffering from an illness which renders them unable to function effectively in its role.

· Misrepresenting professional qualifications, education, experience or affiliation.

Personnel avoid conduct which could reasonably be perceived as reflecting negatively on Support & Housing-Halton.

Personnel promote social justice and advocates for change on behalf of Individuals who we support.  Personnel are knowledgeable and sensitive to equity-seeking groups and to forms of social injustice such as poverty, discrimination and imbalances of power that exist in the culture and that affect individuals who we support. Personnel strive to enhance the capacity of individuals who we support to address their own needs and problems in living. They assist individuals to access necessary information, services, and resources wherever possible, and facilitate participation in decision making.   

Principle III
Record Keeping

The creation and maintenance of records is an essential component of Support & Housing-Halton’s practice. The preparation and organization of records provides a means to understanding the individuals who we support and the planning of intervention. The purpose of documenting in a recognizable form is to ensure the continuity and quality of service to individuals, to establish accountability for and evidence of the services provided. Personnel are to ensure that records are current, accurate, contain relevant information about individuals and are managed in a manner that protects Individuals privacy.

3.1 Record Content and Format

Personnel will keep organized, dated, and legible records and follow the record keeping procedure as prescribed by Support & Housing-Halton. 

Personnel will not sign case notes written by another person unless they are co-signing as a supervisor.

If an individual disagrees with what personnel have written in their file, personnel are to attach a signed statement from the individual explaining the disagreement and the individual’s correction.

3.2
Record Maintenance
· Individual’s records must be kept for at least 7 years after the last entry date.
· Personnel will follow Support & Housing-Halton’s policy regarding the transportation of individual’s records.

· Any records containing individual’s information, which are being disposed of must be shredded.

3.3 Access and Disclosure

· Only staff, students and volunteers who have signed Confidentiality forms may have access to individual’s support records.
· Staff shall provide individuals who we support with access to their own records (as per the policy of Support & Housing-Halton) as appropriate to the situation.  Individuals have the right to explanations regarding the content of their records.

Principle IV
Sexual Misconduct

The influence of the helping relationship upon Individuals who we support may last long after the relationship has terminated. Support & Housing–Halton personnel must be aware of the potential for conflict of interest and abusive treatment of individuals within the helping relationship.  Sexual behaviour by a personnel member towards an individual who we support is an abuse of power in the helping relationship. Personnel will not engage in sexual behaviour with individuals who we support.

4.1
Personnel are responsible to ensure that sexual misconduct does not occur by adhering to the following:
· Personnel will not engage in any sexual relations with an individual who we support.  This includes intercourse, touching, inferences and language.

· Personnel will not accept sexual behaviour or remarks from individuals who we support, other than in a clinical context.

4.2
If Personnel acquires sexual feelings towards an individual who we support and feels that this will impede on the professional relationship, a supervisor is to be consulted immediately to develop an appropriate treatment plan. 

4.3
If an individual who we support initiates sexual behaviour, Personnel must clearly state that this behaviour is inappropriate in a professional relationship, and further elaborate on appropriate professional boundaries if required.

4.4
If an individual who we support sexual behaviour towards Personnel infringes on the therapeutic relationship, they shall speak with the supervisor.  A plan to terminate the relationship and assist the individual to seek alternative services may be required.

4.5
At no time shall Personnel provide service to an individual with whom they have had previous sexual relations.

Principle V
Responsibility to Individuals who we support
Personnel to ensure that professional services are provided responsibly to those persons, groups, or organizations seeking their assistance.

5.1 Personnel provide individuals with accurate and complete information regarding the extent, nature, and limitations of any services available to them.
5.2 Personnel support service provision and responds to queries, concerns and/or complaints in a timely and reasonable manner.
5.3 Personnel does not discriminate against anyone based on race, ethnicity, language, religion, marital status, gender, sexual orientation, age, ability, economic status, political affiliation, or national origin.
5.4 Personnel must adhere to the “Ontario Human Rights Code” and the “Charter of Rights and Freedoms” in the provision of services.
5.5 Personnel will assist potential individuals to obtain other services if Personnel are unable or unwilling for appropriate reasons, to provide the requested professional help.
5.6 Appropriate reasons for refusing to provide service include but are not limited to:
· When complying with the individual’s request for service would require Personnel to violate ethical and legal requirements including, but not limited to: 
-   “Support & Housing-Halton Standards of Practice”, 
- “Support & Housing-Halton Human Resources Policy and Procedure Manual” and 
-    Any other relevant legislation.
· If complying with the individual’s request would violate the Personnel’s  values, beliefs and traditions to the extent that they would not be able to provide appropriate professional service,

· Personnel are aware of extenuating circumstances (e.g. a planned absence from the office, serious health problems, relocation of practice, etc.) that would make compliance  with the individual’s request for service impossible and/or not in the potential individual’s  best interests;

· Individuals who we support have repeatedly, and without adequate explanation, cancelled or changed the interview or meeting time to the extent that Personnel experiences or believes that service disruption will occur; and

· An individual who we support behaves in a threatening or abusive manner such that Personnel believe that they or anyone with whom the potential individual would have contact with would be in jeopardy.

When an individual who we support is refused further service, they shall be provided with an explanation.
5.7 Personnel inform individuals who we support of foreseeable risks as well as rights, opportunities, and obligations associated with the provision of professional services.
5.8 Support & Housing-Halton Personnel avoids conflicts of interest and/or dual relationships with individuals or former Individuals who we support, students, employees and others, if it could impair their professional judgment or increase the risk of exploitation or harm to individuals.
5.9 “Dual Relationship” is defined as a situation in which a Personnel, in addition to his/her professional relationship, has one or more other relationships with an individual who we support, regardless of whether this occurs prior to, during, or following the provision of professional services. A dual relationship does not necessarily constitute a conflict of interest; however, where dual relationships exist, there is as strong potential for conflict of interest and/or perceived conflict of interest.
5.10 In a situation where a personal relationship does occur between Personnel and an individual who we support or former individual who we support, it is the Personnel member, not the individual who we support or former individual who we support, who assumes full responsibility for demonstrating that the individual or former individual has not been exploited, coerced, or manipulated, intentionally or unintentionally.
5.11 Personnel may terminate professional services to an individual when such services are no longer required or requested. It is professional misconduct to discontinue professional services that are needed unless:

· The individual who we support requests the discontinuation;

· The individual withdraws from the service;

· Reasonable efforts are made to arrange alternative or replacement services;
· The individual is given a reasonable opportunity to arrange alternative or replacement services; or
· Continuing to provide the services would place the member at serious risk of harm, and in the circumstances described in subparagraphs above; Personnel makes reasonable efforts to hold a termination session with the individual.
5.13 When Personnel anticipates the termination or interruption of service to individuals, he/she must notify the individual who we support promptly and arrange the termination, transfer, referral, or continuation of service in accordance with the individual’s needs and preferences.
5.14 Where appropriate, Personnel advocates for or with individuals who we support and informs them of any action taken and its outcome. Personnel adheres to Principle VI, Confidentiality of this Standards of Practice Handbook when providing advocacy Services.

“Advocacy” is defined as, “The act of directly representing or defending others; and championing the rights of individuals or communities through direct intervention or empowerment. 

Principle VI
Confidentiality

Personnel must respect the privacy of individuals who we support by holding in strict confidence all information about individuals. Personnel disclose such information only when required or allowed by law to do so or when individuals who we support have consented to disclosure.

6.1 
Personnel shall not disclose confidential information concerning individuals who we support nor disclose confidential information received from individuals, subject to the following conditions:
· As part of a review investigation, in which the professional conduct, competency, or capacity of a Personnel member is at issue; the Personnel may disclose without individual’s authorization, such confidential information concerning or received as is reasonably required. Personnel will not divulge more information than is reasonably required.

· Personnel wishing to use collection agencies or legal proceedings to collect unpaid rent may release, in the context of legal proceedings, only the individual’s name, the contract for service, statement of accounts and any records related to the billing. This release would not extend to the content of the services provided.

· Personnel inform individuals of the parameters of information to be disclosed and make reasonable efforts to advise individuals of the possible consequences of such disclosure.

· In agency practice, Personnel informs the individuals who we support of at least the following:

· Who wants the information (name, title, employer, address);

· Why the information is desired;

· How the receiving party plans to use the information;

· Exactly what information is to be disclosed;

· The repercussions of giving consent or refusing permission for the disclosure;

· The expiration date of the consent;

· How to revoke the consent.

· Personnel do not disclose the identity of and/or information about a person who has consulted or retained them unless the nature of the matter requires it.  Unauthorized disclosure is justified if the disclosure is obligated legally or allowed by law or if the Personnel member believes, on reasonable grounds, that the disclosure is essential to the prevention of physical injury to self or others. Personnel do not divulge more information than is required or allowed.

· In agency practice, individuals who we support sign completed consent forms prior to the release of information. A separate consent form is required to cover each authorization for releasing individual’s information. In urgent circumstances, a verbal consent by the individuals to the disclosure of information may constitute proper authorization. Personnel should document that this consent was obtained.
6.2 Personnel inform individuals in their relationship of the limits of confidentiality of information. Personnel explain to individuals who we support the need for sharing pertinent information with supervisors, allied professionals, and paraprofessionals, administrative co-workers, social work or social service work students, volunteers, and appropriate accreditation bodies. 

· Personnel anticipate circumstances which may limit confidentiality. Clear discussion of these limits and contracting for confidentiality with the team, group, or community should be undertaken.
6.3 
Personnel are to distinguish between public and private information related to individuals. Personnel should also be cautious about using individual names in public. Public information, as defined below, may be disclosed in the appropriate circumstances.

· ‘Public information’ is any information about individuals who we support and/or their activities that is readily available to the general public and the disclosure of which could not harm the individual. When in doubt, Personnel will obtain permission from the individual who we support or a duly authorized representative before disclosing or otherwise using such information.

For example, in agency practice Personnel should obtain the individual’s written permission before:

· Publishing reports about their work with individuals;

· Speaking with media, funders, potential funders, and other individuals/groups about individuals; and

· Bringing guests, observers, or media to meetings involving individuals who we support.

· When working with community groups, government agencies and other organizations, Personnel keeps confidential any information about the personal lives, personalities, and personal behaviour of the individuals involved.  

· Personnel also keeps confidential any other sensitive information about such individuals who we support, including human resources, financial, managerial, strategic and/or politically sensitive material, the disclosure of which could harm the individual.
6.4 
Staff may use public information and/or non-identifying information for     
research, educational, and publication purposes.

