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Purpose: 
To ensure safe, efficient, and harmonious operations and to fully inform all employees of their 
responsibilities, Hopeful Horizons (HH) has adopted a policy on expected standards of conduct. 
 
Scope: 
This policy applies to 
⮽All HH Staff    Selected HH Staff, as specified:  
⮽ HH Board Members ⮽ HH Volunteers 
☐ Other:  
 
Policy: 
Maintaining the highest level of professional conduct is the responsibility of every employee, 
volunteer and Board member at HH. Individuals covered in the scope of this policy are expected 
to operate efficiently, promote a favorable image of the organization, and exhibit harmonious 
relationships among co-workers, clients, community partners/stakeholders and contactors. 
 
Individuals covered in the scope of this policy are required to know and comply with HH policies 
and procedures. The following list of behaviors and conduct provides additional examples of HHs’ 
expectations for conduct. This is not intended to be an exhaustive list of expected conduct for 
which noncompliance could result in discipline. Furthermore, the employment relationship 
between HH and its employees is at will, as such, the employment relationship can be terminated 
with or without cause at any time. 
 
A. Conduct: HH reserves the right, in its sole discretion, to determine appropriate disciplinary 

action for these and all other offenses based upon the nature, frequency and severity of the 
offense(s) and the employee’s work performance, disciplinary and attendance record. 
1. Discourteous, unprofessional, threatening, intimidating, coercive, abusive or vulgar 

language or abusive treatment of clients, employees or others having business with HH. 
2. Falsifying client records or documents, employment application information, timesheets, 

travel expenses, or other documents or records belonging to Hopeful Horizons. 
3. Unauthorized possession of HH or employee property, removal or attempt to remove HHs’ 

property, as well as damaging or destroying HHs’ property through careless or willful acts. 
4. Disruptive activity, fighting, throwing things, horseplay, practical jokes, or other 

disorderly conduct which may endanger the well-being of any employee or disrupt HHs’ 
operations. 

5. Engaging in acts of dishonesty, fraud, theft, embezzlement, or sabotage. 
6. Making false or malicious statements about employees, agents, the organization or its 

services, clients, contractors, vendors or visitors at any time. 
7. Insubordination or refusal to comply with instructions or failure to perform reasonable 

duties which are assigned. 
8. Unauthorized absence from work area during the workday. 
9. Unauthorized/improper use of telephones, mail system, email or information system, or 

other employer-owned equipment. 
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10. Unauthorized possession, distribution, sale, transfer, use of alcohol or illegal drugs in the  
workplace, while on duty or while operating employer-owned vehicles or equipment. 

11. Unsatisfactory performance of job duties/assignments or conduct. 
12. Failing to conduct oneself in a professional manner including, but not limited to, missing 

deadlines or failing to respond to communications in a timely manner (usually within two 
business days). If deadlines or communication timelines cannot be met, failing to provide 
notice of necessary or known delays. 

13. Unauthorized disclosure of confidential information/breach of client confidentiality. 
14. Conviction of a criminal offense other than minor traffic infractions. 
15. Failure to maintain harmonious relations with co-workers, supervisor, clients or others 

having business with the organization. 
16. Negligence in observing health and safety rules, policies and requirements. 
17. Gambling on organization premises or while conducting work of the organization. 

 
B. Professional Ethics and Standards: Employees who are working in a professional capacity, 

under licensure and/or professional standards or ethics are also expected to comply with those 
guidelines unless they violate HH policies and procedures, laws or other grant contract 
requirements. When there is a conflict between professional standards/ethics and HH policies 
or compliance requirements, the employee and their supervisor shall endeavor to reach a 
mutually agreeable manner by which to eliminate the conflict.   
 

Communication and Training: 
The Board shall receive a copy of the policy at the time of periodic review and will have an 
opportunity to ask clarifying questions during the approval process. Employees and volunteers 
shall receive notice of the Board’s policy review and approval including notice of any substantive 
changes.  The notice will provide a link to the policy located on the HH website.   
 
Definitions: 
1. At-Will Employment: At-will means that an employer can terminate an employee at any time 

for any reason, except an illegal one, or for no reason without incurring legal liability. 
Likewise, an employee is free to leave a job at any time for any or no reason with no adverse 
legal consequences. 

 
Other Related Materials: 
Progressive Discipline Procedure 
 
References/Legal Authority: 
NA 
 
Change Log: 

Date of 
Change 

Description of Change Responsible Party 

09.2023 Updates to the new template; eliminates 
redundancy to existing approved policies 
and/or procedure; adds requirements for 
professional ethics compliance; adds 
communication and training, definitions 
and other related materials. 

N. Miller, Prog. Eval Consultant in 
consultation with R. Lucovich, HR 
Specialist 

 


