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BUSINESS CODE OF CONDUCT

I.
Statement of Policy 
Bluebonnet Trails Community services (BTCS) employees, contract providers, vendors and agents of the organization will exhibit behavior based on honesty, integrity and a sense of fairness.  It is the responsibility of each employee, contract provider, and agent of the organization to maintain the highest standard of business ethics.  This includes taking timely and responsive, positive action to prevent or correct any improper or inappropriate acts.  The BTCS Board of Trustees and Management are committed to providing avenues through which ethical issues may be raised, reviewed and resolved openly and honestly.  

The Business Code of Conduct is accessible to all employees, contract providers, vendors and agents of the organization and can be found on the Center’s Intranet (BT Net). The appropriate personnel are notified of any changes or revisions to BTCS policies and procedures.  Revised policies and procedures are made available for printing in order to facilitate further dissemination, as needed.  Department Heads and Program Directors are responsible for ensuring that all employees, contract providers, vendors and agents of the organization receive information and training on policies and procedures in a timely manner. Questions concerning the Business Code of Conduct or the Program Compliance Plan can be directed to the attention of his/her BTCS supervisor or appropriate Department Head or his/her designee. 
II.
Ethical Standards.  
The business conducted by BTCS will be delivered in an environment with the highest ethical, legal and professional standards.  Honesty, integrity and impartiality will be demonstrated when dealing with BTCS consumers, providers, vendors, regulators, competitors, community, employees and agents of the organization.  Interactions with consumers should at all times promote the consumer’s sense of self-worth, self-reliance, trust, dignity and choice.  BTCS is committed to the highest ethical, legal and professional standards and abides by the principle of competitive procurement to the extent that it is possible.  All requests for proposals applications will be judged in an objective manner and in accordance with BTCS procedures.  Purchasing decisions are based on objective criteria.  The organization will not contract with any individual who is currently an employee of BTCS.  The Board of Trustees, employees, contract providers, vendors and agents of the organization will make every effort to avoid even the appearance of illegal, unethical or unprofessional conduct.
III.
Conflict of Interest  
Employees, contract providers, vendors and agents of the organization are expected to exhibit professional loyalty to the Center.  Employees, contract providers, vendors and agents of the organization are expected to avoid conflicts of interest and opportunities for personal gain for themselves individually, members of their immediate families and others which may impede their best judgment.  A conflict of interest could be described as an activity or personal interest that influences or appears to influence an individual’s ability to make objective decisions in the course of his/her job duties.  Employees are expected to use good judgment, adhere to high ethical standards, and avoid situations that create an actual or perceived conflict between their personal interests and those of the organization  Conflicts of interest or unethical behavior may take many forms including but not limited to the acceptance of gifts from consumers of the organization.  Employees are prohibited from employing or conducting business with consumers.

Employees are encouraged to seek assistance from their managers with any legal or ethical concerns.  However, Bluebonnet Trails realizes this may not always be possible.  As a result, employees may call the Human Resources Manager at 244-8352 to report anything that they cannot discuss with their manager. 
IV.
Gifts and Favors 

The following are expectations of BTCS employees, contract providers, and agents of the organization:

· Gifts of entertainment from vendors should be limited to common business courtesies or a gift of limited value. 

· For breakfasts, lunches, dinners or coffee breaks offered from vendors:

· any offer of a meal must be accompanied by training; 

· a registry or sign-in sheet including the signatures of all participants must be captured at the time of the training and submitted to Human Resources; and 

· only the registered participants in the training may share in the meal.

· Monetary gifts or any favors in attempt to gain unfair influence or advantage are never acceptable. 

V.
Outside Business and Financial Interests
The following are guidelines for employees, contract providers and agents of the 
organization regarding interests outside of the business conducted by BTCS:

· Employees, or members of their respective families, contract providers, and agents of the organization should not have substantial financial or business interest with a competitor, consumer or supplier of BTCS without first reviewing the nature of the activity with the appropriate Department Head or his/her designee.

· Each employee’s employment should be his/her first business priority.  Any other employment or business activity will be considered secondary and should not interfere with individual employee job performance and responsibilities.

VI.
Compliance

The following are guidelines for compliance with this Business Code of Conduct:
· Employees, contract providers, vendors and agents of the organization are committed to complying with all federal and state laws and regulations, with an emphasis on preventing fraud and abuse.
· BTCS will conduct audits and other risk evaluation to monitor compliance and assist in the reduction of identified problem areas.
· BTCS will maintain processes to:

1. Detect Medicaid/Medicare or other third party payer compliance offenses;
2. Initiate corrective and preventive action;
3. Report to appropriate oversight authorities, both professional and regulatory, when appropriate; and
4. Address consequences for employees, contract providers, vendors and agents of the organization for failure to comply with standards, policies and procedures.

It is the responsibility of each employee, contract provider, vendor or agent of BTCS to report the suspicion or knowledge of any fraud or abuse (other than client abuse) to the Corporate Compliance Officer (CCO) by way of email, at corporate.compliance@bbtrails.org or by calling the “Hotline” at (512) 244-8232.  Employees, contract providers, vendors or agents of BTCS will face disciplinary action for acts constituting fraud or abuse in any program.  “Fraud” is defined by Medicaid  as “an intentional deception or misrepresentation made by a person with the knowledge that the deception could result in some unauthorized benefit to himself or some other person.”  “Abuse”  is defined as “provider practices that are inconsistent with sound fiscal, business or medical practice, and result in an unnecessary cost to the Medicaid program, or in reimbursement for services that are not medically necessary or that fail to meet professionally recognized standards for healthcare.” 

VII.
Accounting and Reporting

It is the policy of BTCS to keep complete and accurate records of all transactions and all services provided.   Each employee, contract provider, vendor and agent of the organization will ensure the integrity of the Center by accurately and truthfully recording all corporate information, accounting and operational data through strict adherence to established accounting and business procedures and clinical records policy.  The procedure for keeping clinical records can be found on the Center’s Intranet (BT Net).
VIII.
Corporate Resources

Each employee, contract provider, vendor and agent of the organization is expected to use corporate assets economically and safeguard corporate assets at all times.  Corporate assets include, but are not excluded to, time, materials, supplies, equipment and information.  Corporate assets must be used for business-related purposes only.  The personal use of any BTCS asset without the prior approval from the supervisor is strictly prohibited.  The use of BTCS assets for personal gain is also strictly prohibited.  The BTCS policy regarding Internet use can be found on the Center’s Intranet (BT Net).
IX.
Political Activities

As good citizens, each employee, contract provider, vendor and agent of the organization is encouraged to participate in the political process.  However, BTCS must ensure that the political activities and contributions of employees, contract providers, vendors and agents of the organization do not appear to represent the opinions of BTCS.

X.
Confidentiality

All employees, contract providers, vendors and agents of the organization are expected to diligently safeguard against loss, damage or unauthorized use, all BTCS records, whether paper or electronic, that are deemed confidential, as described in BTCS policy and federal and state law.  This includes information about BTCS consumers and their families, internal operations, and fellow employees, contract providers, vendors and agents of the organization. BTCS policies and procedures related to confidentiality are located on the Center’s Intranet (BT Net).
XI.
Consumer Focus

Because BTCS consumers are the primary focus of every activity, each employee, contract provider, vendor and agent of the organization will be committed to continually improving our products, services and cost competitiveness to meet the individual needs of each BTCS consumer.

XII.
Employee Relations 
Each employee, contract provider, vendor and agent of the organization is expected to perform his/her assigned tasks in a responsible, reliable and cooperative manner and to treat one another with fairness, mutual respect, dignity and trust. 
XIII.
Controlled Substances and Alcohol.
Bluebonnet Trails Community Services (BTCS) is a drug and alcohol free workplace.

It is BTCS’s policy that there is zero-tolerance for the consumption of or being under the influence of drugs and/or alcohol on any Community Center property, during a Community Center activity or during duty hours. These acts are illegal and/or jeopardize the safety of employees, contract providers, vendors, agents of the organization and consumers, as well as reduce productivity,  reliability and trustworthiness. “Zero-tolerance” means that consuming or being under the influence of drugs and/or alcohol, if determined by reasonable suspicion, can result in immediate termination from employment without review or administrative recourse.  “Reasonable suspicion” shall be determined by direct observation or the positive results of a drug/alcohol test.

Bluebonnet Trails is committed to providing a safe, healthy, and efficient working environment for all employees and those who do business with Bluebonnet Trails as well as protecting its reputation in the community.  To help achieve this goal, employees are prohibited from:
· Possessing, distributing, selling, manufacturing, or being under the influence of any illegal drug;

· Consuming alcoholic beverages while on Center premises, customer premises, in Center 
vehicles, or while on Center business or time 

· Abusing inhalants or prescription drugs or possessing prescription drugs that have not been prescribed for the employee by a physician

· An employee who violates this policy is subject to corrective action up to and including termination of employment.  Use of some drugs is detectable for several days.  Detection of such drugs or the presence of alcohol will be considered being “under the influence.”  

· Refusal to submit to a drug and/or alcohol screen is grounds for immediate 

termination

· Employees using prescription drugs according to a physician’s instructions or using over-the-counter drugs for medicinal purposes are required to notify their supervisor in the event such drugs would impair their physical, mental, emotional, or other faculties..  

The organization’s substance-abuse program includes several components to support its efforts to remain drug-free, including:
· Drug testing of all applicants considered for employment; 

· Drug testing when a supervisor suspects that an employee is “under the influence” during working hours;
· An Employee Assistance Program (EAP). The Employee Assistance Program (EAP) is a confidential resource designed to assist employees and their eligible dependents in dealing with challenges and problems such as substance abuse.  Employees and/or eligible dependents can reach an EAP representative by dialing (800) 343-3822.

All information relating to drug and/or alcohol screens is to be kept strictly confidential.  The information will be maintained separately from the employee’s personnel file.  These medical files will be kept locked and secured and access will be limited to certain individuals in the organization.  Under no circumstances should the results of a drug and/or alcohol screen be discussed with individuals who do not have a work-related need to know.

If a supervisor suspects that an individual is at work and under the influence of alcohol and/or drugs, the supervisor should notify the Human Resources Manager and/or an officer in the organization to seek authorization to test the employee.  The supervisor will be granted permission to test the employee if sufficient objective symptoms exist to indicate the employee may be under the influence of drugs and/or alcohol.  

While the organization does not condone the abuse of alcohol, prescription drugs, and/or use of illegal drugs, Bluebonnet Trails does recognize that addiction to drugs and/or alcohol can be treated.  If an employee recognizes a personal addiction or abuse problem and seeks assistance from management in advance of detection, the organization will assist the employee in seeking treatment.  The confidential nature of the employee’s counseling and rehabilitation for drug and/or alcohol abuse will be preserved.
XIV.
Reporting Misconduct  

The following are obligations for reporting misconduct:  It is the responsibility of each employee, contract provider, vendor or agent of BTCS to report the suspicion or knowledge of any fraud or abuse (other than client abuse) to the Corporate Compliance Officer (CCO) by way of email, at corporate.compliance@bbtrails.org or by calling the “Hotline” at (512) 244-8232.
· If necessary, the issue may be brought to the attention of the BTCS Executive Director or her designee.

· Reporting violations will remain confidential unless otherwise obliged by professional code of conduct, state or federal law.  Employees, contract providers, vendors and agents of the organization may, however, be required to substantiate any allegations of wrongdoing. 

· Employees, contract providers, vendors and agents of the organization cannot be punished or subjected to reprisal because he/she, in good faith, reports a violation of this Business Code of Conduct.  BTCS has a “zero tolerance policy” with regard to retaliation and it will be adhered to in all such instances.

XV.
Appropriate Workplace Dress

It is the expectation of Bluebonnet Trails Community Services that all employees will be dressed in a manner suitable to the job they are doing, and consistent with the standards of the community where they provide services.  It is each Center Director and their subordinate 
supervisors’ responsibility to determine if their staff is appropriately attired.  Bluebonnet Trails employees will present a professional image in their community while doing the work of the Center.  This may vary from work location to work location.  Professional staff and staff working in offices are to adhere to standard American office dress.  A supervisor may send any employee home to change, if she/he deems the employee’s dress not suitable.


Staff is prohibited from wearing the following clothing or articles of clothing:
Soiled, worn, ragged or holey clothing; tank tops; bare midriff tops; halter tops, strapless tops, clothing that shows undergarments (sheer); men’s sleeveless shirts; gym or workout attire,  spandex tops or pants; bicycle shorts; over-sized clothing or revealing clothing; cut offs; “short shorts” (shorter than finger-tip length); unsafe shoes; T-shirts with alcohol or illegal drug-related logos/slogans; and T-shirts with logos/slogans that demean race, color, national origin, religion, gender, age, disability or sexual orientation.

All employees should practice commonsense rules of neatness, good taste, and comfort.  

Provocative clothing is prohibited.  Bluebonnet Trails reserves the right to determine
appropriate dress at all times and in all circumstances and may send employees home to 
change clothes should it be determined their dress is not appropriate.  Employees will not 
be compensated for this time away from work.

XVI.
Equal Employment Opportunity
Our goal at Bluebonnet Trails is to recruit, hire, and maintain a diverse workforce.  Equal employment opportunity is good business as well as being the law and applies to all areas of employment, including recruitment, selection, hiring, training, transfer, promotion, termination, compensation, and benefits.

As an equal opportunity employer, Bluebonnet Trails does not discriminate in its employment decisions on the basis of race, religion, color, national origin, gender, sexual orientation, age, military status, disability, or on any other basis that would be in violation of any applicable federal, state, or local law.  Furthermore, Bluebonnet Trails will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship, safety, and/or health risk.

XVII.
Conclusion
It is the responsibility of each employee, contract provider, vendor and agent of the organization to maintain the highest standards of business ethics.  This includes taking positive action to prevent or correct any improper or inappropriate acts.  BTCS Board of Trustees and Management are committed to providing avenues through which ethical issues may be raised, reviewed and resolved openly and honestly.
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