COUNTY BOARD OF HEALTH
POLICY # HR-03601
STANDARDS OF CONDUCT AND PROFESSIONAL APPEARANCE
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PURPOSE

This policy governs the day to day conduct of all employees of the County Board of Health
(CBOH), as well as those who work for attached agencies with offices located inside
CBOH.

AUTHORITY — The County Board of Health (CBOH) Standards of Conduct and Dress
Code Policy is published under the authority of CBOH.

SCOPE

This policy applies to CBOH employees when inside the office, and when outside the office
conducting business. The CBOH generally is not concerned as an employer with the
conduct of employees while out of the office and off duty. However, off-duty conduct
becomes a legitimate concern when it causes actual disruption to board operations, or if it
constitutes behavior that is unethical or criminal or discredits the CBOH. In those cases,
off-duty conduct may result in appropriate disciplinary action or termination from
employment.

POLICY
4.1 ACCOUNTABILITY

411 In order for CBOH to operate efficiently, its employees must maintain a
professional appearance and act in a professional manner, and must
show respect at all times to fellow employees and members of the
public.

4.1.2 It is not possible to provide written guidelines that cover every possible
aspect of proper employee conduct. However, in general, any conduct
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that disrupts the CBOH workplace, or interferes with the relationships of
its employees and partners in public health, may result in disciplinary
action or termination of employment.

41.3 All employees are required to sign a CBOH Standards of Conduct
Agreement upon employment.

5.0 DEFINITIONS

5.1 CBOH - County Board of Health

5.2 HR - Human Resources

53 DHD - District Health Director

6.0 RESPONSIBILITIES

It is the responsibility of each County Board of Health employee to read and adhere to the
policy and procedures provided herein.

7.0 PROCEDURES

71 CONDUCT AT THE OFFICE

711 Employees must conduct themselves in a respectful and courteous
manner at all times toward fellow employees, vendors, other public
employees, and members of the public. Prohibited activities include, but
are not limited to:

71141

7.1.1.2

7113

7114

Threatening, abusive, loud, or profane language, whether
spoken or in writing;

Fighting or physical contact intended to harm or intimidate;
Sexual innuendo, uninvited touching of another employee
(e.g., kissing, hugging, massaging, sitting on laps), or display

of sexual images outside a clinical professional context;

Racial or ethnic jokes and slurs, obscenities, and other
expressions of an offensive nature.
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7.1.2

71.3

714

71.5

7.1.6

71.7

Intimate relationships between co-workers are prohibited when the
relationship has a demonstrated negative effect on the performance of
either co-worker or the effective, efficient functioning of the work unit.

Employees generally shall not engage in personal or business activities
other than official business during working hours. Employees may send
and receive personal telephone calls and email during work hours, so
long as the time spent is minimal and does not interfere with the work
activities of the employee or the work unit.

Employees shall not take pictures of other employees without the
subject’s permission. If a picture is taken, the employee must delete the
picture if requested to do so by the subject.

Employees shall not make any audio or video recordings of other
employees, unless the recording is work related and specifically approved
by the supervisor of the organizational unit.

7.1.5.1  Supervisors may record conversations or meetings if there is a
specific work-related reason for doing so.

7.1.5.2 HR may record conversations when necessary and appropriate
during investigations.

Employees shall not falsify any records or any other documents prepared
during business (e.g., time cards, sign-in/out sheets, case management,
patient, client or customer records), nor shall employees destroy any
records, emails, or documents except in the ordinary course of business
and in accordance with the CBOH’s document retention policy.

Employees are prohibited from carrying a handgun, firearm, or dangerous
weapon of any kind onto CBOH facilities, whether or not the person is
licensed or permitted to carry the weapon.

7.1.71 An exception will be made for employees who carry
mace/pepper spray for personal protection while coming to and
going from work. Employees may bring mace/pepper spray to
the worksite and the mace/pepper spray must remain in a
storage area (briefcase, handbag, etc.) while the employee is
inside CBOH facilities.

7.1.7.2 Possession of a weapon with the exception of mace/pepper
spray inside CBOH facilities will result in disciplinary action up
to and including dismissal.
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71.8

71.9

7.1.10

7111

7.1.12

7.1.7.3 Tosafeguard the property of the organization, and the property
and safety of its employees and visitors, CBOH reserves the
right to question employees and all other persons entering and
leaving the premises and to inspect any packages, parcels,
purses, handbags, briefcases, lunchboxes, or any other
possessions, belonging, or articles carried to and from CBOH
facilities.

7.1.7.4 In addition, CBOH reserves the right to search at its discretion
any employee’s office, furniture, desk, drawers, files, locker, or
any other area or article in CBOH facilities.

Employees shall not possess or consume alcohol or illegal drugs in the
office, during work hours, or while conducting CBOH business outside of
the office. Reporting to work or being on duty under the influence of
illegal drugs or alcohol is prohibited and will constitute grounds for
disciplinary action, up to and including termination of employment.

To minimize interference with normal operations and to avoid potential
hazards and liability for the CBOH, visitors (e.g., children, other relatives,
friends or acquaintances of employees) in the work place during work
hours are discouraged. Work units may establish specific prohibitions in
accordance with work-related needs.

Offices, work stations, and office furniture are CBOH and/or State
property and are reserved for work-related activities. Employees may
have personal items in the office or workstation, if suitable for the work
area and reasonable. Examples include family photographs; certificates,
diplomas; and small, discreet, decorative or inspirational items intended
for the comfort and enjoyment of the employee. Such items must not be
offensive or inflammatory, or otherwise inconsistent with the CBOH's
work setting. Employees may be required to remove items determined to
be inappropriate from work areas at any time.

Employees are prohibited from receiving personal mail or deliveries at
CBOH. CBOH employees are reminded that all emails and attachments
sent or received on a CBOH or state computer are subject to disclosure
under the Open Records Act.

All CBOH employees shall cooperate as requested with any type of
investigation regarding alleged misconduct or criminal offenses.
Employees shall be available for interviews as requested, truthfully
answer questions related to the performance of their duties and CBOH
business, produce documents, and submit to polygraph examination, as
requested.
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7.2

7.3

7.4

7.5

7.6

7.1.13 CBOH employees shall not lie or conceal material facts in connection
with their official duties or CBOH business.

CONDUCT OUTSIDE THE OFFICE
7.2.1 Conduct while outside the office on CBOH business.

CBOH employees, who are traveling on business, or attending meetings
or conferences outside the office, are subject at all times to the same
standards of conduct that apply inside the office. Employees must be
mindful that they will be viewed as representatives of the CBOH while
acting on business outside the office, and act in a respectful and
courteous manner.

ARRESTS OR CONVICTIONS

Employees are required to notify both their immediate supervisor and HR of any
arrest or criminal convictions within five calendar days of arrest or conviction. A
determination of appropriate action will be made on a case by case basis. This
paragraph does not apply to routine traffic offenses for which the only penalty
authorized by law is a fine.

CARE AND USE OF CBOH and/or STATE PROPERTY

Employees are responsible for the care and maintenance of any property used or
entrusted to them. Negligent treatment, damage, or destruction of property is
prohibited. An employee may not take or use CBOH and/or State property for
personal use except as expressly permitted elsewhere in this or other policies.

REPRESENTING THE COUNTY BOARD OF HEALTH

7.5.1 CBOH employees shall never misrepresent the nature or extent of their
authority, to other employees or to persons outside the CBOH.

7.5.2 When discussing matters pertaining to public health with persons outside
of the CBOH, employees should assume that they will be perceived as
representatives of the CBOH and conduct themselves in a respectful and
courteous manner.

7.5.3 CBOH employees are not allowed to commit the CBOH to any financial
commitment, including agreements and contracts, unless they have
authorization. Unauthorized commitments could result in disciplinary
action up to and including termination from employment.

PROFESSIONAL APPEARANCE
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1.7

7.8

7.9

7.6.1  ltis the policy of the CBOH that employees shall present a professional
appearance and maintain the highest level of personal grooming and
hygiene. Employees shall refrain from wearing clothing that detracts from
the CBOH'’s mission and public image, regardless of work setting. In
general, employees shall dress in a manner that is typically acceptable in
conservative business environments when having contact with the pubilic,
while working in the office, and when conducting CBOH business outside
of the office.

7.6.2 An employee, who fails to maintain a professional appearance, may be
subject to disciplinary action up to and including termination of
employment.

POLITICAL ACTIVITIES

CBOH employees have the constitutional right to participate in the political
process when off-duty and outside of work hours. However, under no
circumstances may a CBOH employee engage in political advocacy when
performing CBOH business or during work hours. CBOH and/or State-owned
computers, telephones, or assets shall not be used in connection with activities on
behalf of political candidates or parties. Employees shall not solicit money or
support for political parties or candidates, nor shall they display political buttons,
stickers, posters, or literature, when performing CBOH business or during work
hours. In any discussion of the CBOH or its mission, whether on-duty or off-duty,
the employee should not state or imply that the CBOH has any partisan political
leaning or affiliation.

SOLICITATION ACTIVITIES AND ACCESS

There shall be no solicitation on premises owned, leased or occupied by the
CBOH, either by CBOH employees or by third parties, without the required prior
approvals.

REPORTING RESPONSIBILITIES

7.9.1  An employee who has information which indicates- a possible criminal
offense against the CBOH, by an employee of the CBOH or any other
individual working on behalf of the CBOH, shall immediately report such
information to HR and/or DHD. Examples of such offenses include, but
are not limited to, bribery, fraud, perjury, conflict of interest, misuse of
funds, equipment, or facilities, and other conduct by a government officer
or employee, grantee, contractor or other person which is prohibited by
title 16 of the Georgia Code.

7.9.2 An employee who has information which indicates- a possible criminal
offense against the State of Georgia, by an employee of the Board or any
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other individual working on behalf of the Board, shall immediately report
such information to DPH Inspector General. Examples of such offenses
include, but are not limited to, bribery, fraud, perjury, conflict of interest,
misuse of funds, equipment, or facilities, and other conduct by a
government officer or employee, grantee, contractor or other person
which is prohibited by title 16 of the Georgia Code.

7.9.3 Responsibility for reporting possible misconduct:

7.9.3.1

7.9.3.2

8.0 REVISION HISTORY

An employee who has information which indicates the
existence of an activity constituting (a) a possible violation of a
rule or regulation of the CBOH; or (b) mismanagement, waste
of funds, or abuse of authority; or (c) a substantial and specific
danger to the public health and safety, shall immediately report
such information to his or her supervisor, any management
official of the CBOH, or directly to the HR and/or the DHD.

Any supervisor or management official, who fails to report
known or suspected misconduct immediately upon receiving
knowledge of such, will be subject to disciplinary action. The
supervisor must report misconduct even though he or she may
believe that disciplinary action is not warranted based upon
circumstances of the case.

REVISION # REVISION DATE REVISION COMMENTS

0 April 14, 2014 Initial Issue

November 12, 2015 | Annual Review

September 11, 2018 | Annual Review

1 April 28, 2020 Revision 7.1.2,7.1.6.2,7.1.8,7.1.8.1,7.1.8.2,7.1.8.3,

7.1.8.4,7.1.13, 7.1.14, and Related Forms

9.0 RELATED FORMS

None




