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	1.0 – Policy Summary
Each ADVR employee has a responsibility to conduct themselves in an ethical manner in compliance with State statutes and professional regulations in the implementation of the public rehabilitation program.

A summary of the legal requirements for ethical behavior of ADVR employees follows:
1. Employees may not use their position for personal gain.

2. Employees may not intentionally give unwarranted benefit or treatment to any person.

3. Employees may not use their official positions to secure employment or contracts.

4. Employees may not accept or solicit pay from anyone other than the State for performance of official duties, or take or withhold official action on a matter in which they have a personal or financial interest.

5. Employees are prohibited from using State time, equipment, property or facilities for their own personal or financial benefit.

6. A supervisor may not coerce subordinates for his/her personal or financial benefit or require an employee to perform services for the private benefit of the supervisor.

7. Employees may not solicit or accept gifts that benefit their own personal or financial interests.

8. Employees or members of their immediate family will not receive VR services or be made eligible for VR services in the home office of the employee.

9. Employees may not work for a person, business or organization other than the Alaska Department of Labor and Workforce Development if that work is incompatible or in conflict with the proper discharge of their official duties.

10. Employees may not take part in a political campaign while in official work status during official work hours.
11. Employees will not use confidential records for personal reasons.
12. All VR counselors and field staff will adhere to the Code of Professional Ethics for Rehabilitation Counselors as accepted by the Commission on Rehabilitation Counselor Certification (CRCC).
13. All case service records for employees or an employee’s immediate family members will be kept under the control of the Chief of Rehabilitation Services.  

14. All case service information is to be used strictly for the purpose of the individual’s rehabilitation and shall be accessed only by those ADVR employees involved in the individual’s rehabilitation.


2.0 – Definitions
Immediate family member:  A spouse, a person cohabitating in a conjugal relationship that is not a legal marriage, a child including a stepchild or an adoptive child, a parent, sibling, grandchild, grandparent, cousin, aunt or uncle of either the employee or the employee’s spouse. 
3.0 – Procedures
All ADVR employees must adhere to the Alaska Executive Branch Ethics Act (AS 39.52).  The Ethics Act is very comprehensive and is summarized in the above policy.   This summary is not to be construed as a replacement for the details of the Ethics Act.

Vocational rehabilitation field staff are further held to the Code of Professional Ethics for Rehabilitation Counselors which speaks to the professional relationship and obligations VR counselors have with individuals receiving VR services.  

The basic objective of the Ethics Act and the Code is to promote public welfare and trust by specifying ethical behavior expected of public employees and VR counselors.  Each ADVR employee must accept the responsibility for ensuring the principles of honesty, objectivity, confidentiality and integrity are incorporated into the operation of the Alaska VR program.  These principles plus good judgment and personal integrity, should be integrated into all ADVR employees’ daily job performance.

Employees who violate the Ethics Act or VR counselors who violate the Code are subject to disciplinary action.  Disciplinary penalties are imposed as warranted by the severity of the offense and its attendant circumstances.  All disciplinary actions are undertaken in accordance with published procedures and penalties within the framework of due process and equal protection under the law.
3.1 – Outside employment (AS.39.52.170)
An employee must report outside employment or service for which they are paid to their immediate supervisor.  Volunteer service must be disclosed only if it is a potential conflict with Departmental duties or if the employee receives any compensation including travel or meals, although the state encourages disclosure of all volunteer activities.  Changes in paid or unpaid outside employment or services must be reported as they occur.   Use the ethics disclosure form identified below for this purpose.

3.2 – Gifts (AS 39.52.130)
Employees may not solicit or accept gifts that benefit their own personal or financial interests if it can be reasonably inferred that the gift is intended to influence the employee’s official action or judgment.  Gifts include money, items of value, services, loans, travel, entertainment, hospitality and employment.

ADVR employees may not accept “tips” or other gifts of any value from individuals served by ADVR in return for performing their official duties.  If an employee receives a gift with a value in excess of fifty dollars, the employee must report the gift to his/her supervisor within 30 days of receipt.

3.3 – Non-professional relationships (CRCC Code)
VR counselors will be aware of their influential positions with respect to individuals receiving VR services, and will avoid exploiting the trust and dependency of these individuals.  
VR counselors will make every effort to avoid non-professional relationships with individuals served by ADVR that could impair professional judgment or increase the risk of harm to individuals.  Examples of such relationships include, but are not limited to, familial, social, financial, business or close personal relationships.

When a non-professional relationship cannot be avoided, VR field staff will take appropriate professional precautions such as informed consent, consultation, supervision, and documentation to ensure that judgment is not impaired and no exploitation occurs.  If any field service staff has a non-professional relationship with an individual receiving VR services, the relationship must be disclosed to the employee’s immediate supervisor.
4.0 – Exceptions

Any exception to policy must be approved by the Chief of Rehabilitation Services or his/her designee.
5.0 – FAQs
1. Question:  I have the same outside job year after year.  I have filled out the ethics disclosure form about outside employment.  Do I have to fill it out every year?

Answer: Yes

2. Question:  I have an individual who is opening his own mechanics shop and wants to work on my car.  Is this OK?

Answer:  You may patronize an individual’s business after the case has been closed and pay for the service at the rate anyone else would be charged. A reasonable exception might be a situation where an individual has opened a business such as a sandwich shop.  Buying a $5.00 sandwich prior to case closure would be acceptable.  Not only would you be showing support for the individual’s business endeavor, but you would also be checking out the viability of the business.

3. Question: The individual is self-employed baking cakes and brings one into the office in appreciation for what VR has done to help set up the business.  What should I do?

Answer:  Keep the cake and share it with the others in the office.   

4. Question:  Is it ethical for a counselor to provide services to multiple members of a family at the same time?

Answer: It is ethical for a counselor to have open cases on multiple family members, but experience shows that this situation often creates problems for the counselor.  If at all possible, split the family between counselors.  This may not always be possible in small offices.
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