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Moreland Hall is an agency of the Uniting Church that has been providing alcohol and drug services for thirty years.
Executive Director’s Message
Those of us who have chosen to work in the community drug treatment services field know that it is often a challenging area of practice. For all of us who have made this commitment it is particularly important to be clear about the values of the agency we are working for, the organisational structure that we are required to work within and the professional obligations that we have to our clients.

The material in this booklet is the result of careful deliberation by the Governance Board and UnitingCare Moreland Hall staff about the principles on which our service is based and reasonable standards which should apply to professional practice. As a community we have struggled with these ethical issues, with many different views being expressed in the process. It is in having this important debate that we have arrived at a shared understanding of the matters addressed in this publication.

I commend it to you as the set of standards, expectations and aspirations on which professional life at UnitingCare Moreland Hall is founded.

JANET FARROW
EXECUTIVE DIRECTOR
VISION, MISSION & VALUES
Vision
To create a just community where all people reach their full potential, in terms of wholeness (spiritual, physical, psychological, and social wellbeing). UnitingCare Moreland Hall will contribute to this by providing a compassionate and caring service.
Mission

The Mission of UnitingCare Moreland Hall is to promote health, well being and quality of life in our community through prevention, education and treatment services that aim to reduce the harm associated with alcohol and other drug use.
Values
· We are committed to a just and fair society. We aim to provide fair, equitable and responsive services to all clients regardless of their cultural, religious, economic or social status.

· We are committed to providing the finest care possible to our clients in an atmosphere of love, compassion, respect and dignity

· We view health as encompassing spiritual, physical, psychological, spiritual and social wellbeing. We see social inequality and poverty detrimentally impacting upon the achievement of health.

· When resources are inadequate to meet the needs of our clients and our community we are committed to advocating on their behalf to address inequalities.

· We are committed to developing relationships based on co-operation, mutual respect, understanding and trust. We are responsive, open and fair in our dealings with others. We respect different cultural and spiritual values.

· We are committed to ensuring that our words and actions are consistent with our values, by stating our position clearly and putting our clients' interests first.

· We are committed to being an empathic, inclusive and welcoming community.

Our values are based on Christian principles and the ethos of the Uniting Church in Australia. They reflect our concern for the whole person and our desire to assist people to reach their potential wholeness. They are derived from the life and work of Jesus the Christ who reached out in compassion to those in need. They inspire us to be an organisation that is compassionate in its caring and just in all its dealings.
AGENCY STRUCTURE
Structure
· The UnitingCare Moreland Hall Board of Governance is responsible for the governance of UnitingCare Moreland Hall, including strategic planning, policy development, compliance and management oversight.  Board members represent the interests of the Uniting Church both constitutional and ethical. The Board of Governance develops and monitors Board-level policies which provide direction and boundaries for both its own and the Executive Director's functions.  

· The Executive Director is responsible to the UnitingCare Moreland Hall Board of Governance for the day-to day operation of the service.  This includes ultimate responsibility for management of all staff, monitoring of program operation and performance, and implementing policy and strategies as directed by the Board.

· The Program Managers are responsible to the Executive Director for the day-to-day operation of the individual program areas.  This includes management of staff within the program, monitoring of the program operation and performance, and contributing to the overall development of the agency.

· The Staff are responsible to the Program Managers for the operation of the program through undertaking their assigned work roles.

Management Team

The UnitingCare Moreland Hall management team is made up of the Executive Director, the Program Managers, and other UnitingCare Moreland Hall staff included at the Executive Director's discretion. The team meets monthly at least and is responsible with the Executive Director for:

· Implement, support and develop  policy, service planning and development
· oversight of  budget formulation and financial monitoring
· addressing operational problems
· addressing any issues of concern within the agency (eg staff management issues)   and
· assisting individual program areas with any issues.
Staff Feedback and Input
Staff at all levels are encouraged to take an active role in the overall functioning and development of the agency.  This can take place through the following mechanisms:

· Program Managers will regularly consult with staff in their areas through both formal (eg regular staff meetings, supervision) and informal means to encourage smooth operation of the program and program development initiatives and 

· UnitingCare Moreland Hall will conduct planning days or similar activities from time to time, with either specific program areas or the agency as a whole to canvass ideas for future development/consolidation and to receive staff input.

Raising Issues Responsibly

In the day-to-day operation of the agency, staff are responsible to their immediate line managers, ie their Program Managers.  In the first instance, staff should normally take up any problems, issues, suggestions etc that require action with their immediate line managers.  Where the issue cannot be resolved at this level or a staff member has good reason to believe he or she should raise it at a higher level, or it is a matter that requires further discussion, the matter should be taken up with the Executive Director.  
CODE OF ETHICS
This code of ethics expresses many principles of practice and procedures which have been operating in recent years at UnitingCare Moreland Hall. This documentation makes explicit the organisational ethics by which management and staff of UnitingCare Moreland Hall are expected to practice. The code covers the following areas.

1. Duty as a member of Staff of UnitingCare Moreland Hall

2. Provision of the Best possible Service to Clients

3. Relationship with Clients

4. Confidentiality and Disclosure of Information

5. Relationships with Other Staff

6. Contributing to the improvement of Service Delivery

The code is designed to provide guidance to staff in their conduct with clients and other parties during the course of their employment at UnitingCare Moreland Hall.

If a member of staff is simultaneously bound by another code of ethics, for example of a professional association, then the higher standard of conduct should apply. That is, the standard set by one code may not be used to justify substandard behaviour according to the other. 

Failure to observe this code may result in disciplinary action, including termination of employment.

General Statement

UnitingCare Moreland Hall seeks to create a working environment that:

· Promotes effective team work and communication;

· Has efficient, transparent, accountable and quality services;

· Maintains adequate and acceptable working conditions;

· provides access to professional supervision for all staff;

· encourages ongoing training and professional development.   

Duty as a Member of Staff of UnitingCare Moreland Hall

In accepting a position as a member of UnitingCare Moreland Hall staff or management, each person is committing to implementing the mission of our organisation and carrying out their duties according to our principles, policies and procedures and organisational code of ethics

This specifically means that management and staff:

· demonstrate a commitment to respect, dignity and courtesy as the basis of all relationships at UnitingCare Moreland Hall; and

· should not engage in illegal behaviour or behaviour which reflects badly upon them or UnitingCare Moreland Hall in the course of performing their duties.
The Law

Management and Staff should comply with the law in all operations of the organisation.

Specifically:

· staff have a duty to familiarise themselves with and observe the law insofar as it affects their work with UnitingCare Moreland Hall clients;

· staff should be aware of their Duty of Care to other staff, clients, other organisations and the community in general;

· where staff have doubt as to any duty, in particular to inform or warn, they should immediately consult the manager of their program or the Executive Director.

UnitingCare Moreland Hall undertakes to provide staff with relevant information from time to time to assist them to fulfil these duties.

Criminal record checks

All prospective staff applying for positions on clinical programs, or with managerial responsibilities, are required to undergo criminal record checks prior to employment with UnitingCare Moreland Hall . The results of Police checks are confidential and are held on the staff member's personnel file, which is accessible only to the Executive Director, authorised staff and the staff member in question, unless otherwise agreed by the staff member in question. UnitingCare Moreland Hall  should not discriminate against prospective staff on the basis of their police record, unless the convictions directly relate to the capacity of the individual to undertake the inherent requirements of the job in question in a safe and healthy manner. For further information on the handling of information obtained by UnitingCare Moreland Hall through criminal record checks, refer to the Criminal Record Checks policy.

Discrimination, harassment and bullying

Australian law prohibits discrimination on the following grounds: sex, race, age, breast feeding, religion, political opinion, industrial activity, nationality, disability, physical features, gender identity, sexuality, marital status, pregnancy, social background, carer status, or being associated with anyone who has one of these characteristics. These Laws are subject to change at both state and federal levels.

Prohibited discrimination, harassment, and bullying will not be tolerated in any area of UnitingCare Moreland Hall and will be dealt with as misconduct.

Where staff feel that they or clients are subject to discrimination, sexual or other harassment in the workplace they should, as soon as possible, inform the relevant line manager. 
Provision of the Best Possible Service to Clients

UnitingCare Moreland Hall has a commitment to deliver the best possible services to all clients. This best possible service is one in which staff:

· develop and maintain professional relationships with all known prospective, current and past clients;

· recognise the right of self determination ‑ the right of all people to make their own decisions;

· deliver services to all clients without discrimination prohibited by law, and regardless of their illness, medical status, criminal record or offending behaviour;

· endeavour to meet the needs of the client to enable the client to live in the community minimising the potential for relapse or risky behaviour.

To enable delivery of the best possible services, staff should:

· work as member of a team and willingly share information about clients through the various agreed processes of UnitingCare Moreland Hall;

· recognise that no staff member has an exclusive interest in a client over any other member of staff;

· acknowledge that the best interests of the client may be served by referring the client to another member of staff, an outside person, another organisation, or to exclude the person from UnitingCare Moreland Hall;

· deal with differences with other staff about client interests by airing grievances and discussing problems in a professional manner.

Conflicts of interest

While staff should always act in the best interests of the client, within the bounds of the law, there will be instances where conflict occurs. Conflicts of interests for staff may include:

· clients expressing wants which staff consider are not in their best interest;

· clients engaging in risky or offending behaviour which will bring other clients or staff into contact with authorities;

· client behaviour resulting in staff being unable to work with the client;

· a staff member observing inappropriate behaviour of another staff member, or recognising that services being provided are inappropriate; and

· where there are competing interests between clients.

In each of these and other areas of conflict of interest, staff should, as soon as possible, discuss the matter with the manager of their program and develop strategies to address them.

The following rules of conduct always apply:

· If a member of staff feels that a client is acting against his or her best interest, staff should inform the client of that opinion and of the likely consequences;

· If serious offending behaviour has occurred, staff should at no time endeavour to hide the behaviour or any evidence of it;

· If staff believe there may be a serious risk of a client carrying out a threat against another person, and staff are unable to resolve the situation and the issue has become urgent, staff should follow emergency procedures appropriate to their program.

Relationship with Clients

Central to the effective delivery of services to clients is the relationship which staff have with the clients of UnitingCare Moreland Hall.

It is by this relationship that both clients and other agencies judge us. The particular nature of the client group means that the staff-client relationship needs to be scrupulously professional and appropriate. Staff should also maintain an appropriate relationship with former clients.

Clients who use our services have a right to expect that staff will engage in participative, transparent and empowering processes that enable clients to achieve their potential and achieve personal goals. 

Specifically, this means:

· In all work‑related situations, staff should conduct themselves as mature, positive, and appropriate role models for clients;

· At all times staff should maintain a professional and respectful relationship with all known prospective, current and past clients. They should deliver services to the best of their ability without discrimination prohibited by law, and regardless of their illness, medical status, criminal record or offending behaviour; 

· Staff should not make or accept or maintain any sexual or intimate contact or relationship with any prospective, current or past clients. A past client is a client who has ceased to use the agencies services less than two years previously;

· Where staff make a significant contact with a past client, details of this contact should be passed on to the relevant program manager as soon as possible. Where staff believe that circumstances are such that the rule regarding sexual contact, insofar as it relates to a past client, should be waived they should directly contact the Executive Director to seek a waiver or variation of this rule in that particular case. This should be done within one week of any circumstances occurring;

· Physical contact by staff with clients should at all times be guided by the professional nature of the relationship between staff and client. Staff should use non-violent strategies to minimise potentially violent incidents. Physical force is only to be used in extreme circumstances where there is actual or imminent danger to staff or another person. At all times the absolute minimum force required to restrain and calm the person should be used on the grounds that assault is a criminal offence and is reportable to the police;

· Staff may neither give nor receive remuneration from clients. They should not, without the prior written permission of the Executive Director, enter into any contractual or other relationship with a client from which they will personally benefit, either financially or in any other way. 

Confidentiality and Disclosure of Information

The right of clients to privacy shall be respected by staff and UnitingCare Moreland Hall procedures. Staff should observe any legal requirements regarding disclosure.

In order for staff to work effectively with clients within the organisation of UnitingCare Moreland Hall and so that programs continue to remain effective, information provided by clients will need to be shared between staff and recorded in the clinical file.

Disclosure to other persons and agencies

Specifically, this means:

· As soon as possible after clients have entered UnitingCare Moreland Hall they should be informed that, whilst information does not leave UnitingCare Moreland Hall without their permission, there is a flow of information between staff members; 

· All relevant communications to staff from prospective, current and past clients should be recorded or passed on in accordance with individual program requirements;

· Information disclosed by clients to staff is confidential and should not be disclosed outside UnitingCare Moreland Hall without permission from clients. The permission will be requested when information is required for purposes of treatment, management or referral.

However, in the following situations staff may be required to disclose information about a client:

· if a staff member is subpoenaed to court, or a client's file is subpoenaed to court;

· if assisting police with investigations;

· if a staff member is required to report to the Department of Human Services pursuant to the laws of the State of Victoria; and

· When staff believe that it is necessary to break confidentiality due to clear and imminent danger to a client or third party.

Disclosure to Police and Courts

Staff should be aware that there is no professional privilege in the communications between staff and clients, and in the files and other documents created and held by UnitingCare Moreland Hall,

This means that staff should disclose information to courts when they are giving evidence, and that files and documents can be the subject of a search warrant or subpoena and should be handed over to the authorities. When giving evidence staff should be truthful and frank.

Much work has gone into developing a good working relationship between UnitingCare Moreland Hall and the local police. As a consequence the police will not normally seek to charge clients with drug related offences whilst they are on UnitingCare Moreland Hall's premises. However, from time to time the police do require information in relation to serious non‑drug related offences. Wherever possible the police will be directed to the appropriate program manager. Staff are required to treat members of the police force with courtesy and respect at all times.

Relationships with Other Staff

UnitingCare Moreland Hall is committed to a workplace free of discrimination, harassment or bullying where all employees demonstrate respect for one another. Unlawful discrimination or harassment and bullying will not be tolerated and will be dealt with as misconduct.

Staff are encouraged and expected:

· to maintain a safe, friendly, and positive relationship with other staff;

· conduct their work in a way which assists other staff to carry out their duties to the best of their abilities and assists staff to feel safe and secure;

· readily and frankly share their knowledge and experience which relates to the programs within which they work, and

· inform the relevant line manager as soon as possible when they feel that they are subject to discrimination, sexual or other harassment in the workplace.

UnitingCare Moreland Hall undertakes to sensitively, speedily, and effectively deal with such complaints.

Contributing to the Improvement of Service Delivery

Staff should at all times have a commitment to the continuous improvement of the services to clients.

Specifically, this includes:

· taking part in, and contributing to processes both outside and within UnitingCare Moreland Hall which are aimed at improving standards of service delivery, client wellbeing, and the efficient operation of the agency;

· taking part in and accepting formal supervision (both individual or group) of work practices. Formal supervision requires realistic assessment of the worker's own strengths, limitations, and possible biases and remaining open to suggestion and constructive criticism;

· sharing knowledge and experience with colleagues to continually improve the service; and

· encouraging respect for the diversity of cultures which constitute Australian society.

· engaging in programs of education and training to ensure professional skills and knowledge are kept up to date.
Obligations of Staff Charter
The UnitingCare Moreland Hall Obligations of Staff Charter contains specific directions and guidelines for all staff in their conduct while employed in the agency.  Included in the Obligations of Staff Charter are key areas such as staff relationships with clients, conflicts of interest, confidentiality, and disclosure. 

All staff should read and be willing to comply with the Obligations of Staff Charter as a condition of  employment, with UnitingCare Moreland Hall.  A copy of the Obligations of Staff Charter will be provided with each offer of employment.

Staff should also be aware that from time to time changes may be made to the Obligations of Staff Charter, and continued compliance with the Charter will be an ongoing requirement of employment with UnitingCare Moreland Hall.  If changes are made to the Obligations of Staff Charter, staff will be consulted on the changes, and each individual staff member will be provided with a copy of the revised document.

Any breach of the Obligations of Staff Charter will be viewed as a most serious matter, and will be promptly investigated.  Depending on the circumstances, a breach of the Obligations of Staff Charter may be viewed as misconduct for the purposes of formal warning, or as serious misconduct which may lead to termination of employment or other disciplinary action.

Trust and Fair Treatment

Clients should expect that the trust they place in UnitingCare Moreland Hall staff members will not be abused.  All UnitingCare Moreland Hall staff members should:

· treat clients fairly, recognising their ethnic, cultural, religious or political beliefs, and their personal life circumstances; 

· treat clients in a way that preserves their dignity and independence

· explain the limits of confidentiality that apply to the professional relationship

· refrain from coercion, harassment, exploitation or influence of clients.

Information and Communication

All clients should always be given the information they need to make a decision.  All UnitingCare Moreland Hall staff members should:

· explain to clients the therapeutic framework and treatment methods at the beginning of treatment and when treatment changes

· inform clients of available options, risks, benefits and costs of treatment to ensure clients make an informed choice about services being offered 

· inform clients that they may cease treatment at any time

· request permission before involving clients in teaching or research

· check that clients understand what is being said to them.

Sexual Impropriety

UnitingCare Moreland Hall staff members should not engage in any sexual activity with clients - whether or not they initiate it.  UnitingCare Moreland Hall staff members should not:

· initiate any form of sexual conduct with any client in their presence

· reciprocate any form of sexual conduct with a client

· detail their own sexual problems, desires, practices, preferences or fantasies to a client

· make sexually suggestive comments or innuendoes to a client.
Professional and Clinical Supervision
Professional Supervision

· All UnitingCare Moreland Hall staff should be given the opportunity for, and are expected to take part in, professional supervision within the agency.  Professional supervision consists of a specific time set aside to focus on a staff member's current work role, and the needs, issues and support requirements arising from that work role.  The purpose of professional supervision is to allow the staff member to raise and resolve problems and to identify support and developmental needs, and any administrative or operational requirements, on an informal and regular basis, in addition to the more formal performance review and feedback process (see Performance Management above).

· It is the responsibility of Program Managers to ensure that all staff within their areas receive professional supervision appropriate to their individual levels and needs.  It will normally be the Program Manager who provides professional supervision for his or her staff.

· Should a staff member or Program Manager require (or they agree) that another supervisor be made available for that staff member (because of conflict, need for particular expertise or experience, or other reason), the recommendation is to be made to the Executive Director by one or both of them, preferably with a recommended alternative supervisor.  The Executive Director will approve this arrangement for a fixed period of time, after which normal supervision by the Program Manager should resume.

· Professional supervision may take place individually or in groups, and may take whatever form is appropriate to the work area, the needs of the staff member or staff members, and the available time and preferences of all parties.
Clinical Supervision

· Clinical supervision is a requirement for all clinical staff at UnitingCare Moreland Hall.  It is the responsibility of Program Managers to facilitate group supervision for each program area.  Additional clinical supervision sessions may be arranged for individual staff with particular needs.

· The Program Manager may enlist the services of UnitingCare Moreland Hall senior clinicians or professionals from other services to co-facilitate supervision sessions where those professionals can contribute specialist skills and knowledge. 

· Clinical supervision will normally occur in weekly sessions of one hour each for full time staff, but may be organised in fortnightly two-hour sessions.

· Where a new graduate has particular supervision requirements (eg to attain registration), the arrangements for this are primarily the responsibility of that staff member.  UnitingCare Moreland Hall may agree to contribute to the cost of such supervision as a special condition in that staff member's contract of employment.
Professional Development
UnitingCare Moreland Hall encourages staff to take part in professional development activities that should contribute to their overall skill levels, assist them to achieve the performance standards of their current positions, and assist them to progress to other tasks, goals and positions (inside and outside UnitingCare Moreland Hall) which they and their Program Managers believe are realistic and achievable. 

Program Managers have the primary responsibility for organising and accessing appropriate professional development activities to meet the key agency-related identified needs of staff within their program areas.  

Staff have the primary responsibility for ensuring their own development needs are identified and are met, by actively taking part in the programs organised within the agency, and by seeking external development activities where necessary.  

Staff should be supported (in terms of time and/or funding) to take part in appropriate and agreed professional development activities external to the agency, where resources allow for this. 

Identified development needs can be addressed in many different ways.  The staff member and Program Manager should discuss the most appropriate ways to meet the particular needs of the staff member, and should seek external assistance where necessary.  Some of the ways development needs can be addressed are:

· structured work experience:  the arrangement of suitable tasks to enable the staff member to learn and practise skills on the job
· coaching on a special project:  a more experienced person provides guidance and coaching through the stages of a project
· open learning / self study:  reading or other study at the staff member's own pace, from a suitable learning package
· task / job rotation:  the staff member performs different tasks or activities outside his or her current area of work
· discussion with an 'expert':  the staff member spends time discussing particular issues with an expert to gain from that person's experience
· working with an identified mentor:  the staff member learns by observation and guidance;  the mentor assists the staff member by briefing him / her on what issues to look for and how to gain the most learning from the experience
· Exchange programs with other relevant agencies: The staff member is placed with another agency to enhance professional development and knowledge
· formal study:  participation in external study in an appropriate program or course;  NB this is most effective as a long term strategy, related perhaps to future roles within the agency;  (see study leave provisions below)
· using resources:  including books, video's, other reading material, self paced learning tools etc., and discussing these with other staff and/or managers
· training programs: these can be external or internal, individual or program- or agency-wide;  NB for these to be successful ways to develop skills, they should be carefully selected to meet well identified objectives, and there should be adequate preparation and post-training follow up.

UnitingCare Moreland Hall management may identify special agency-wide, or program-wide development needs which are to be met through agency-wide or program-wide development programs.  All involved staff will be expected to participate in such programs and to actively pursue the successful achievement of the developmental objectives.

Procedures

Program Managers shall work out annual programs of key professional development activities for their program areas.  These programs should be based on Program Managers' knowledge of program issues needing to be addressed, and the specific needs of their staff, identified through ongoing supervision and performance management processes.  

Program Managers are then responsible for developing or accessing appropriate developmental activities, and for implementing their programs. 

Where a staff member identifies an external professional development activity such as a conference, workshop etc relevant to his or her field of work, the staff member should request assistance from his or her Program Manager.  Assistance from UnitingCare Moreland Hall may include time off work to attend, payment or part payment of registration fees, or payment of other associated costs such as accommodation.  Assistance may be available particularly where the staff member is actually presenting at a conference on an area related to his or her UnitingCare Moreland Hall work. 

Study Leave

UnitingCare Moreland Hall encourages and will support where possible, staff taking part in formal study related to their work.  

As with conference etc. attendance, formal study may be supported with time off,  and/or full or part payment of fees, and/or financial assistance with other expenses, provided;

· funding is available; 
· the proposed course of study is aimed at developing or furthering skills which are relevant to UnitingCare Moreland Hall; and

· the staff member's time commitment to the course of study does not unduly disrupt or compromise the work of the program area.

A staff member wishing to undertake a course of formal study should discuss this with his or her Program Manager as early as possible, and preferably prior to enrolment.  The Program Manager should then obtain approval from the Executive Director for the kind and level of support to be provided to the staff member.   This should be documented, with a copy retained on the agency's official HR records file, and a copy provided to the staff member.

Assistance will be provided on a year or semester basis, depending on the organisation of the course, and continuation of assistance will be dependent on the staff member successfully completing the previous year or semester.






