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I.
Introduction

The Children and Family Services Bureau operates according to Federal and State Law, as well as State and County Regulation and Policy. It is expected that employees of the CFS Program hold the highest ethical standard possible in performing their duties as public servants ensuring that all those that are served are done so with integrity, with impartiality, and free from any form of coercion. 

The Federal, State and County Government, the Juvenile Court, and the public expect 
that CFS staff will act in the best interest of the child and will provide services to children 
and families that accordingly are in the family’s best interest. 


Employees that act in violation of this policy may be subject to disciplinary action, up to 
and including dismissal from service as this could be seen as a violation of any reasonable            rule, misrepresentation dishonesty, etc. 
Professional ethics are the core of social work. The NASW Code of Ethics offers a set of values, principles and standards to guide decision-making and everyday professional conduct of social workers. 
II. REFERENCES


31-003
Confidentiality


31-503.6
Sensitive Cases in Children and Family Services Bureau

NASW 
(National Association of Social Workers) www.naswdc.org
III. Definitions

Conflict of Interest:

· A conflict between a person’s private interests and public obligations.
· Inconsistency between the interests of a person, such as a public official, which 
arises in connection with the performance of his duties.

· A term used to describe the situation in which a public official or fiduciary, who, 
contrary to the obligation and absolute duty to act for the benefit of the public or 
a designated individual, exploits the relationship for personal benefit.
IV.
Impartiality in Performing Official Duties

Children and Family Services employees are required to consider whether their impartiality 
may be questioned whenever their involvement in a particular matter involving specific 
parties might affect certain personal and business relationships. 

The field of social work has ethical standards that govern business practice. In general, it is 
considered unethical to:

1. Provide case management services to a child or family in which the employee has 
other established ties with (for example):

a. In which the employee is known to the family through social contacts

b. In which the employee has been a case manager to the child or family in 
another setting (e.g. previous counselor at a counseling center)

c. In which the employee knows the family through other business, religious, 
club, or other affiliations

d. In which the employee is related by blood or affinity to the child/family 
involved with CFS
2. Establish relationships with children and families that are outside of their 
professional relationship the children and families (for example):

a. Invite the child or family to the employee’s, friends or relatives home
b. Take the child or family on unauthorized visits, outings

c. Accept any form of remuneration, gifts, etc. from the family

d. Establish other professional relationships with the child  or family
e. Refer the child or family for services to a business owned or operated by an 
employee’s spouse, partner, relative, attorney, or by the employee.

f. Entering into personal or intimate relationships with CFS involved children 
and families.

3. An employee may have a concern that circumstances other than those expressly described above may raise a question regarding the employee's impartiality. In such a situation, the employee should consult with their supervisor and if appropriate, personnel, to determine whether or not participation in the particular matter would be appropriate.
V.
 Misuse of Position

Children and Family Services employees must not use their civil service position for their own or another's private gain. Employees are not to use their position, title or any authority associated with their office to coerce or induce a benefit for themselves or others.


Employees also are not to use or allow the improper use of nonpublic information to further a private interest, either their own or another's.
VI.
Confidentiality and Sensitive Cases

It is expected that in maintaining confidentiality, that no employee will be assigned a case in which they have an already established relationship as relative, friend of the family, household member, friend or business associate, etc. If an employee has a question regarding possible conflict of interest, it is the employees’ responsibility to report that immediately to their supervisor and manager so that the case may be reassigned. This applies to all CFS staff regardless of position.
CFS employees often worked or still do work in other counseling or case management settings that serve Contra Costa children and families, it is imperative that in any situation where the employee has a current or previous clinical or case management relationship with a family (except being the previous CFS case manager for Contra Costa County), the employee must immediately inform their supervisor that there is a conflict and ask that the case in question be reassigned to another employee.

VII.
Fundraising

Employees may engage in fundraising in a personal capacity subject to several restrictions. An employee cannot solicit funds from subordinates. And an employee cannot solicit funds from persons who have interests that may be affected by the employee's agency such as those who are regulated by, seeking official action from, or doing business with the agency. Also an employee cannot use or permit the use of the employee's official title, position or authority to promote the fundraising effort.
VIII.
SECONDARY EMPLOYMENT

Secondary Employment is defined as employment that may create a conflict such as:

1. Working for a group home or foster family agency where Contra Costa Children  may be placed, including children assigned to the CFS workers case load.
2. Providing private therapy to birth families whose children are in FM, FR or PP status and the CFS worker has access to confidential information as an employee of CFS.

CFS employees must have prior approval from his/her respective Division Manager and CFS Director before engaging in secondary employment. The review of a secondary employment request is to ensure that secondary employment does not create a direct or indirect conflict of interest with department employment and does not adversely affect or impair the employee’s judgment and ability to perform assigned duties and responsibilities in a satisfactory manner.  CFS employees will at no time utilize their primary work hours, work space or county equipment for any activities related to their secondary employment.
An employee shall submit a completed CFS Request for Approval of Secondary Employment Form [CWS SE 1 (04/10)] for approval prior to engaging in secondary employment. The request should be submitted through supervisory channels for review and action by the Supervisor/Division Manager/CFS Director.  The decision to approve or disapprove the request shall be given to the employee in writing within 15 calendar days of receipt of the secondary employment request.
IX.
ATTACHMENTS

Attachment I
-
CWS SE 1 (04/10) Secondary Employment Form

Attachment II -
NASW Code of Ethics

CONTACT:
Any questions regarding this manual section should be directed to the CFS Director.

EMPLOYMENT AND HUMAN SERVICES DEPARTMENT
CHILDREN AND FAMILY SERVICES BUREAU
REQUEST FOR APPROVAL OF SECONDARY EMPLOYMENT

Children and Family Services Policy, Section 31-5035, states that secondary employment shall not be approved when it would:

· Create either directly or indirectly a conflict of interest with the primary employment or

· Impair in any way the employee’s ability to perform all expected duties, to make decisions and carry out in an objective fashion the responsibilities of the employee’s position.

Approval Process

Approval for secondary employment may be withdrawn at any time if it is determined that secondary employment has created a conflict of interest with primary employment or has had an adverse impact on primary employment.

	CFS Employee Information

	Division/Unit/PCN:

	Employee Name/Telephone No.:

	Job Classification Title:

	Regular work schedule:

Hours per week:

AWS   9/80  or  4/10
	Secondary work schedule:

Hours per week:

Day □  Evenings □  Weekends □


	Secondary Employee Information

	Name of Secondary Employer:

	If self-employed, state the name of the company:

	Expected duration of secondary employment:



	Describe the nature of your expected work/activity:



	State of the purpose of the secondary employer’s (or self-employed) business:



	Include other information you consider relevant:




	Employee Certification

I understand the policy governing secondary employment. My secondary employment will not have any impact on and will not create any possibility of conflict with my primary employment. I understand that failure to provide complete and accurate information regarding my secondary employment approval request or to follow all policies regarding secondary employment may be considered unacceptable personal conduct which could subject me to discipline up to and including dismissal.

Employee signature___________________________________________________Date__________


Approved     Yes □   No □  Supervisor____________________________________________Date__________

Approved     Yes □   No □  Division Manager______________________________________Date__________

Approved     Yes □   No □ CFS Director___________________________________________Date__________

Reason for disapproval and/or discontinuation of secondary employment:

CWS SE 1 (04/10) Secondary Employment  
NASW Code of Ethics (Summary of Major Principles)

I. The social worker’s conduct and comportment as a social worker.

A. Propriety. The social workers should maintain high standards of personal conduct in the capacity or identity as social worker. 

B. Competence and Professional Development. The social worker should strive to become and remain proficient in professional practice and the performance of professional functions. 

C. Service. The social workers should regard as primary the service obligation of the social work profession. 

D. Integrity. The social worker should act in accordance with the highest standards of professional integrity and impartiality. 

E. Scholarship and Research. The social worker engaged in study and research should be guided by the conventions of scholarly inquiry. 

II.
The social worker’s ethical responsibility to clients.

A. Primacy of Client’s Interests. The social worker’s primary responsibility is to clients. 

B. Rights and Prerogatives of Clients. The social worker should make every effort to foster maximum self-determination on the part of clients. 

C. Confidentiality and Privacy. The social worker should respect the privacy of clients and hold in confidence all information obtained in the course of professional service. 

D. Fees. When setting fees, the social worker should ensure that they are fair, reasonable, considerate, and commensurate with the service performed and with due regard for the client’s ability to pay.

III.
The social worker’s ethical responsibility to colleagues.

A. Respect, Fairness, and Courtesy. The social worker should treat colleagues with respect, courtesy, fairness, and good faith. 

B. Dealing with Colleagues’ Clients. The social worker has the responsibility to relate to the clients of colleagues with full professional consideration.
IV.
The social worker’s ethical responsibility to employers and employing 
organizations.

A. Commitments to Employing Organizations. The social worker should adhere to commitments made to the employing organizations.

V.
The social worker’s ethical responsibility to the social work 
profession.

A. Maintaining the Integrity of the Profession. The social worker should uphold and advance the values, ethics, knowledge, and mission of the profession. 

B. Community Service. The social worker should assist the profession in making social services available to the general public. 

C. Development of Knowledge. The social worker should take responsibility for identifying, developing, and fully utilizing knowledge for professional practice.

VI.
The social worker’s ethical responsibility to society.


A.
Promoting the General Welfare. The social worker should promote the general 


welfare of society.
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