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POLICY

Opportunity Enterprises, Inc., (OE) shall enforce a code of ethics, which is applicable to employees
all divisions of OE, as well as to volunteers and the Board of Directors (BOD). Through compliance
with OE policies and procedures, all employees, volunteers and Board members also contribute to
upholding agency ethical standards. Corporate responsibility demonstrates what OE stands for in
regards to ethical, social and environmental values.

PROCEDURE
1. New employees will be trained on the Code of Ethics during orientation.

2. A copy of the Code of Ethics shall be given to all employees and volunteers of OE annually
in the Employee and Volunteer Handbooks.

3. The Code of Ethics will be posted in a prominent place in all OE locations.

4. Those who do not comply with the Code of Ethics will be subject to disciplinary action in
accordance with disciplinary policies related to ethical violations per Universal Policy 2580
Coaching Corrective Action.

5. Should anincident of ethical violation occur or be reported that is not covered in an agency
policy, an ethics committee shall be formed to investigate and act on the allegations of
violations of ethical conduct within 24 business hours without fear of retaliation. The
committee will be made up of the Chief Compliance Officer, persons from Administration
and Human Resources, and the Department Director. A decision on the allegation will be
issued within four (4) business days from the formation of the committee.

AGENCY CODE OF ETHICS

Our mission is to create inclusive and equitable opportunities for people of all abilities.

Embracing the value that inclusion brings to a community, OE’s vision is to always be a benchmark for innovative
services that empower people through a person-centered approach with an unwavering focus on quality.

Our values are Quality of Life, Servant Leadership, Self-Determination, Community, Compassionate Care,
Innovation, Personal Growth, Stewardship, Collaboration and Employee Experience.
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Treatment of Individuals Served

The input of individuals served is not only important, but it is paramount and shall always be
accepted in a respectful manner.

Individuals served are entitled to confidential services.

Individuals served shall be informed of their rights and responsibilities and shall be assisted
in resolving grievances regarding treatment decisions or billing concerns in a timely manner.
Professional services shall be provided with objectivity and respect for the unique needs and
values of the individuals served.

Sufficient objective information shall be provided to enable an individual served, or the
individual’s legal representative, to make informed decisions regarding services.

Services shall be provided without discrimination on the basis of factors which are irrelevant
to the provision of services including: race, color, creed, ancestry, national origin, citizenship,
sex or gender, gender identity or expression (including transgender status), sexual
orientation, marital status, religion, age, disability, genetic information, service in the military,
or any other characteristic protected by applicable federal, state, or local laws and ordinances.
The appropriate party shall be notified of any unprofessional conduct which may jeopardize
an individual’s safety or influence the individual or individual’s representative in any
decision-making process. Appropriate parties to be notified may include, but not be limited
to, the Division of Disability and Rehabilitative Services, Indiana State Department of
Health, a licensing authority, an accrediting agency, an employer, the office of the Indiana
Attorney General Consumer Protection Division, and/or the individual’s guardian.

Treatment of Employees/Volunteers

¢

L 4

OE shall treat all people with dignity, respect and compassion to foster a trusting work
environment free of harassment, intimidation, and unlawful discrimination.

OE shall ensure that all employees have the opportunity to develop their skills and new
competencies.

OE shall develop, administer and advocate for policies and procedures that foster fair,
consistent and equitable treatment for all.

OE shall safeguard restricted or confidential information.

OE shall ensure the accuracy and completeness of all information used in trainings.

OE holds all employees to a high level of compliance, especially regarding reporting
requirements related to abuse, neglect, exploitation, OE policies and procedures, Division
of Disability and Rehabilitative Services policies and procedures, or state and federal
regulations, without fear of retaliation.

Page 2 of 6



OPPORTUNITY ENTERPRISES
UNIVERSAL POLICIES AND PROCEDURES

ADMINISTRATION
POLICY 1109
CODE OF ETHICS

OPPORTUNITY
ENTERPRISES

Treatment of Community Members

Version 1.2

¢ All persons who enter into a relationship with OE shall be treated with dignity and respect.
¢ If complaints should arise, the complaint shall be addressed in a timely and dignified
manner.

¢ Requests for input from sources outside of OE shall be welcomed and handled in a
respectful manner.

Business/Financial Practices

¢ All financial practices of OE shall be handled in accordance with the applicable federal,
state, and local laws.

¢ All financial matters covered by agency policies and procedures shall be handled in
accordance with those policies and procedures.
¢ All financial records of individuals served shall be kept confidential.

¢ OFE shall conduct business with vendors that uphold integrity, transparency, and social
responsibility.

Marketing Practices

¢ Marketing activities shall be conducted to promote the visibility of the services that OE
provides and not to exploit the disabilities of the individuals served.
¢ All marketing materials shall uphold OE’s reputation and high level of integrity.

¢ Marketing activities shall never knowingly mislead or misinform the public or misrepresent
OE.

Corporate Compliance Practices

¢ OF ensures accountability for compliance with all regulations and standards as presented by
regulatory bodies by adhering to a comprehensive Compliance Program.

Fundraising Practices

¢ OE Development, Financial, and Leadership teams are committed to maintaining the
highest standards of integrity and accountability, ensuring that all dollars raised annually are
handled with transparency, responsibility, and in alignment with our mission.

¢ Solicitation messaging shall never knowingly mislead or misinform the public about support
needed or how donations will be used.
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¢ The Development and Financial teams are committed to ensuring that all donations are used

as intended by the donor.

OE shall not engage in the uninvited solicitation of individuals who are vulnerable to undue
influence, manipulation or coercion.

Advocacy Practices

¢

¢

OE is dedicated to advocating for the rights, dignity, and full inclusion of individuals with
disabilities.

OE prioritizes advocacy for and with individuals served as essential in ensuring that
everyone has access to the resources, opportunities, and respect they deserve.

OE is committed to eliminating barriers to accessibility and inclusion, ensuring that
individuals with disabilities have equitable opportunities in education, employment,
healthcare, and social participation.

Social Media Practices

¢

OE works diligently to monitor social media posts that mention the agency to encourage
respectful and appropriate attention is brought to the agency. Every effort shall be made to
address any negative interaction in a timely and professional manner.

Publicity Releases are signed by all staff, volunteers, and individuals served noting agreement
or refusal to be pictured in any social media postings.

EMPLOYEE/VOLUNTEER CODE OF ETHICS

¢

¢

<

OE employees/volunteers shall maintain the legal and ethical commitment to the ptivacy
and confidentiality of individuals served.

OE employees/volunteers shall advocate for supports and setvices for individuals served

which promote integrity, compassion, and respect for all while embracing their differences
and honoring their choices.

OE employees/volunteers shall serve as responsible stewards for public and private funds.
OE employees/volunteers shall commit to person-centered supports as best practice.

OE employees/volunteers shall maintain competency in their profession through learning
and ongoing communication with others.

OE employees/volunteers shall advocate for standards that promote outcomes of excellence
for people with intellectual and developmental disabilities.
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¢ OE employees/volunteers shall not misuse company resources for solicitation of funds for a

personal cause (i.e. Girl Scout cookies, etc.), including All User emails, office supplies or
company funds.

OE employees/volunteers shall demonstrate respect for the property of individuals served,
visitors, employees, volunteers, or the agency.

OE employees/volunteers shall accurately present professional qualifications.

OE employees/volunteers shall assume responsibility and accountability for personal
competence in providing services.

OE employees/volunteers shall maintain professional licensure or accreditation, if
applicable.

OE employees/volunteers shall adhere to acceptable standards for an area of professional
practice, if applicable.

OE employees/volunteers shall comply with all laws and regulations governing a licensed or
accredited profession, if applicable.

OE employees/volunteers shall conduct all care with honesty, integrity and fairness, never
showing special favor or care in exchange for gifts, money, or gratuities outside of wages.

OE employees/volunteers shall maintain records related to timekeeping and billing honestly
and accurately in an effort to avoid waste, fraud, abuse or other wrongdoing.

OE employees/volunteers shall fulfill professional commitments in good faith.

OE employees/volunteers shall inform the public and colleagues of setvices by use of
factual information.

OE employees/volunteers shall foster teamwork and productive problem solving by
communicating with their supervisors or Human Resources regarding ideas or concerns.
OE employees/volunteers shall voluntarily disclose conflicts of interest and not direct
agency business in a manner which would result in a personal benefit or financial gain.

OE employees/volunteers shall maintain professional boundaries with individuals served.
OE employees/volunteers shall maintain professional boundaties with other employees and
volunteers while in the workplace.

OE employees/volunteers shall demonstrate integrity when requested to witness the signing
of a legal document.

OE supervisors shall make reasonable efforts to avoid bias in any kind of professional
evaluation.

OE employees shall not allow for nepotism during the conducting, directing, reviewing or
other managerial activity of an investigation into any allegations of abuse or neglect. Friends
or relatives of an alleged perpetrator are prohibited from engaging in these managerial
activities.
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BOARD OF DIRECTORS CODE OF ETHICS

In addition to the above statements applicable to the Board of Directors as volunteers:

¢ Board members shall do their best to see that OE is operated in a manner that upholds the
agency’s integrity, adheres to the bylaws, and merits the trust and support of the public.

¢ Board members shall hold themselves and the agency accountable for ethical behavior and
responsible stewardship of resources.

¢ Board members shall uphold the reputation of OE within the community and advocate for
the rights of persons with disabilities.

¢ Board members shall exercise due diligence, independent judgment, and informed decision-
making when overseeing the agency.

RELATED & SUPPORTING DOCUMENTS

CARF

Division of Disability and Rehabilitative Services (DDRS) Policy Manual — BDDS 460 0228 014
Employee Handbook

Indiana Administrative Code: Title 460 - Division of Disability and Rehabilitative Services
Universal Policy 2580 — Coaching Corrective Action

Universal SOP 2031 — Leadership Team Expectations
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