Code of Business Conduct

Service Alternatives is committed to advancing the potential of our communities, customers
and ourselves through exceptional service. This vision defines our purpose and is at the heart
of our business.
Service Alternatives has a strong set of guiding core values through which we think, act and
operate our business in order to successfully carry out our vision. We believe our core values
only have strength and credibility as they are embedded in our day to day work. Our values are:
Integrity
Excellence
Customer Service
Employee Satisfaction
Fiscal Responsibility
Community
Further information on these core values is provided on our website at www.servalt.com
This vision and these values are the foundation for our Code of Business Conduct. We are
committed to operating all aspects of our business in the highest ethical manner, in alignment
with our values.
Integrity
• All employees will act in a professional manner.
• All employees will work toward creating a culture of transparency, integrity, and
honesty.
• All employees will comply with all applicable laws, rules, and regulations in every County
and State in which we operate.
• All employees will engage in honest and ethical conduct, including the ethical handling
of actual or apparent conflicts of interest between personal and professional
relationships.
• All employees will avoid any personal activity, investment, or association which could
appear to interfere with good judgment concerning Service Alternatives’ best interests
and the best interests of the clients we serve. For examples, refer to the “Conflicts of
Interest” section in the Employee Handbook.
• All employees will keep confidential information from being misused and from using
confidential information for personal and corporate gain.
• We will not engage in personal fundraising with clients served by the agency. Also,
employees in supervisory positions will not engage in personal fundraising with
employees they supervise, or employees over whom they otherwise have/are perceived
to have power.
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•

We will witness legal documents by signature upon request only if the person is known
to us. If a notary public is required, we will assist our clients with securing that service.

Excellence
• All employees will ensure high quality services and supports for our clients. We will have
regular quality assurance checks of our programs and work to ensure high standards.
• Our marketing activities will always be conducted in a manner that respects the dignity
and privacy of those receiving services. They will also be conducted in a manner that
does not knowingly mislead or misinform the public or misrepresent Service
Alternatives.
• We will promote a healthy and safe work environment, stressing the obligation on all
employees to take every reasonable precaution to avoid injury to clients, colleagues,
and members of the public.
Customer Service
• We will maintain the highest possible standards of integrity in our customer, and
contractual relationships.
• We will provide and promote a range of products and services that meet our customer
needs.
• We will provide excellent service. Clients we serve will have input in their service plans,
to ensure service provision reflects their choices and meets their needs. We will keep
close attention to detail in both documentation and ongoing support needs.
• We will keep lines of communication open with our customers and clients so as to
incorporate any changes that need to be made in service plans in a timely manner.
• We will ask for feedback and ongoing input from our clients, customers and other
stakeholders, and consider this input when looking at ways to improve the organization.
Employee Satisfaction
• All employees will be treated respectfully and fairly in all aspects of their employment.
• We will maintain a working environment that provides job-based compensation
including benefits, training, and opportunities for professional development.
• We will not tolerate discrimination or harassment. We will recognize diversity in
recruitment, employee matters, and our services to clients. We will promote a
favorable employee relations environment in which the involvement of all employees is
encouraged.
• We will encourage open communication, activities and trainings to build strong teams,
and opportunities to make a real difference in people’s lives through the work that we
do.
• We will prohibit the use of alcohol, marijuana, or illegal drugs on our premises and
associated work environments and encourage any employee with an alcohol or drug
dependency to seek help.
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Copies of SA’s Code of Business Conduct will be available to our clients, customers and other
stakeholders via our public website.
Violations of the Code
Violations of the Code damage the name and reputation of Service Alternatives and of our
business, and so impact us all.
If you think someone is acting in a way inconsistent with SA’s Code of Business Conduct or, in
particular acts of waste, fraud, and abuse, you should report it directly to one of the following:





SA’s Compliance Officer (compliance@servalt-adm.com)
Divisional Administrator
Divisional Director
CEO

If you are a person to whom a report gets made, you must report the information immediately
to SA’s Compliance Officer or the CEO.
Service Alternatives is committed to establishing an environment that is conducive for all
personnel to report, in good faith, suspected violations without fear of reprisal. SA has no
tolerance for retaliation against an employee who has reported Business Code of Conduct
violations or any other alleged wrong doing in good faith.
This commitment brings with it a reciprocal responsibility. It is a serious matter to accuse
someone of unethical conduct. This right and obligation should not be used for personal
reasons, professional gain or undertaken without good evidence.
Once a complaint has been received, the Compliance Officer in partnership with the Human
Resources Department and the appropriate divisional Director will take the necessary steps to
ensure that the matter is promptly investigated, addressed and will develop corrective action
initiatives.
Time frames vary to complete investigations. They will depend upon the nature and
circumstances of the investigation, but Service Alternatives’ intent is to reach a finding within
30 days. If this is not practical, an update on the status of the investigation should be given
within the 30 days.
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