
HOW TO FILL OUT THIS VOLUNTEER PACKET 

1. Save this PDF volunteer packet to your desktop first.  
 

2. Then review to make sure that you have filled out all sections and all signatures are provided. 
Select the signature box and you may need to create your own electronic signature. (If you miss 
signatures, I will have to send it back to fix).  

 
3. Review the HIPAA PowerPoint as a training material for HIPAA. Make sure you have signed the 

HIPAA Acknowledgement form, the HIPAA Training Evaluation (no signature required; 
anonymous), and please print name and sign the Training Log to acknowledge that you have 
reviewed the HIPAA Training PowerPoint.  

 
4. Save on your desktop once completely filled out.  

 
5. Send Volunteer Packet back to the Volunteer Coordinator, Jennie Reese at jreese@wasatch.org 

If you have any questions, you can reach her at phone # (801) 852-4704 
 

6. Once the paperwork is filled out, then you are responsible for contacting the direct supervisor of 
the program to set up your volunteer hours with them. (For example, Randy Glasscock for 
Vantage Point or Janeen McFadden for GIANT Steps) 
 

LETTER OF COMPLETION REQUESTS: 
If you need a letter of completion for your records, your resume, graduate school, etc. Please e-mail 
Marilyn Sanders with the number of hours completed, what program you volunteered in, and any notes 
that you would like her to emphasize in the letter. She will get the back to you within 10 days. 
 

 

mailto:jreese@wasatch.org
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VOLUNTEER APPLICATION 
Wasatch Behavioral Health Special Service District 

750 N. Freedom Blvd. Provo, Utah 84601 

Phone: (801) 373-4760 

First Name Last Name Middle Initial 

Current Mailing Address City State Zip Code 

Home/Cell Phone E-mail Address

Emergency Contact Person Telephone Number 

How many total hours (approximately) are you interested in volunteering this year?  _____________________ 

Check preferred assignment area:  Clerical/Office  Working with Adults   Working with Children 

Have you, since the age of 18, been convicted of a crime, excluding minor traffic offenses? 
Yes   No 
If yes, give dates, details, and penalties for each occurrence, including dates of any probationary periods. (Note: each conviction will be judged in relation to time, 
seriousness, circumstances, and relationship to the position sought, and will not necessarily bar you from volunteering.) 

Can you perform the functions of the position for which you are applying either with or without a reasonable 
accommodation? 
Yes   No 

Do you possess a current driver’s license? Yes  State______ No 

If you are in school, please check:  UVU  BYU   Other: ______________________________ 

Why do you wish to volunteer at Wasatch Behavioral Health? 

We encourage volunteers to remain in the program for an extended length of time to understand the benefits both given and received by those we serve. 

Program Interest in Volunteering In: ______________________________________________ 

Manager of Program: ____________________________________________________ 

_______________________________________________________________________  
Volunteer Signature        Date 
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HIPAA Acknowledgement 
 
I acknowledge that I have received training in concerning PHI use, disclosure, protection and 

disposal as required by the Health Insurance Portability and Accountability Act of 1996 

(HIPAA) and 42 CFR Part 2. 

 

I understand and acknowledge my responsibility to apply Wasatch Behavioral Health (WBH) 

HIPAA policies and procedures.  I agree that I will not at any time (during or after my 

employment, volunteer service, or internship) use, access, or disclose PHI to any person or 

entity, internally or externally, except as is required and permitted in the course of my duties and 

responsibilities, as set forth in WBH privacy/security policies and procedures and as permitted 

under HIPAA. 

 

 I understand that this obligation extends to any PHI that I may acquire while I am working for 

WBH, whether in oral, written, or electronic form and regardless of the manner in which access 

was obtained.  I also understand that unauthorized use or disclosure of PHI will result in 

disciplinary action.  

 

I understand that all computers and mobile devices used to connect to WBH’s network or 

systems from home or other off-site locations should meet the same minimum-security standards 

that apply to work computers. 

 

 

_________________________________ 
Print Name 
 
_________________________________  ______________________ 
Signature       Date 
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HIPAA Training Evaluation 

 

Date: _____________________________ 

 

 

Rate the following questions: 

 

The training helped me understand HIPAA. 

 

Strongly Agree  [ ] Agree  [ ] Neutral  [ ] Disagree  [ ] Strongly Disagree  [ ] 

 

The training helped me understand my responsibilities regarding HIPAA. 

 

Strongly Agree  [ ] Agree  [ ]  Neutral  [ ] Disagree  [ ] Strongly Disagree  [ ] 

 

The training was relevant to my job. 

 

Strongly Agree  [ ] Agree  [ ] Neutral  [ ] Disagree  [ ] Strongly Disagree  [ ] 

 

The training was organized and easily understood. 

 

Strongly Agree  [ ] Agree  [ ] Neutral  [ ] Disagree  [ ]  Strongly Disagree  [ ] 

 

The handout materials enhanced the training and my understanding. 

 

Strongly Agree  [ ] Agree  [ ] Neutral  [ ] Disagree  [ ] Strongly Disagree  [ ]  

 

The training was presented in a format that I liked. 

 

Strongly Agree  [ ] Agree  [ ] Neutral  [ ] Disagree  [ ] Strongly Disagree  [ ] 

 

The training room and circumstances were favorable to learning. 
 

Strongly Agree  [ ] Agree  [ ] Neutral  [ ] Disagree  [ ] Strongly Disagree  [ ] 

 

 

Comments:   

msanders
Callout
There is no signature on this form because it is anonymous, but relates back to your understanding of HIPAA
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WASATCH BEHAVIORAL HEALTH 
SPECIAL SERVICE DISTRICT 

 

WBH Code of Conduct – HR – 1.11 
 

Purpose: 
The rights of the clients and co-workers of Wasatch Behavioral Health Special Service 
District (WBH), as guaranteed by the Constitution of the United States of America and the 
State of Utah, and other specific state and federal statutes and regulations, are 
fundamental to the operation of WBH. WBH will therefore not discriminate in the provision 
of mental health services on the basis of race, color, national origin, sex, religion, sexual 
orientation, gender identity, age, or disability. Further, WBH is bound to maintain the 
safety and well-being of all those entrusted to its care. 

Willful or inadvertent discrimination, mistreatment, abuse, neglect, exploitation, or 
disrespect of any client runs directly counter to the goals and objectives of WBH and will 
not be tolerated.  

 
Policy: 

A. As a supplier of contracted services to the Department of Human Services and the 
Department of Workforce Services of the State of Utah, WBH adopts and will comply 
with those Department’s Provider Code of Conduct. (See Attachments A & E; 
Attachments A & E are considered an official part of this policy.) 

B. Employees are expected to perform their assigned duties for the full work period for 
which they are scheduled and/or compensated. They are also expected to bring to the 
immediate attention of their supervisor any conditions, which would prevent or 
interfere with the accomplishment of those duties. Failure to perform duties is 
unacceptable personal conduct and constitutes non-feasance-in-office. Non-
feasance-in-office is omission or failure to do what is expected as outlined in the 
employee’s job description and pertinent to all applicable laws, policies, rules, and 
procedures. Non-feasance-in-office will result in disciplinary action. 

C. Employees are expected to treat clients and co-workers with respect, to abide by the 
personnel policies, and all other WBH policies and procedures. 

D. Employees of WBH shall not abuse, neglect, or exploit any client. 

E. Employees shall not be prohibited from advising or advocating on behalf of the client 
for the following:  

i. The client’s health status, medical care, or treatment options—including any 
alternative treatments that may be self-administered. 

ii. Any information the client needs in order to decide among all relevant 
treatment options. 
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iii. The risks, benefits, and consequences of treatment or nontreatment. 

iv. The client’s right to participate in decisions regarding his or her health care, 
including the right to refuse treatment and to express preferences about future 
treatment decisions. 

F. Any employee of WBH who has reason to believe that any client has been subject 
to abuse, neglect, or exploitation shall immediately notify their supervisor or Division 
Director. Any employee of WBH who willfully fails to report the abuse, neglect, or 
exploitation of any client is guilty of a Class B misdemeanor and will be subject to 
administrative action as well a possible legal action. 

G. WBH is a “Drug-Free Workplace” employer and prohibits the possession, use, and 
distribution of illegal drugs in the workplace. All WBH employees shall comply with 
the Drug-Free Workplace policy (HR 3.20). Any employee found to be in violation 
of this policy will be subject to appropriate disciplinary action up to and including 
termination. 

H. Unauthorized electronic surveillance of employees is inconsistent with the 
respectful treatment expected of our employees. For this reason, no employee may 
record, by any means, the conversation of another employee without their full 
knowledge and consent unless the following criteria are met; a legitimate purpose 
for the recording, recording device is in plain view, written authorization from the 
supervisor of the employee who wishes to record the conversation, and notification 
of all parties involved in the conversation.  

I. Compliance with the Code of Conduct policy is the responsibility of all employees; 
including client care staff, non-client care staff, interns, and volunteers. 

 
Procedures: 

A.  All employees are expected to comply with the Department of Human Services 
Provider Code of Conduct in its entirety. (See Attachment A) 

B. General Guidelines 

1. Employees may be disciplined for conduct which violates WBH rules, policies, 
procedures, or the professional code of ethics/conduct espoused by that 
employee’s profession; or when such conduct adversely affects the efficiency, 
harmony, or good order of WBH; or when the employee’s conduct could 
reasonably cause the public to lose confidence in WBH. Employees will also 
be disciplined for conduct that violates federal or state statutes, rules, or 
procedures. 

2. Although the following list is not all inclusive, employees found to have 
committed any of the following offenses are subject to severe discipline up to 
and including immediate termination: 

a. Insubordination; refusal to comply with lawful and reasonable 
instructions from a supervisor or WBH administrator, unless such 
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instruction is injurious to the employee, a client, or the health and safety 
of the public. 

b. Commission of a felony or certain misdemeanors while an employee of 
WBH. Failure to report within 24 hours any criminal charge(s) (felonies, 
misdemeanors, or traffic violations in a center vehicle) that occurs while 
the employee is on duty. The outcome of any criminal charge must be 
provided to WBH within 24 hours of final disposition.   

c. Perpetrating or threatening violence in the workplace, such as assaulting 
an employee, client, or other person, illegal possession of a weapon, 
threats of physical violence, or the destruction of property. Using abusive, 
profane or threatening language toward any employee or client.  

d. Engaging in sexual misconduct with a client or co-worker, as defined in 
the Provider Code of Conduct or WBH policies. 

e. The use, sale, transfer or possession of alcohol, drugs or controlled 
substances while on the job or on company property. Reporting to work 
under the influence of alcohol, drugs or controlled substances.  

f. Inducing or attempting to induce any employee or client to commit an 
unlawful act. 

g. Theft of WBH, another employee’s, or a client’s property. 

h. Falsification of any WBH document or record. These documents would 
include, but are not limited to, applications, personnel records, patient 
charts, incident reports, insurance forms, workers compensation reports, 
accounting records, time sheets, or payroll records, etc. 

i.  Failure to comply with privacy and security policies, procedures and 
practices; violation of the Health Insurance Portability and Accountability 
Act (HIPAA) Privacy Rule, any unauthorized use and/or disclosure of 
Protected Health Information (PHI).  

j. Employees are expected to make prudent use of WBH funds, buildings, 
equipment, and supplies. Unauthorized use or misuse of WBH funds will 
be grounds for immediate termination. 

k. Verbally giving information known to be false or misleading.  

l. Failure to report an accident, incident or vehicle accident within 24 hours 
as required by Administrative Policy A – 1.09 Accident / Incident 
reporting.  

3. Employees are expected to be respectful, courteous, and civil with clients, the 
public, and co-workers. 

a. Disruptive conduct while on duty or on company property 

b. Openly making or publishing false malicious statements concerning 
WBH, any employee, or client.  



Employee Code of Conduct Policy #: HR – 1.11 Approved: 04-06-20 Review Date: 04-06-23 Page 4 of 14 
 

c. Unprofessional or rude conduct toward any client, employee or the 
public.   

4. Employees shall not engage in behavior, which may endanger staff or clients. 

  

Right to Change and/or Terminate Policy: 
Reasonable efforts will be made to keep employees informed of any changes in the 
policy; however, WBH reserves the right, in its sole discretion, to amend, replace, 
and/or terminate this policy at any time. 
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Wasatch Behavioral Health 
Employee/Intern/Volunteer Certification 

 
 
 

I have read and been provided a personal copy of the Employee and Provider Codes of 
Conduct. I understand the expectations outlined in these Codes of Conduct and will strive in 
good faith to comply with their provisions. Any questions or clarifications of the Codes of 
Conduct have been presented and satisfactorily responded to. 
 
 
 
 
 
 
 
 
 
________________________________________________       ________________ 
 (Signature)                                                                               (Date) 
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ATTATCHMENT A 
 
DEPARTMENT OF HUMAN SERVICES  

PROVIDER CODE OF CONDUCT 
Revised April 20, 2011 

 
R495-876-1. Authority.  

The Department of Human Services promulgates this rule pursuant to the rulemaking authority 
granted in Section 62A-1-111. 
 
R495-876-2. Statement of Purpose.  

(1) The Department of Human Services ("DHS") adopts this Code of Conduct to:  
(a) Protect its clients from abuse, neglect, maltreatment and exploitation; and   
(b) Clarify the expectation of conduct for DHS Providers and their employees and volunteers who 

interact in any way with DHS clients, DHS staff and the public.   
(2) The Provider shall distribute a copy of this Code of Conduct to each employee and volunteer, 

regardless of whether the employees or volunteers provide direct care to clients, indirect care, administrative 
services or support services. The Provider shall require each employee and volunteer to read the Code of Conduct 
and sign a copy of the attached "Certification of Understanding" before having any contact with DHS clients. The 
Provider shall file a copy of the signed Certificate of Understanding in each employee and volunteer's personnel 
file. The Provider shall also maintain a written policy that adequately addresses the appropriate treatment of 
clients and that prohibits the abuse, neglect, maltreatment or exploitation of clients. This policy shall also require 
the Provider's employees and volunteers to deal with DHS staff and the public with courtesy and professionalism.   

(3) This Code of Conduct supplements various statutes, policies and rules that govern the delivery of 
services to DHS clients. The Providers and the DHS Divisions or Offices may not adopt or enforce policies 
that are less-stringent than this Code of Conduct unless those policies have first been approved in writing by 
the Office of Licensing and the Executive Director of the Utah Department of Human Services. Nothing in 
this Code of Conduct shall be interpreted to mean that clients are not accountable for their own misbehavior 
or inappropriate behavior, or that Providers are restricted from imposing appropriate sanctions for such 
behavior.  
 
R495-876-3. Abuse, Neglect, Exploitation, and Maltreatment Prohibited.  

Providers shall not abuse, neglect, exploit or maltreat clients in any way, whether through acts or 
omissions or by encouraging others to act or by failing to deter others from acting. 
 
R495-876-4. General Definitions.  

(1) "Client" means anyone who receives services from DHS or from a Provider pursuant to an 
agreement with DHS or funding from DHS.   

(2) "DHS" means the Utah Department of Human Services or any of its divisions, offices or agencies.   
(3) "Domestic-violence-related child abuse" means any domestic violence or a violent physical or 

verbal interaction between cohabitants in the physical presence of a child or having knowledge that a child is 
present and may see or hear an act of domestic violence.   

(4) "Emotional maltreatment" means conduct that subjects the client to psychologically destructive 
behavior, and includes conduct such as making demeaning comments, threatening harm, terrorizing the 
client or engaging in a systematic process of alienating the client.   

(5) "Provider" means any individual or business entity that contracts with DHS or with a DHS contractor 
to provide services to DHS clients. The term "Provider" also includes licensed or certified individuals who 
provide services to DHS clients under the supervision or direction of a Provider. Where this Code of Conduct 
states (as in Sections III-VII) that the "Provider" shall comply with certain requirements and not engage in various 
forms of abuse, neglect, exploitation or maltreatment, the term "Provider" also refers to the Provider's employees, 
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volunteers and subcontractors, and others who act on the Provider's behalf or under the Provider's control or 
supervision.   

(6) "Restraint" means the use of physical force or a mechanical device to restrict an individual's 
freedom of movement or an individual's normal access to his or her body. "Restraint" also includes the use 
of a drug that is not standard treatment for the individual and that is used to control the individual's behavior 
or to restrict the individual's freedom of movement.   

(7) "Seclusion" means the involuntary confinement of the individual in a room or an area 
where the individual is physically prevented from leaving.   

(8) "Written agency policy" means written policy established by the Provider. If a written agency policy  
contains provisions that are more lenient than the provisions of this Code of Conduct, those provisions 
must be approved in writing by the DHS Executive Director and the Office of Licensing. 
 
R495-876-5. Definitions of Prohibited Abuse, Neglect, Exploitation, and Maltreatment.  

(1) "Abuse" includes, but is not limited to:  
(a) Harm or threatened harm, to the physical or emotional health and welfare of a client.   
(b) Unlawful confinement.   
(c) Deprivation of life-sustaining treatment.   
(d) Physical injury, such as contusion of the skin, laceration, malnutrition, burn, fracture of any 

bone, subdural hematoma, injury to any internal organ, any injury causing bleeding, or any physical 
condition which imperils a client's health or welfare.   

(e) Any type of unlawful hitting or corporal punishment.   
(f) Domestic-violence-related child abuse.   
(g) Any Sexual abuse and sexual exploitation including but not be limited to:   
(i) Engaging in sexual intercourse with any client.   
(ii) Touching the anus or any part of the genitals or otherwise taking indecent liberties with a client, 

or causing an individual to take indecent liberties with a client, with the intent to arouse or gratify the sexual 
desire of any person.   

(iii) Employing, using, persuading, inducing, enticing, or coercing a client to pose in the nude.   
(iv) Engaging a client as an observer or participation in sexual acts.   
(v) Employing, using, persuading, inducing, enticing or coercing a client to engage in any sexual or 

simulated sexual conduct for the purpose of photographing, filming, recording, or displaying in any way the 
sexual or simulated sexual conduct. This includes displaying, distributing, possessing for the purpose of 
distribution, or selling material depicting nudity, or engaging in sexual or simulated sexual conduct with a 
client.   

(vi) Committing or attempting to commit acts of sodomy or molestation with a client.   
(2) "Neglect" includes but is not limited to:  
(a) Denial of sufficient nutrition.   
(b) Denial of sufficient sleep.   
(c) Denial of sufficient clothing, or bedding.   
(d) Failure to provide adequate client supervision; including situations where the Provider's 

employee or volunteer is a sleep or ill on the job, or is impaired due to the use of alcohol or drugs.   
(e) Failure to provide care and treatment as prescribed by the client's services, program or treatment 

plan, including the failure to arrange for medical or dental care or treatment as prescribed or as instructed by 
the client's physician or dentist, unless the client or the Provider obtains a second opinion from another 
physician or dentist, indicating that the originally-prescribed medical or dental care or treatment is 
unnecessary.   

(f) Denial of sufficient shelter, where shelter is part of the services the Provider is responsible for providing 
to   

the client.   
(g) Educational neglect (i.e. willful failure or refusal to make a good faith effort to ensure that a 
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child in the Provider's care or custody receives an appropriate education).   
(3) "Exploitation" will includes but is not limited to:   
(a) Using a client's property without the client's consent or using a client's property in a way that is 

contrary to the client's best interests, such as expending a client's funds for the benefit of another.   
(b) Making unjust or improper use of clients or their resources.   
(c) Accepting gifts in exchange for preferential treatment of a client or in exchange for services 

that the Provider is already obliged to provide to the client.   
(d) Using the labor of a client for personal gain.   
(e) Using the labor of a client without paying the client a fair wage or without providing the client with just 

or equivalent non-monetary compensation, except where such use is consistent with standard therapeutic practices 
and is   
authorized by DHS policy or the Provider's contract with DHS.  

(i) Examples:  
(A) It is not "exploitation" for a foster parent to assign an extra chore to a foster child who has broken 

a household rule, because the extra chore is reasonable discipline and teaches the child to obey the household 
rules.   

(B) It is not "exploitation" to require clients to help serve a meal at a senior center where they 
receive free meals and are encouraged to socialize with other clients. The meal is a non-monetary 
compensation, and the interaction with other clients may serve the clients' therapeutic needs.  

(C) It is usually "exploitation" to require a client to provide extensive janitorial or household services 
without pay, unless the services are actually an integral part of the therapeutic program, such as in "clubhouse" 
type programs that have been approved by DHS.  

(4) "Maltreatment" includes but is not limited to:  
(a) Physical exercises, such as running laps or performing pushups, except where such exercises are 

consistent with an individual's service plan and written agency policy and with the individual's health and 
abilities.   

(b) Any form of Restraint or Seclusion used by the Provider for reasons of convenience or to coerce, 
discipline or retaliate against a client. The Provider may use a Restraint or Seclusion only in emergency 
situations where such use is necessary to ensure the safety of the client or others and where less restrictive 
interventions would be ineffective, and only if the use is authorized by the client's service plan and 
administered by trained authorized personnel. Any use of Restraint or Seclusion must end immediately once 
the emergency safety situation is resolved. The Provider shall comply with all applicable laws about 
Restraints or Seclusions, including all federal and state statutes, regulations, rules and policies.   

(c) Assignment of unduly physically strenuous or harsh work.   
(d) Requiring or forcing the individual to take an uncomfortable position, such as squatting or 

bending, or requiring or forcing the individual to repeat physical movements as a means of punishment.   
(e) Group punishments for misbehaviors of individuals.   
(f) Emotional maltreatment, bullying, teasing, provoking or otherwise verbally or physically 

intimidating or agitating a client.   
(g) Denial of any essential program service solely for disciplinary purposes.   
(h) Denial of visiting or communication privileges with family or significant others solely for 

disciplinary   
purposes.   

(i) Requiring the individual to remain silent for long periods of time for the purpose of punishment.   
(j) Extensive withholding of emotional response or stimulation.   
(k) Denying a current client from entering the client's residence, where such denial is for 

disciplinary or retaliatory purposes or for any purpose unrelated to the safety of clients or others.  
 
R495-876-6. Provider's Compliance with Conduct Requirements Imposed by Law, Contract or Other 
Policies. 
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In addition to complying with this Code of Conduct, the Provider shall comply with all applicable laws 

(such as statutes, rules and court decisions) and all policies adopted by the DHS Office of Licensing, by the DHS 
Divisions or Offices whose clients the Provider serves, and by other state and federal agencies that regulate or 
oversee the Provider's programs. Where the Office of Licensing or another DHS entity has adopted a policy that is 
more specific or restrictive than this Code of Conduct, that policy shall control. If a statute, rule or policy defines 
abuse, neglect, exploitation or maltreatment as including conduct that is not expressly included in this Code of 
Conduct, such conduct shall also constitute a violation of this Code of Conduct. See, e.g., Title 62A, Chapter 3 of 
the Utah Code (definition of adult abuse) and Title 78A, Chapter 6 and Title 76, Chapter 5 of the Utah Code 
(definitions of child abuse). 
 
R495-876-7. The Provider's Interactions with DHS Personnel and the Public.  

In carrying out all DHS-related business, the Provider shall conduct itself with professionalism and 
shall treat DHS personnel, the members of the Provider's staff and members of the public courteously and 
fairly. The Provider shall not engage in criminal conduct or in any fraud or other financial misconduct. 
 
R495-876-8. Sanctions for Non-compliance.  

If a Provider or its employee or volunteer fail to comply with this Code of Conduct, DHS may 
impose appropriate sanctions (such as corrective action, probation, suspension, disbarment from State 
contracts, and termination of the Provider's license or certification) and may avail itself of all legal and 
equitable remedies (such as money damages and termination of the Provider's contract). In imposing such 
sanctions and remedies, DHS shall comply with the Utah Administrative Procedures Act and applicable 
DHS rules. In appropriate circumstances, DHS shall also report the Provider's misconduct to law 
enforcement and to the Provider's clients and their families or legal representatives (e.g., a legal guardian). 
In all cases, DHS shall also report the Provider's misconduct to the licensing authorities, including the DHS 
Office of Licensing. 
 
 
R495-876-9. Providers' Duty to Help DHS Protect Clients.  

(1) Duty to Protect Clients' Health and Safety. If the Provider becomes aware that a client has been 
subjected 

to any abuse, neglect, exploitation or maltreatment, the Provider's first duty is to protect the client's health and 
safety.  

(2) Duty to Report Problems and Cooperate with Investigations. Providers shall document and report 
any abuse, neglect, exploitation or maltreatment and exploitation as outlined in this Code of Conduct, and they 
shall cooperate fully in any investigation conducted by DHS, law enforcement or other regulatory or monitoring 
agencies.   

(a) Except as provided in subsection(b) below, Providers shall immediately report abuse, neglect, 
exploitation or maltreatment by contacting the local Regional Office of the appropriate DHS Division or Office. 
During weekends and on holidays, Providers shall make such reports to the on-call worker of that Regional Office.   

(i) Providers shall report any abuse or neglect of disabled or elder adults to the Adult Protective 
Services intake office of the Division of Aging and Adult Services.   

(ii) The Provider shall make all reports and documentation about abuse, neglect, 
exploitation, and maltreatment available to appropriate DHS personnel and law enforcement upon 
request.   

(b) Providers shall document any client injury (explained or unexplained) that occurs on the Providers' 
premises or while the client is under the Provider's care and supervision, and the Provider shall report any such 
injury to supervisory personnel immediately. Providers shall cooperate fully in any investigation conducted by 
DHS, law enforcement or other regulatory or monitoring agencies. If the client's injury is extremely minimal, the 
Provider has 12 hours to report the injury. The term "extremely minimal" refers to injuries that obviously do not 
require medical attention (beyond washing a minor wound and applying a band-aid, for example) and which cannot 
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reasonably be expected to benefit from advice or consultation from the supervisory personnel or medical 
practitioners.   

(i) Example: If a foster child falls off a swing and skins her knee slightly, the foster parent shall 
document the injury and report to the foster care worker within 12 hours.   

(ii) Example: If a foster child falls off a swing and sprains or twists her ankle, the foster parent 
shall document the injury and report it immediately to supervisory personnel because the supervisor may 
want the child's ankle X-rayed or examined by a physician.   

(3) Duty to Report Fatalities and Cooperate in Investigations and Fatality Reviews. If a DHS client 
dies while receiving services from the Provider, the Provider shall notify the supervising DHS Division or 
Office immediately and shall cooperate with any investigation into the client's death. In addition, some 
Providers are subject to the Department of Human Services' Fatality Review Policy. (See the "Eligibility" 
section of DHS Policy No. 05-02 for a description of the entities subject to the fatality review requirements. A 
copy of the policy is available at the DHS web site at: http://www.hspolicy.utah.gov) If the Provider is subject 
to the Fatality Review Policy, it shall comply with that policy (including all reporting requirements) and the 
Provider shall cooperate fully with any fatality reviews and investigations concerning a client death.   

(4) Duty to Display DHS Poster. The Provider shall prominently display in each facility a DHS poster 
that notifies employees of their responsibilities to report violations of this Provider Code of Conduct, and that 
gives phone numbers for the Regional Office or Intake Office of the relevant DHS Division(s). Notwithstanding 
the foregoing, if the Provider provides its services in a private home and if the Provider has fewer than three 
employees or volunteers, the Provider shall maintain this information in a readily-accessible place but it need not 
actually display the DHS poster. DHS shall annually provide the Provider with a copy of the current DHS poster 
or it shall make the poster available on the DHS web site: 
http://www.hspolicy.utah.gov/pdf/poster_provider_code_of_conduct.pdf.  
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PROVIDER CODE OF CONDUCT  
CERTIFICATE OF UNDERSTANDING AND COMPLIANCE 

 
(To be signed by all DHS Providers and their employees, volunteers and subcontractors.) 

 
I have read and been provided with a personal copy of the Provider Code of Conduct for the Utah 

Department of Human Services. 
 

I understand this Code of Conduct and I will comply with it. I have had an opportunity to ask 
questions and seek clarification about the Code of Conduct, and my questions have been answered to 
my satisfaction and understanding. 
 
 

____________________________________________________________________________________ 
Signature of employee, intern or volunteer                                                                            Date 
 
 
Print Name: __________________________________________________ 
 
 
 

The provider shall place a copy of this signed "Certificate of Understanding and Compliance" in 
the signer's personnel file and shall make that file available to DHS upon request. 
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PROVIDER CODE OF CONDUCT  

CERTIFICATE OF UNDERSTANDING AND COMPLIANCE 
 

(To be signed by all DWS Providers and their employees, interns, volunteers and subcontractors.) 
 

I have read and been provided with a personal copy of the Provider Code of Conduct for the Utah 
Department of Workforce Services. 
 

I understand this Code of Conduct and I will comply with it. I have had an opportunity to ask 
questions and seek clarification about the Code of Conduct, and my questions have been answered to 
my satisfaction and understanding. 
 
 

____________________________________________________________________________________ 
Signature of employee, intern or volunteer                                                                            Date 
 
 
Print Name: __________________________________________________ 
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WASATCH BEHAVIORAL HEALTH 
SPECIAL SERVICE DISTRICT 

 
 

Electronic & Telephone Communications – HR - 1.20 
 
Purpose: 

To inform Wasatch Behavioral Health Special Service District (WBH) staff of the 
responsibility and liability associated with WBH-owned electronic communications 
systems, including e-mail, voicemail, telephone and Internet access, etc. WBH-owned 
electronic communications systems are intended to assist employees in making 
communication efficient and effective. Every staff member has a responsibility to maintain 
and enhance WBH’s public image and to use e-mail, voicemail, and Internet access in an 
appropriate and productive manner. 

 

Definitions: 
A. Private Secured WiFi (Broadcasting as wireless access point WBH) 
 Private secured WiFi network only accessible by Wasatch Behavioral Health 

employees. 

B. Public WiFi (Broadcasting as wireless access point WBH-Public) 
 Public WiFi network accessible to anyone who has the password. 

Policy: 
A. E-mail, voicemail, telephone, Internet access, and other electronic communications 

systems, which are the property of WBH, are intended by WBH to be used for official 
agency business, although incidental personal use is allowed (see section “Clarification 
of Incidental Personal Use”). 

B. Employees using WBH’s electronic communications systems, including e-mail, 
voicemail, telephones, the Internet, etc., expressly and voluntarily consent to WBH 
monitoring. The reasons for such monitoring include, but are not limited to: 

1. Ensuring the proper use of WBH property; 

2. Enhancing productivity; 

3. Preventing harassment or misuse; and/or 

4. Ensuring that confidentiality of WBH records is maintained. 

 

C. When speakerphones or other audio teleconference equipment are used, all parties 
must be informed of all others who are listening in. 

D. Employees must use telephone directories or Internet directory web sites to determine 
business related telephone numbers rather than fee-based directory assistance 
operators such as 411. 

E. Employees shall be responsible for the loss or damage to electronic communications 
or telephone equipment due to misuse or neglect. 
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 Unacceptable Use of WBH-Owned Electronic & Telephone Communications Systems: 
Use of the electronic communications systems for transmitting, retrieving, viewing, or 
storing:  

A. Any personal communications, other than incidental personal use; 

B. Any communication that is harassing, inflammatory, or annoying in nature; 

C. Any material that is pornographic or sexually offensive; 

D. Any illegal or copyrighted materials; 

E. Any message(s) that insults, degrades, or threatens sex, gender, race, color, national 
origin, age, religion, disability, citizenship, etc. (see Harassment policy, HR – 2.20); 

F. Any use that disrupts or distracts from the conduct of WBH’s business due to volume 
or frequency; 

G. Any use of abusive, profane, or offensive language; 

H. Any illegal purpose or any purpose that violates WBH policy or is contrary to WBH’s 
best interests; 

I. Any solicitation of personal business or personal gain; 

J. Any use related to secondary employment (See policy HR – 1.10 – Conflict of Interest) 

K. Any use of the “Everyone” e-mail address, except for legitimate WBH-related 
business/communication. 

 L.  Any use of personal equipment, which requires connection to WBH computers or the 
WBH computer network. 

 

Violation: 
Any employee found to be in violation of this policy or improper use of these systems is 
subject to disciplinary action in accordance with the current Personnel Management Rules, 
up to and including termination. 

 
Filing Complaints: 

Any employee wishing to file a complaint under this policy may do so by contacting the 
Human Resources Director. Any evidence of harassment or other illegal use shall be left 
available for review by the investigators. All investigations regarding complaints shall be 
performed promptly, professionally, and confidentially by the Human Resources 
Department. 

 
Other Related Issues: 

A. Software 
 To prevent malware from being transmitted through WBH’s e-mail/Internet system, for 

licensing and registration issues, and for network configuration stability, there shall be 
no unauthorized downloading or installation of any unauthorized software. 
Unauthorized software includes, but is not limited to, any personal software, offensive 
screen savers, non-certified versions of WBH software or upgrades. Any desired 
changes in WBH’s system shall be approved through the Information Services 
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Department. All software downloaded shall be registered to WBH. Employees shall 
contact the Human Resources Department if they have any questions. 

B. Support 
 All support of WBH’s hardware and software is provided by the Information Services 

Department. Employees are not authorized to change any configuration without 
approval from the Information Services Department. Third-party support is approved 
only through the Information Services Department. Friends of employees and other 
computer experts are not permitted to work on WBH equipment or software 
configurations. 

C. Copyright 
 Copyrighted materials belonging to other entities may not be transmitted by employees 

on WBH’s e-mail, voicemail, fax, or Internet systems. All employees obtaining access 
to other companies’ or individuals’ materials must respect all copyrights and may not 
copy, retrieve, modify, or forward copyrighted materials, except with permission or as 
a single copy for reference use only. Failure to observe copyright or license 
agreements may result in disciplinary action, including termination. 

D. Security 
 WBH reserves the right to routinely monitor usage patterns for its e-mail, voicemail, 

telephone, and Internet communications. The reasons for this monitoring are many, 
including cost analysis/allocation, to ensure proper use of WBH equipment, to enhance 
productivity, to prevent harassment or misuse, and for management of WBH’s gateway 
to the Internet. All messages created, sent, or retrieved over WBH’s e-mail, voicemail, 
telephone, or Internet systems is the property of WBH and is considered public 
information. WBH reserves the right to access and monitor all messages and files on 
WBH’s electronic communications systems. Do not communicate, download, save, or 
in any other way use WBH’s electronic communications systems, including e-mail, 
voicemail, or Internet systems, in any way you wouldn’t want to have monitored 

C. Personal Equipment 
 All personal electronic equipment, including but not limited to: laptops, mice, 

keyboards, USB devices, mobile devices (e.g. PDAs, MP3 players, iPods, iPads, 
digital cameras, etc.), wireless routers, and printers may not be attached or connected 
to any part of the computer network, including our private secured WiFi, or any 
computers within any Wasatch Behavioral Health location or building. Connecting to 
the public WiFi is permissible. Access to Citrix from other external locations with 
personal electronic equipment (e.g., home, schools, outside agencies) is permissible. 
Cellphones and other devices are not allowed to be connected to any work computers. 
Cellphones and other personal electronic devices may only be charged by plugging 
into a wall power outlet, not via a USB cable plugged into a computer.  
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CLARIFICATION OF “INCIDENTAL PERSONAL USE”: 
A. Personal use shall be infrequent and sporadic and preferably before or after working 

hours. Prudent use of WBH electronic communications equipment is expected. 

B. Any personal usage must conform to all of the standards, rules, practices, procedures, 
and laws pertaining to such usage (as defined in federal and state law and WBH 
policies and procedures, including this policy). 

 

Right to Change and/or Terminate Policy: 
Reasonable efforts shall be made to keep employees informed of any changes in the policy; 
however, WBH reserves the right, in its sole discretion, to amend, replace, and/or terminate this 
policy at any time. 
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ELECTRONIC COMMUNICATIONS USER’S AGREEMENT (HR – 1.20a) 
 
 
I acknowledge that I have read and received a copy of WBH’s Electronic Communications policy 
regarding acceptable use of WBH’s e-mail, voicemail, Internet systems, and other electronic 
communications systems. I recognize and understand that WBH’s e-mail, voicemail, Internet 
systems, and other electronic communications systems are to be used for the conducting of 
WBH business only, except for time limited, incidental personal use. I understand that the use of 
WBH’s electronic communications systems and equipment for private purposes is strictly 
monitored and that personal electronic equipment may not be connected to any WBH device or 
company network including the private secured WiFi.  
 
I have read, understand, and agree to abide by this Electronic Communications policy. I further 
agree to report any violations of this policy that are known to me. 
 
I understand and agree that any violations of this policy may subject me to disciplinary action, 
including termination. 
 
I further understand that my communications on WBH’s e-mail, voicemail, and/or Internet 
systems reflect upon WBH’s image to its consumers, employees, other agencies, and the 
public-at-large. I also understand this policy can be amended at any time by WBH’s 
administration. 
 
 
 
______________________________  
Name (Printed) 
 
 
 
______________________________   ________________________ 
Signature       Date 
 
 
 
 



Drug-Free Workplace  Policy #: HR – 3.20 Approved: 01-11-21 Review Date: 01-11-24 Page 1 of 6 

 

WASATCH BEHAVIORAL HEALTH 
SPECIAL SERVICE DISTRICT 

 

 
DRUG-FREE WORKPLACE POLICY – HR – 3.20 
 

Purpose: 
To inform Wasatch Behavioral Health Services Special Service District (WBH) staff of the 
expectations, responsibilities, and liabilities associated with abuse or improper use of 

drugs and/or alcohol in the workplace and of the testing procedures for its employees and 
interns.  WBH believes that a drug-free workplace promotes a healthy, productive, and 

safe environment for its employees and clients.  

 

Definitions: 
A. Drug:  Any substance recognized as a drug in the United States Pharmacopoeia, the 

National formulary, the Homeopathic Pharmacopoeia, or other drug compendia, 
including Title 58, Chapter 37, Utah Controlled Substances Act, or supplement to 

those compendia. 

B. Drug Testing: Testing the urine sample for the presence of marijuana, cocaine, 
phencyclidine, amphetamines, natural opiates, synthetic opiates, barbiturates, 

methadone, urine alcohol, and propoxyphene and their metabolites.  Breath or blood 
testing for alcohol may also be performed. 

C. Employee:  Any person or officer in the service of WBH for compensation. 

D. Prospective Employee:  An individual who has received a conditional offer of 
employment from WBH. 

E. Periodic Testing:  Preselected and preannounced drug testing of employees or 
volunteers conducted on a regular schedule. 

F. Random Testing:  The unannounced drug testing of an employee or volunteer who 

has been selected for testing by using a method uninfluenced by any personal 
characteristic other than job category. 

G. Reasonable Suspicion Testing:  An articulated belief based on recorded specific facts 
and reasonable inferences drawn from observation by a trained supervisor or agency 
official that an employee or volunteer is in violation of this policy. 

H. Rehabilitation Testing:  Unannounced, preselected drug testing done as part of a 
program of counseling, education, and treatment of an employee or volunteer in 

conjunction with this Drug-free Workplace Policy. 

I. Safety Sensitive Position:  Any WBH position involving duties, which directly affect the 
safety of WBH employees, clients, and general public, or positions where there is 

access to controlled substances as defined in the Utah Controlled Substances Act 
(UCA 58-37).  This definition would include:  all doctors, nurses, maintenance, 

Marilyn Sanders
Note
We do not require our volunteers to take a drug test, however by signing this policy, you are affirming that you will not show up impaired by alcohol or drugs on your volunteer shifts.
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janitorial, grounds positions, and any employee or volunteer positions that require the 

employee or volunteer to drive either a WBH motor pool vehicle or their own vehicle 
on WBH business. 

J. Sample:  Urine, blood, breath, saliva, or hair samples gathered for the purpose of 

drug/alcohol testing. 

K. Significant Measurable Quantity (SMQ):  The impermissible quantity of a drug and/or 

alcohol that indicates a violation of WBH’s written policy.  As defined by Clinical 
Reference Laboratory, the SMQ for each drug below is as follows: 

Drug    Screening (ng/ml)   Confirmation ng/ml) 
Marijuana     50     15 

Cocaine     150     100 

Meth/Amphetamine   500     250 

Opiates     2,000     2,000 

Phenecyclidine (PCP)   25     25 

Barbiturates    300     300 

Benzodiazephene   300     300 

Propoxyphene    300     300 

Methadone    300     300 

Breath Alcohol    0.04%     0.04% 

 

Policy: 
It shall be the policy of WBH that all of its facilities be a Drug-Free Workplace.  This policy 
is intended to conform to the requirements as set forth in the Drug-Free Workplace Act of 
1988, Local Government Entity Drug-Free Workplace Policies Act, Utah Code Annotated, 

Title 34, Chapter 41, and all other relevant state and federal statutes including the 
Americans with Disabilities Act.  Therefore, it will be a condition of employment and 

continued employment that all employees, volunteers, prospective employees, and 
prospective interns must comply with the provisions of this Drug-Free Workplace policy 
and all other relevant state and federal Statutes. 

A. Each employee is hereby notified that WBH is a “Drug-Free Workplace” employer and 
prohibits the possession, use, under the influence of, and distribution of illegal drugs 

in the workplace.  It is also contrary to WBH’s policy for an employee to possess, use, 
or distribute prescription drugs intended for the use of someone else.  Further, it is the 
policy of WBH to prohibit the use of prescription drugs on its premises by any 

employee or volunteer in any manner other than that prescribed by that person’s 
physician. 

B. Employees, prospective employees, interns, and prospective interns are hereby 
informed that, as a condition of employment and continued employment, WBH 
maintains the legal right to perform, at its own expense, testing for the presence of 
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illegal drugs or their metabolites and for alcohol levels above the limits provided in this 

policy. 

C. To enforce this policy, WBH maintains the legal right to require any employee, 
prospective employee, intern, or prospective intern to take a drug and/or alcohol test 

under the following circumstances: 

1. Pre-employment:  Once WBH has made a conditional offer of employment, the 

offer is contingent upon the prospective employee/intern passing a drug and 
alcohol test.  

2. Post-accident: WBH may require testing after any work related accident or 

injury.. 

3. Upon a Reasonable Suspicion: WBH may conduct, at its discretion, drug and 

alcohol testing when a trained supervisor or agency official observes behavior 
or appearance that is characteristic of alcohol or drug abuse. 

4. Pre-announced Periodic Testing:  WBH may conduct, at its discretion, drug 

and alcohol testing periodically with one week’s notice to employees. 

5. Random Testing in Safety Sensitive Positions:  WBH may, at its discretion, 

randomly test employees in safety sensitive positions, conducted on a random, 
unannounced basis just before, during, or after performance of work functions. 

6. Rehabilitative Testing:  WBH may conduct, at its discretion, unannounced, pre-

selected drug and/or alcohol testing as part of an employee’s counseling, 
education, and/or substance abuse treatment program. 

7. To Comply With:  The federal Drug-Free Workplace Act of 1988 or other 
required drug policies. 

D. Employees/interns are also required to notify WBH within five (5) working days of any 

criminal drug statute arrests and/or convictions. 

E. WBH shall provide ongoing training to educate its employees and interns regarding 

the dangers of drugs and their use in the workplace.  

F. For employees and interns who voluntarily seek assistance, WBH will provide referral 
information on the availability of counseling and rehabilitation services that exist in the 

community for any employee or intern requiring such assistance. 

 

Results: 
A.  New hires/prospective employees or interns 

1.  A failed test will disqualify the individual for employment for a period of twelve (12) 

months from the date of the test. 

2. Those who refuse to participate in a requested drug and/or alcohol test will not be 

hired. 

B. Employees tested at random 
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Employees who fail a random test will be suspended pending investigation.  Further 

action will be based on the results of the investigation and existing WBH policies. 
Refusal to submit to a random test is considered as a failed (positive) test. A failed 
(positive) result may result in disciplinary action, including termination. 

C. Positive tests for employees or prospective employees/interns 

1. When test results are positive for a drug for which the employee/interns has a 

current prescription but which could cause impairment in the workplace, the 
employee/interns will be required to obtain certification from the prescribing 
physician that the employee/interns can perform his/her job safely and effectively. 

2. In the event the information cannot be obtained from the prescribing physician, 
WBH will select another physician to perform a medical evaluation to determine 

the employee’s fitness for duty. 

3. Results of the test will be reported to the Human Resource Department as a 
PASS/FAIL only. 

Costs: 
A. Drug testing will be at no cost to the employee, intern or prospective employee or 

intern.  An exception to this policy is the cost of sending out the split sample for a 
failed drug test will be divided equally between the employee/intern, or prospective 
employee/intern and WBH. 

 

Compliance with State and Federal Laws: 
WBH has adopted this policy as a political subdivision of the State of Utah interested in 
protecting the safety, health, and productivity of its workplace by employing only those 
individuals free from drug and/or alcohol abuse in the workplace.  This policy is designed 

to meet the requirements of the Local Governmental Entity Drug-Free Workplace Act, 
Utah Code Annotated, 34-41, et. seq. 

 

Procedures: 
Pre-employment Testing: All prospective employees or interns will be tested at a facility 
designated by WBH.  Testing will be done in accordance with the stated conditional offer 
of employment made to the prospective employee or intern.  Failure to report to the 

testing facility will be deemed a rejection of the offer of employment.  Testing will be on 
the prospective employees or interns own time and they shall not be compensated for it. 

Testing of Current Employees: Testing will occur during or immediately after the regular 
work period.  Testing time will be deemed work time for the purpose of compensation and 
benefits.  Employees or interns who are notified that they have been selected for random 

screens who fail to report to the designated collection site within 2 hours of notification or 
who fail to provide a specimen suitable for testing will be deemed to have failed the test. 
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Testing Facilities: Testing will be performed by an independent laboratory certified for 

employment drug testing by either the [Substance Abuse and Behavioral Health Services 
Administration (SAMHSA) or the College of American Pathology]. 

Testing:  The approved testing site will have available the proper instructions, chain of 

custody forms, collection kits including bottles and seals for split urine samples, and 
labels for the employee/intern, prospective employee/intern to initial and witness for 

accuracy.  Samples will be collected and tested in a manner that protects the privacy of 
the individual being tested and in a manner reasonably calculated to prevent substitutions 
or interference with the testing or reliability of the samples. The split urine sample bottles 

will be initialed and sealed in the presence of the employee/intern and initialed at the time 
of collection.  Should the initial sample indicate the presence of drugs or alcohol, the 

employee/intern shall be placed on unpaid leave. Within seventy-two (72) hours of 
notification of a positive result, the employee/intern may request that the second sample 
bottle be tested for the indicated drugs or alcohol at another approved laboratory.  The 

employee/intern will pay the full cost of the second sample test.  

If the employee/intern or perspective employee/intern declines to send the split sample to 

another laboratory during the seventy-two (72) hour period, WBH may, at its discretion, 
take disciplinary action under this policy based on the positive results.  If the 
employee/intern requests to send to another laboratory, the employee/intern is then 

placed on unpaid leave until the results are obtained.  If the split sample results are 
negative for the presence of a controlled substance, WBH may consider the results as 

negative and the employee/intern may return to work.  No report of the test will be 
retained in the employee’s/intern’s file.  (The employee or prospective employee will be 
paid for any unpaid leave that was taken as a result of a negative split sample.)  If the 

split sample is positive, WBH may, at its discretion, take appropriate disciplinary action as 
provided by this policy. 

Testing will include a chemical screen of a urine sample.  Sample testing will conform to 
scientifically accepted analytical methods and procedures as directed by the SAMHSA for 
employment screenings.  Before WBH may use the result of any test as a basis for any 

action, it will verify or confirm any positive initial screening test by gas chromatography, 
gas chromatography-mass spectroscopy, or other comparably reliable analytical 

methods.  WBH will notify the individual of any positive results as soon as possible by 
telephone or in writing at the last known telephone number or address.  

 

Right to Change and/or Terminate Policy: 
Reasonable efforts will be made to keep employees informed of any changes in the 

policy; however, WBH reserves the right, in its sole discretion, to amend, replace, and/or 
terminate this policy at any time. 
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Pre-employment Drug and Alcohol Testing Consent and Release 
 
I agree to take a urine test as part of my conditional offer of employment with Wasatch Behavioral 
Health Services Special Service District and if hired, to participate in Wasatch Behavioral Health 

Service Special Service District’s continued drug free workplace program. 
 

I authorize the testing laboratory to release test results to Wasatch Behavioral Health Service 
Special Service District and/or its designate. 
 

I agree to hold Wasatch Behavioral Health Service Special Service District, the collectors, the 
laboratory, and the medical review officer harmless from any liability arising from collecting 

specimens, testing, and using the results in connection with my conditional offer of employment. 
 
I understand that no physician/patient relationship is created between me and the employer or 

any person performing the test, solely by the establishment of a drug or alcohol testing program 
in the workplace. 

 
I agree that a reproduced copy of this pre-employment consent and release form has the same 
force as the original. 

 
I agree to provide the testing facility with photo identification at the time of testing. 

 
I have carefully read and understand this form.  I acknowledge that signing this form is voluntary 
and that no one forced me to sign it. 

 
 

Prospective Employee 
 
 

 
 

________________________________________            
                           ( Print )                                                                                              

 

 
 

_____________________________        _______           _________________________ 
                        ( Signature)                                                                                   ( Date) 
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WASATCH BEHAVIORAL HEALTH 
SPECIAL SERVICE DISTRICT 

 

HARASSMENT – HR-2.20 
 

Policy: 
Harassment based on race, religion, sex, age, national origin, disability or other factors is 
prohibited by both Utah State and Federal Laws and is a violation of Wasatch Mental 
Health Services Special Service District (WBH) policy.  

 

WBH shall ensure a work environment free from intimidation or harassment. WBH 
employees are directed to report any and all cases of harassment regardless of how 
minor it may seem. Complaints alleging harassment will be promptly investigated.  

WBH will act responsibly in taking appropriate action against any employee who is found 
to be in violation of the harassing another person. 

 

Definitions: 
A. Harassment: Is defined as an infringement of an employee’s right to work in an 

environment free from pressure based race, religion, sex, age, national origin, 
disability, or other factors. 

B. Sexual Harassment: Is defined as unwelcome sexual advances, requests for sexual 
favors, and other verbal and physical conduct of a sexual nature when:   

(1) Submission to such conduct is made or implied as a term of condition of an 
individual’s employment 

(2) Submission to or rejection of such conduct by an individual is used as the basis 
of employment decisions affecting such individual: or 

(3) Such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or offensive 
work environment. 

C. Offensive Actions: The following acts may constitute harassment under this policy, 
but is not an all-inclusive list: 

(1) Any sexual proposition or advances. 

(2) Any unwanted touching or patting. 

(3) Insulting or suggestive sounds. 

(4) Comments about a person’s body, body parts, race or racial characteristics. 

(5) Jokes with sexual or racial content, or jokes that degrade men or women. 

(6) Cartoons or pin-ups that may be construed as having a sexual or titillating 
nature or as racially offensive. 

(7) Calendars or pictures of naked or scantily clad men or women. 
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(8) Repeated flirtations or sexual comments. 

(9) Sexually suggestive displays or objects. 

(10) Repeated insults against men, women, or racial groups. 

(11) Comments or behaviors that promise benefits in return for sexual favors. 

(12) Explicit or implicit threats that a career or the work environment will be 
adversely affected if the sexual demands are rejected.  

 

Responsibilities: 
Management Responsibilities:  

WBH’s Chief Executive Officer, in consultation with the Human Resources Director (or 
Designee), is responsible for ensuring that employees are informed of their 
responsibilities under this policy. 

(1) Employees will be periodically reminded that harassment is unacceptable, and 
will be: 

• encouraged to report any and all suspected problems; 

• made aware of persons to whom such reports may be made; and 

• assured that employees will not be subject to retaliation for making reports 
of suspected problems. 

 WBH management is responsible for taking action to prevent harassment in the 
workplace.  

  

 Employee Responsibilities: 

 All WBH employees are expected to act professionally and refrain from making 
comments, gestures, or acting in any manner which can be construed as harassment. 

Employees are responsible to read and be familiar with this policy, and attend available 
training. Any occurrence of harassment that is made known to any employee of WBH, 
whether it occurs to that employee or to another person at WBH should be reported 
immediately. 

(1) A report of suspected harassment may be made to any of the following 
persons: 

• the reporting employee’s immediate supervisor; 

• the reporting employee’s division director; 

• any member of the Human Resources staff; 

• any member of the WBH executive management team. 

  

 Human Resources Responsibility: 

The Human Resources Director (or Designee) is responsible for conducting a prompt and 
through investigation of harassment complaints. 
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Investigation and Subsequent Actions: 
After notification of the employee’s complaint, the Human Resources Director (or 
Designee) will conduct an investigation to determine whether there is a reasonable belief 
that: 

(1) Harassment did occur; 

(2) Harassment did not occur; 

(3) A false allegation of harassment was maliciously made. 

Appropriate disciplinary action when indicated, will be taken based on the results of the 
investigation. 

 

Investigative Summary: 

A written summary of the investigation will be prepared by the Human Resources Director 
(or Designee) and reviewed with the WBH Chief Executive Officer for follow-up. Then the 
summary will be filed in a separate EEO file. 

 

Confidentiality: 
All investigations surrounding incidents of harassment will be conducted confidentially to 
the extent reasonably possible. Only those individuals with a need to know will have 
access to confidential communications resulting from the receipt and investigation of a 
complaint. Individuals within WBH who have a legitimate business reason may be made 
aware of the investigation and/or disciplinary action that was taken. While WBH will strive 
to protect confidentiality, WBH may be obligated by law or business purpose to release 
information. 

 

Retaliation Prohibited: 
Any form of retaliatory action against an employee who makes a good faith charge of 
harassment is prohibited. 

 

Right to Change and/or Terminate Policy: 
Reasonable efforts will be made to keep employees informed of any changes in the 
policy; however, WBHSSSD reserves the right, in its sole discretion, to amend, replace, 
and/or terminate this policy at any time. 
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Employee Acknowledgement 
 
 
To ensure a work environment free from intimidation from harassment in any form, Wasatch 
Mental Health Services Special Service District (WBH) directs each employee to report any and 
all possible cases of harassment and sexual harassment. Regardless of how minor you may 
feel it is; we are directing the human Resources Director (or Designee) to promptly investigate 
such reports. 
 
 

 

 
 
 
 
I _____________________________________ , have read and understand Wasatch Mental 
          (Please Print Full Name) 

 Health Services Special Service District’s Harassment Policy and agree to abide by it as a 
condition of my employment/continued employment with WBH. I understand that as a condition 
of my employment/continued employment, I must immediately report any inappropriate sexual 
or harassing conduct that I am aware of to the Human Resources Director (or Designee), my 
immediate Supervisor, Division Director, or member of WBH management. 
 
I further understand that any violation of this policy by me may result in disciplinary action being 
taken against me; up to and including termination. 
 
 
 
___________________________________________          _______________________ 
 (Signature)                                                         (Date) 
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