
 
 

Business Code of Conduct 

The mission of Advancement Northwest is: To provide efficient results of the highest quality by using 

research based best practices, a systematic approach to service delivery, and by focusing on client 

empowerment. This mission is achieved by demonstrating sound business practices and upholding 

company values. This Code of Conduct outlines what is expected of each employee and owner of 

Advancement Northwest in day to day functions.  

We believe in the following principles when conducting all business:  

 Direct and open communication with our participants, community partners, stakeholders and 
employees.  

o Advancement Northwest uses direct feedback from customers, stakeholders, and 
employees to improve services.  

 Professional and prompt customer service and follow through.  

o Phone calls and emails will be returned within 24 hours.  

 Use of an empowerment model as well as Motivational Interviewing principles. 

o These principles seek to empower participants to have power and choice in their 
services.  

 Honesty and accountability in all aspects of case management and business operations. 

 Developing lasting community relationship, improving our community, and showing 
demonstrated corporate citizenship. 

o A commitment to volunteering our time in our community and supporting local 
agencies. 

o An active involvement in community groups and professional networks.  

 Making sound financial decisions. 

o Consulting with financial experts around financial decisions.  

 Setting and achieving business goals to improve services. 

o Annually Advancement Northwest will set business goals which will be reviewed 
quarterly. These goals will be developed in response to customer and stakeholder 
feedback.  

 Responsive to changing needs. 



 
 

o Advancement Northwest strives to make our community a better place and will respond 
to the changing needs of the community.  

We expect all Advancement Northwest employees and owners to adhere to the business principles and 

demonstrate them during day to day activities.  

Additionally, guidelines have been formed regarding specific issues that can arise in the course of 

business. All employees and owners are expected to follow these written guidelines at all times.  

Marketing: 

Advancement Northwest services will be marketed to State and County agencies such as the Division of 

Vocational Rehabilitation and the Division of Developmental Disabilities. Additionally, Advancement 

Northwest may market directly to eligible participants. Advancement Northwest supports participant 

power and choice and will conduct all marketing with the attitude that the participant is collecting 

information to make an informed choice regarding their services. Advancement Northwest will truthfully 

market all services and will maintain professionalism when discussing competitors. Advancement 

Northwest will not provide services to a relative of any Advancement Northwest employee or owner as 

this could create a conflict of interest.  

Respecting of Client Rights, Promoting Client Welfare & Advocacy:  

Advancement Northwest employees and owners will respect client rights such as health and safety, 

informed choice, and confidentiality at all times. Additionally, Advancement Northwest will make every 

effort to promote the welfare and interests of the participant. Advancement Northwest employees and 

owners will respect participant diversity. Advancement Northwest will not discriminate based on age, 

color, race, national origin, culture, disability, ethnicity, gender, gender identity, religion/spirituality, 

sexual orientation, marital status/partnership, language preference, socioeconomic status, or any basis 

proscribed by law. Furthermore, Advancement Northwest promotes its services to all persons eligible 

for services by contract. Advancement Northwest does not have exclusion criteria and will ensure that 

cultural and language differences are not barriers to participating in services. Cultural competency 

training is provided annually to all Advancement Northwest employees and owners to enhance cultural 

competency at Advancement Northwest. Advancement Northwest will make reasonable 

accommodations to allow all persons eligible to participate equally in services. Advancement Northwest 

will also provide referrals to local social, legal, and economic resources if appropriate.   

Conflict of Interest:  

A conflict of interest occurs when personal interests interfere with the interests of the company. 

Advancement Northwest employees and owners will make a strong effort to avoid situations that have 

the potential to lead to a conflict of interest. If Advancement Northwest employees or owners have a 

question about a potential conflict of interest, management should be contacted immediately to 

determine a course of action. Common examples of conflicts of interests include: accepting gifts from 

participants, accepting benefits from an employer because a participant is employed there, and 

purchasing items for participants.  



 
 

Exchange of Gifts, Money, or Gratuities:  

The exchange of gifts, money, or gratuities is prohibited at all times at Advancement Northwest. This 

practice causes a conflict of interest and is not acceptable.  

Personal Fundraising: 

Personal fundraising during business hours to employees or owners is prohibited at Advancement 

Northwest.  Personal fundraising is prohibited at all times to participants, stakeholders, and employers.  

Personal Property and Property of Advancement Northwest:  

Advancement Northwest employees and owners should be aware of the potential risk to personal 

property while serving participants. For this reason it is suggested to leave items of substantial personal 

value (jewelry, clothing, cell phones, iPods, etc) at home. Property of Advancement Northwest including 

laptops, laptop cases, vehicles, office supplies, etc. should be used appropriately and safeguarded. 

Property of Advancement Northwest should be used by employees for business purposes.  

Setting Boundaries:  

It is expected that Advancement Northwest employees and owners will set personal boundaries with 

participants. Boundaries are important for the protection of Advancement Northwest employees and 

owners. Boundaries to be set by employees include:  

 Keeping personal information such as addresses and phone numbers confidential  

 Not engaging in personal communication with participants during non-work hours  

 Not engaging in social networking with participants including, Facebook, MySpace, 

LinkedIn, etc 

 Not engaging in sexual or romantic relationships with clients.  

Witnessing of Documents:  

The witnessing of documents including powers of attorney, guardianship, and advance directives is 

prohibited by Advancement Northwest employees and owners. Advancement Northwest employees 

and owners maintain a professional relationship with participants centered on employment planning 

and activities. Involvement with participants in legal matters is not appropriate.  

Professional Responsibilities:  

Advancement Northwest employees have many professional responsibilities. First and foremost, it is the 

professional responsibility of Advancement Northwest employees to promote client welfare, health, and 

safety. Furthermore, all Advancement Northwest employees are mandated reports who are mandated 

to report all suspected abuse and neglect to the appropriate authorities. Advancement Northwest 

employees will be trained on how to recognize signs of abuse and neglect and how to report to the 

proper authorities.  



 
 

Human Resources:  

Advancement Northwest has many human resource policies designed to streamline human resource 

functions and protect employees. Please refer to the individual human resource policies to answer any 

questions. If additional questions linger, please ask Advancement Northwest owners as Advancement 

Northwest does not have a designated Human Resource employee.  

Waste and Fraud 

Advancement Northwest aims to be environmentally conscious and minimize waste. Employees are 

encouraged to reduce, reuse, and recycle. Advancement Northwest is the recipient of public funds 

through the Division of Vocational Rehabilitation and the Whatcom County Health Department. 

Advancement Northwest keeps accurate financial records to ensure that funding is spent appropriately. 

As all Advancement Northwest employees and owners are tax payers, it is to everyone’s advantage to 

use public funds appropriately, cut down on waste, and prevent fraud.  Advancement Northwest 

employees should report all alleged activities involving waste, fraud, or abuse to Advancement 

Northwest owners immediately..  

Violations of the Business Code of Conduct 

It is expected that all Advancement Northwest employees and owners adhere to the business code of 

conduct at all times during work hours. Violations of this code of conduct by an Advancement Northwest 

employee or owner must be reported to the owners immediately. An in depth investigation of the 

alleged violation will be conducted by Advancement Northwest owners. Advancement Northwest 

owners will document the alleged infringement and provide a copy of the documentation to the 

employee it pertains to within 1 week of the reported violation. Advancement Northwest owners and 

the employee will discuss the alleged violation and determine an appropriate course of action within 2 

weeks of the reported violation. Courses of action of violating the business code of conduct include: a 

letter in the employee’s personnel file, suspension, and/or termination.  It is at the owner’s sole 

discretion to determine the consequence for violating the business code of conduct.  Advancement 

Northwest has a no tolerance policy for retaliation and Advancement Northwest employees should not 

fear reprisal for reporting an alleged violation.  

All employees will be provided with a copy of the business code of conduct 

during their orientation.  

I, __________________________________, have received a copy of Advancement Northwest’s Business 

Code of Conduct. Furthermore, I have read Advancement Northwest’s Business Code of Conduct and I 

will adhere to the values and policies in my day to day work. If I observe or suspect that there has been a 

violation of the Business Code of Conduct, I will report it immediately to the owner’s of Advancement 

Northwest.  

Signature:_____________________________________________________________________________ 

Date:_________________________________________________________________________________ 


