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Purpose

The Department of Social and Health Services (DSHS) is committed to creating and enforcing a
work environment where all employees have the right to conduct their work activities free from
any form of inappropriate behavior or misconduct. The purpose of this policy is to set clear
expectations for all employees, supervisors, managers, and appointing authorities of their
responsibilities.

Scope

This policy applies.to all employees, managers, supervisors, interns, and volunteers (whether
paid or unpaid) within DSHS.

If a provision of this policy-is in conflict with a collective bargaining agreement (CBA), the CBA
will supersede the provision with which it conflicts.

Additional Guidance

Administrative Policies:
e 18.17 Relationship and reporting structure
e 18.18 Outside employment
e 18.40 Discipline
e 18.60 Employee relationships with contracted service providers and outside organizations
e 18.63 Background checks



https://app.leg.wa.gov/rcw/default.aspx?Cite=41.06&full=true
https://ofm.wa.gov/state-human-resources/civil-service-rules/civil-service-rules-wac-357
https://app.leg.wa.gov/wac/default.aspx?cite=357-58
https://governor.wa.gov/sites/default/files/exe_order/24-02%20WSP%20Investigations.pdf
https://ofm.wa.gov/state-human-resources/labor-relations/collective-bargaining-agreements
https://dshs.wa.gov/office-of-the-secretary/dshs-administrative-policies
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e 18.64 Standards of ethical conduct

e 18.66 Discrimination, harassment, sexual harassment, and retaliation

e 18.67 Workplace and domestic violence/reasonable safety accommodation
e 18.75 Drug and alcohol-free workplace

e 18.89 Employee investigations

e 18.91 Use of resources

e 18.93 Respectful workplace

e 18.98 Response to complaints filed with an external agency

Collective bargaining agreements

Definitions

Alternative assignment: An appointing authority-initiated action assigning an employee to a
different work location while the employee is under investigation for alleged misconduct. While
on alternative assignment the employee will continue to receive regular pay and benefits.

Appointing authority: An individual lawfully authorized to appoint, transfer, layoff, reduce,
dismiss, suspend, or demote employees. WAC 357-01-025

Higher standard: Holding employees in positions of authority or power, such as supervisors,
managers, and appointing authorities to a higher level of scrutiny and accountability for 1)
modeling appropriate behavior, 2) holding employees accountable for conduct not consistent
with DSHS policies, and 3) meeting reporting and performance expectations. Steps in corrective
action or progressive discipline may be bypassed based on the severity of the conduct.

Home assignment: An appointing authority-initiated action assigning an employee to their
home. The employee must.remain available during their designated work schedule while on
home assignment. The employee will continue to receive regular pay and benefits and may or
may not be assighed work.

Modified assignment: An appointing authority-initiated action assigning or removing a portion
of an employee’s work that is different from their normally assigned tasks, while the employee
is under investigation for alleged misconduct. While on modified assignment the employee will
continue to receive regular pay and benefits.

Policy:

A. DSHS considers the failure of a DSHS employee to meet any of the expectations below as
workplace misconduct:

1. Employees must:
a. Follow all lawful supervisory directions;


https://ofm.wa.gov/state-human-resources/labor-relations/collective-bargaining-agreements
https://app.leg.wa.gov/WAC/default.aspx?cite=357-01-025
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Meet performance expectations;

Engage in professional workplace conduct; and

d. Follow organizational standards, including ethical, procedural, and behavioral
conduct.

(gl

Employees are responsible for contributing to a respectful workplace environment, and
treating others with civility, dignity, and respect, consistent with AP 18.93.

Employees are responsible for conducting themselves consistent with ethical behavior
and transparency. See AP 18.17, AP 18.18, AP 18.60, AP 18.64, and AP.18.91.

All employees are expected to conduct themselves in a‘non-violent, safe manner in the
workplace. See AP 18.67.

Employees must read and follow all DSHS administrative policies. If employees have
questions, they should consult with their supervisor, manager or human resources
business partner (HRD BP).

Represented employees must follow their collective bargaining agreements (CBAs). If
represented employees have questions, they should consult with their union
representative.

Employees must follow their federal, state and program requirements, directives, and
expectations, and DSHS expectations, including those outlined in their performance
development and expectation plans, and their position descriptions.

All employees must review this policy as part of the annual policy review checklist.

B. Criminal allegations

Acts of criminal conduct or criminal allegations relating to the workplace are taken very
seriously and may result in a referral to local law enforcement or to the Washington State
Patrol for investigation: See EO 24-02. DSHS reserves the right to take other actions pending
the criminal referral and investigation to law enforcement, such as alternative assignment,
modified assignment, home assignment, or immediate dismissal. See AP 18.89.

C. Employee expectations

Employees who fail to meet the expectations under sections A and B may be subject to
corrective action or discipline, up to and including termination. See AP 18.40 or refer to the
employee’s CBA.

D. Supervisor and manager expectations


https://dshs.wa.gov/office-of-the-secretary/dshs-administrative-policies
https://stateofwa.sharepoint.com/:u:/r/sites/DSHS-EXE-HR/SitePages/Contact-Us.aspx?csf=1&web=1&e=APcAi3
https://stateofwa.sharepoint.com/:u:/r/sites/DSHS-EXE-HR/SitePages/Contact-Us.aspx?csf=1&web=1&e=APcAi3
https://ofm.wa.gov/state-human-resources/labor-relations/collective-bargaining-agreements
https://governor.wa.gov/sites/default/files/exe_order/24-02%20WSP%20Investigations.pdf
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1. Supervisors and managers are responsible for acting on allegations of inappropriate
behavior or employee misconduct promptly. They should consult with their HRD
business partner and may include their appointing authority if they have questions.

Supervisors, managers, or other employees in positions of authority or power will be held
to a higher standard of accountability for compliance with this policy.

E. Appointing authority expectations

1. Appointing authorities are responsible for ensuring that their employees are aware of
the expectations of this policy.

2. Appointing authorities are responsible for ensuring that allegations of criminal conduct
relating to the workplace are promptly and.appropriately referred to local law
enforcement or the Washington state patrol, per EO 24-02.

3. Appointing authorities should consult with their HRD business partner if they have any
questions.

4. Appointing authorities will be held to a higher standard of accountability for compliance
with this policy.


https://stateofwa.sharepoint.com/:u:/r/sites/DSHS-EXE-HR/SitePages/Business-Partners.aspx?csf=1&web=1&e=JPghPt
https://stateofwa.sharepoint.com/:u:/r/sites/DSHS-EXE-HR/SitePages/Business-Partners.aspx?csf=1&web=1&e=JPghPt
https://governor.wa.gov/sites/default/files/exe_order/24-02%20WSP%20Investigations.pdf
https://stateofwa.sharepoint.com/:u:/r/sites/DSHS-EXE-HR/SitePages/Contact-Us.aspx?csf=1&web=1&e=wIi8nr

