County of Fairfax, Virginia

To protect and enrich the quality of life for the people, neighborhoods and diverse communities of Fairfax County

Standards of Conduct

Each employee, regardless of grade or length of County service is responsible for promoting
an image of professionalism at all times and as such is expected to adhere to the following
Standards of Conduct. Violation of the Standards of Conduct is grounds for disciplinary
action up to and including termination:

e Comply with a proper order of an authorized supervisor.

o Treat individuals, including subordinates, fellow employees and management alike, and
those whom they serve, with respect, courtesy and tact regardless of age, race, color,
religion, sex, national origin, marital status, disability, or sexual orientation;

o Dress in appropriate attire, uniform or safety equipment as specified by the standards
and work rules for the agency and position;

« Maintain confidentiality with regard to client or customer information in accordance
with state and federal law, County ordinance and County policy;

e Promote safe operations and comply with all appropriate safety and health regulations;

o Promptly report safety and health hazards so that they can be corrected before injuries
result;

o Render full and efficient service and provide the highest level of customer service
possible; and

o Comply with rules and regulations governing hours of work, absences, use of leave.

The following conduct is prohibited. Employees who engage in any of the following are
subject to disciplinary action, up to and including termination:

« Dispensing special favors or privileges or making private promises to anyone or
accepting favors which might be construed as influencing the performance of County
duties;

e Using information received confidentially in the performance of County duties as a
means of making private profit;

« Engaging in criminal, dishonest, immoral or disgraceful conduct prejudicial to the
County; or conviction of a crime which reflects negatively on the County;

« Soliciting or accepting anything of value in return for performing or refraining from
performing an official act;

e Using County facilities, equipment, property or manpower for other than officially
approved activities, such as excessive use of a telephone for personal reasons during
business hours or charging long distance telephone calls to the County;

o Carelessly or willfully causing destruction of County property;
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o Manufacturing, distributing, possessing, using or being under the influence of alcohol
or illegal drugs while at work or on County premises, or while driving a vehicle on
County business;

e Threatening or assaulting a fellow employee or the public;

o Falsifying any County record or report, (e.g., employment application, time and
attendance reports or workers' compensation claims);

« Participating in mischievous actions such as horseplay, disorderly conduct or similar
undesirable conduct;

e Using obscene language toward fellow employees, supervisors, subordinates and/or
members of the public;

e Arriving late for work consistently;

o Engaging in outside employment without approval of the department head or designee;

e Abusing supervisor authority, such as gross favoritism, harassment or mistreatment of
employees;

« Using racial, sexist or ethnic slurs or other language that denigrates any person on the
basis of age, race, color, religion, sex, national origin, marital status, disability, or
sexual orientation;

o Sexually harassing fellow employees, supervisors or subordinates;

« Bringing a gun, knife or other weapon, either concealed or displayed, to work or onto
County premises, unless specifically authorized by the department head to do so;

« Knowingly operating a vehicle on County business with a revoked or suspended
operator's permit;

« Engaging in rude or unprofessional behavior or disorderly conduct, even if the behavior
is not expressly forbidden by regulation or law; and

« Violating any County policy or regulation not specifically set forth in this document.
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