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Review Dates ---- 
Revision Date: ----- Effective Date: 09/01/2019 Adopted: 09/01/2019 (Professionalism policy and 

Conduct and Performance policy were merged into this 
policy on June 12, 2019.  

 
Professionalism is comprised of several components. It involves meeting the expectations of one’s position, managing 
time and resources effectively, being responsible and reliable in delivering the highest standard of support, being 
dependable, timely, and organized while representing TMI. Professionalism includes being an active and positive 
representative of TMI, reflecting its values, and being a role model to clients. It involves having a clear understanding 
of the essential elements, which help define each employee’s role and how TMI’s values determine how those roles 
are carried out. TMI’s Board of Directors and leadership team expect that each employee will conduct themselves 
professionally, proactively, and responsibly in the fulfillment of their position.1  
 
Employee Expectations 
Employees will proactively address the expectations outlined in their job description, and those set by their immediate 
supervisor. This can be accomplished through regular contact or meetings in which performance is addressed, 
activities and accomplishments are reviewed, and goals and objectives are set. 
 
Time Management 
Employees are expected to manage their time efficiently through adequate organization of paperwork, tasks, and 
timeframes, following the agreed upon schedule of clients, attending all mandatory meetings and trainings, and 
maintaining reliable communication with TMI, their immediate supervisor, and other appropriate stakeholders. All 
timesheets and time-keeping entries need to be completed on time according to deadlines set forth in TMI’s monthly 
calendar. Working overtime requires pre-approval by immediate supervisor. 
 
Responsibility 
Employees are expected to be an active team member who contributes to the common goals set by the team. They are 
responsible for a level of organization and efficiency, allowing for the most positive and effective outcomes with 
clients and job tasks, such as paperwork, documentation, or communication. Employees will provide support by 
exercising the ability to control their responses and interactions with clients, client’s support circles, professionals, 
employers, co-workers, and family members. Employees recognize the need to be responsible for clients and 
acknowledge the need to exercise good judgment and common sense in promoting and protecting their health and 
safety.  
 
Representing TMI’s Values 
TMI expects employees to conduct their actions, interactions, and demeanor to positively reflect the following values: 
 
1. All people are treated with respect; 
2. All people have a right to make choices about small every day matters and important life-defining issues; 
3. All people are competent and have the right to share that competence through meaningful work and daily 

activities; and  
4. All people have the right to be fully included in daily life, to share ordinary places in community, and to make 

valued contributions to the life of others.  
         
Essential Roles of TMI Employees 
TMI’s values drive employee input in discussions around a client’s rightful place in community life. TMI employees 
are equally committed to the beliefs that: 
 
1. Anyone can live in the community in their own home if appropriate and adequately supported; 
2. Anyone can work at a real job for a real wage; and  
3. Children belong in families where they are loved and nurtured 
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Employees understand that the essential elements of their role include (but are not limited to): 
 
1. Advocacy: Protecting the rights of people with disabilities, both those that are afforded under the Constitution as 

citizens and those they are afforded by the California State Legislature under Welfare & Institution Code, Sections 
4502 and 4503.2  

2. Safety: Minimizing risks of endangerment to the health, safety, and well-being of clients. 
a. For example, Supported Employment groups, Integrated Work (IW)/Community Integration 

Services (CIS), and some Supported Living clients require 100% supervision. In cases where an 
employee needs to step away for a very short period of time, such as to use the restroom, then the 
employee is responsible for ensuring that clients are in close proximity and in a safe area. 

b. In other TMI programs, clients may be left alone if deemed appropriate by the client’s 
interdisciplinary team (which may include the Regional Center, TMI Case/Division Manager, TMI 
Social Worker, or client’s family). 

3. Confidentiality: Maintaining confidentiality regarding identity of clients, specifics related to services, supports, 
records, and communications, as outlined in W&I Code 4514.3  

4. Communication: Employees are required to: 
• Maintain reliable contact with clients and stakeholders by maintaining either a company or personal cell 

phone in working order and immediately reporting their loss or damage; 
• To regularly check all phone voicemails, text messages, and email messages and respond to them in a timely 

fashion;4 
• When in office, check assigned mailboxes; 
• Take initiative in the scheduling of supervisory meetings with their immediate supervisor; and 
• Address issues and concerns regarding clients with appropriate team members, immediate supervisor, etc. 

4.   Documentation: Maintaining current paperwork related to client’s services and supports, and personnel records 
such as timesheets, requests for updated personnel information, etc.  

5.   Professional Appearance: Professionally representing TMI and acting as a role model to persons served through 
appropriate attire, hygiene, and personal appearance.5 

 
Conduct and Performance 
TMI expects the highest standards of conduct and performance from its employees at all times. Employees who fail 
to meet TMI’s conduct or performance standards are subject to a progressive disciplinary process and/or termination.6 
TMI’s progressive disciplinary process is intended to provide a fair method of disciplining employees who fail to meet 
those standards of conduct or performance. 
 
Progressive Disciplinary Process:  

Step one: Verbal Counseling  
Step two: Written Warning 
Step three: Performance Improvement Plan (PIP) 
Step four: Suspension, if applicable  
Step five: Termination 

 
Steps one through four above will be active for one year if the violation pertains to the same performance concerns. 
If an employee is subject to discipline before the one year anniversary of a disciplinary step, the employee will be 
subject to the next disciplinary step. Given the nature or seriousness of a violation, TMI may choose, at its discretion 
and with a director’s approval, to deviate from any order of the process. As a reminder, the employee or the employer 
can terminate the employment "at will" at any time, for any reason, or no reason at all.7  

Employee conduct or performance that could result in disciplinary action includes but is not limited to:  
• Inattention to duty; 
• Performance deficiencies; 
• Unauthorized absences/excessive absenteeism including tardiness;8  
• Violation of law or TMI policies; and 
• Violating safety rules. 
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Employee conduct which could result in immediate suspension and/or termination includes but is not limited to:   
 
• Violation of Code of Ethics;9  
• Misuse of client or TMI funds or property;10  
• Acts or threats to do harm, or intimidation to a TMI client, employee, or property;11, 12 
• Possession of a firearm or other dangerous weapon(s) in the workplace;13 
• Refusal to accept work assignments, perform work, or falsification of work records; 
• Abuse or neglect of clients which includes leaving them unattended or alone when not appropriate. 
• Possession or use of drugs or alcohol while supporting clients or acting on a client’s behalf.14 
 
Performance Improvement Plan (PIP) 
At the discretion of the Program Directors or the Executive Director and under the advisement of the Director of 
Human Resources, a Performance Improvement Plan (PIP) may be implemented to bring the employee’s performance 
up to acceptable standards.15 The PIP is intended to provide the employee with clear guidelines, resources, and 
timelines as to the expected performance outcomes. During the time period specified in the PIP, progress review 
meetings will be done at least every thirty (30) days. 
 
An employee who is placed on a PIP will not be eligible for a promotion, transfer, or job change for the entire period 
of the PIP. In cases where an employee is on a PIP and their annual performance review is due, the review will take 
place as scheduled and merit will be based on the supervisor’s discretion, taking into account the reasons for the PIP.  
TMI will make the determination if other action such as termination is appropriate at any time during the PIP. 
 

I have read TMI’s Professional Conduct and Performance policy and understand it. I also understand I will be subject 
to this policy and agree to follow it.  
 

      
Printed Name  Signature  Date 
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