
Employee Conduct and Responsibility 

A. Patient/Family/Member Relations 

NHPCO staff members represent the organization through their job 
efforts.  It is imperative that the hospice care patients, palliative care patients and 
their caregivers, NHPCO members, the Board of Directors, and consumers 
receive the high standard of quality services that NHPCO has defined in its 
mission.  When carrying out their respective duties, staff members must remain 
mindful of the sensitive nature of hospice care.  NHPCO exists as an 
organization for the people it serves and is justified by the quality and extent of 
the support it offers. 

Care should be taken that the information imparted, orally or in writing, is 
accurate and up-to-date.  In every situation, whether greeting visitors, answering 
telephones, writing letters, mailing materials, rendering consultation, or 
conducting meetings, staff members reinforce and build the good reputation of 
NHPCO. 

B. Media Contacts 

Only the President and/or Vice President of Communications are to be 
considered as sources of information for the media.  All calls and inquiries from 
the media should be referred to the Communications office. 

C. Outside Work 

NHPCO believes that employees should focus their work hours on the 
business of NHPCO and therefore discourages employees from seeking outside 
work, particularly in the hospice community.  An employee must seek advance 
approval from his or her supervisor before accepting secondary employment.  
Management-level personnel may be required to sign a conflict of interest 
statement. 

D. Changes in Personal Data 

The individual files maintained on each employee must be kept accurate and up-
to-date.  Changes in the following information should be reported in writing 
immediately: 

o Name, address, and telephone number 
o Person to notify in case of emergency 
o Marital status (for insurance purposes) 
o Number of dependents (for insurance purposes)  

 



E. Personal, Privileged, and Confidential Information 

All employees at one time or another will receive personal, privileged and/or 
confidential information. That information may concern other employees, the 
company’s operations or other organizations with whom we do business. 
Employees are obligated to ensure that this information remains confidential and 
is not disclosed. This is true regardless of whether you are actively employed, on 
leave, or your employment with the company ends (for any reason).  

Employees who disclose such sensitive information will be disciplined, up to and 
including immediate termination. If inquiries are made from outside the company, 
particularly from the press, you should direct all such questions to the Vice 
President of Communications. 

If your employment with the NHPCO terminates, for any reason, you must 
promptly return all confidential documents and other materials that you have. You 
are not permitted to retain copies of any such documents or materials. 

 


