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Introduction
The San Bernardino County Department of Public Health (DPH) works to prevent epidemics and the spread of 
disease, protect against environmental hazards, prevent injuries, promote and encourage healthy behaviors, 
respond to disasters and assist communities in recovery and assure the quality and accessibility of health 
services throughout the County.

The values of DPH are:

COLLABORATION: We build and nurture partnerships to achieve mutual success. 

DIVERSITY: We celebrate and respect the uniqueness of cultures, communities and beliefs. 

EQUITY: We ensure that all individuals and communities have equal opportunity for health and well-being. 

INNOVATION: We implement creative solutions to address emerging problems. 

TRANSPARENCY: We are open, honest and accountable in our relationships, processes and actions. . 



Corwin Porter
Director, Department of Public Health

Welcome to the Department of Public Health!

We are grateful that you have elected to join us in the pursuit of achieving our vision of healthy people 
in vibrant communities. The work you do at the Department of Public Health will have a profound impact 
on the individuals and families we serve. We hope you are as excited as we are about improving the 
health and wellness of county residents and creating an environment where people come to live, work 
and play.

The Department of Public Health offers a huge variety of services which help to make San Bernardino 
County a safe place to live. We ensure that pets are responsibly cared for, provide health care for 
low-income residents, control the spread of infectious diseases, promote food safety and prevent 
environmental hazards, provide resources for pregnant women and young children, prepare for large 
scale epidemics and provide many other valuable and necessary services. More important are the 
staff that ensure the successful implementation of these services. From our front line staff and health 
educators who interact with people daily, to our administrative staff who work behind the scenes to 
make sure everything works, together we help people access the resources and services they need to 
maintain their health and wellness.

I encourage you to learn everything you can about the program you are working for. For those of you 
who will be working directly with county residents, observe how your service affects their lives. For 
those of you working behind the scenes, think about how the work you do ensures the health and safety 
of county residents. This is a great opportunity to increase your knowledge about how public health 
affects the lives of all county residents.

The department thanks you for your service and wishes you the best in pursuit of your academic, career 
and life goals. 

Corwin Porter
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DPH Organizational Chart
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DPH Programs
Animal Care and Control (ACC) 
works to prevent rabies in humans and pets, 
to educate the public about responsible pet 
ownership, including the importance of spaying 
and neutering, to protect and serve the public 
and pets by enforcing all laws and ordinances 
pertaining to ACC, to care for all animals domestic 
and wild, to reunite lost pets with their owners, 
to place unwanted pets into new homes and to 
maintain a high quality of service.

Animal Care and Control
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California Children’s Services (CCS) is a 
statewide program that arranges, directs and pays 
for medical care, equipment and rehabilitation, for 
children and young adults under 21 years of age 
who have eligible medical conditions and whose 
families are unable to pay for all or part of their 
care.

California Children’s Services

Clinic Operations provides a wide range of 
low-cost, confidential health services such as:

 ● Immunizations
 ● Maternal and reproductive health
 ●  HIV services
 ● Primary care and pediatrics 

The mission of Clinic Operations is to protect 
health, prevent disease, and promote health and 
well-being. 

Clinic Operations

Communicable Disease Section (CDS) 
performs disease surveillance, implements 
infection control measures  and provides education 
designed to reduce or manage the incidence 
of infectious disease that are consistent with 
California law. CDS works directly with residents 
who have communicable disease conditions and 
refers them to health care providers. CDS also 
works with schools and health care providers to 
maximize immunization coverage for all ages.

Communicable Disease Section
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DPH Programs
Community Outreach & Innovation is comprised of 
the following programs:

 ● Healthy Communities works with cities and community 
partners to improve the health of all county residents.

 ● Community Vital Signs is charged with creating a plan for 
coordinating partners working to improve health across the 
county.

 ● Reentry partners with organizations working toward the 
long-term success of the formerly incarcerated.

 ● Local Oral Health (LOH) works to improve the oral health 
of county residents. 

Community Outreach & Innovation

Environmental Health Services (EHS) is the agency 
designated by the State of California and San Bernardino 
County to enforce laws and regulations regarding food 
protection, recreational health, vector control, safe drinking 
water, housing, organized camps, body art, medical waste, 
wastewater, solid waste, land-use and emergency operation 
response. Through inspections and educational efforts, 
EHS helps facility operators and other stakeholders achieve 
compliance with these laws and regulations. 

Environmental Health Services

Family Health Services seeks to address conditions 
in which the maternal, child, adolescent and young adult 
populations and their families can be healthy by assessing 
community health concerns, empowering individuals to adopt 
healthy life styles, organizing community efforts to embrace 
health promotion and wellness core values, assuring maternal 
and child health best practices and working with the State of 
California and other agencies to develop and advance public 
health policy. 

Family Health Services

Health Promotion & Education Section staff 
are embedded throughout the Department providing direct 
community-based prevention and education programs, working 
with various customers and partners, both internal and external, 
to increase awareness and knowledge, providing linkages and 
referrals, promoting healthy lifestyles and empowering behavior 
change to improve the health of the community.

Health Promotion & Education
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4

DPH Programs

Nutrition Program focuses on preventing 
nutrition and activity-related chronic diseases 
through education and the creation of supportive 
food and activity environments in collaboration 
with community partners, to make healthy choices 
easier where people eat, live, learn, work, play, 
shop and worship.

Nutrition

Preparedness & Response Program 
(PRP) works to prepare for emergencies caused 
by bioterrorism, infectious disease and other 
public health threats through the development 
and exercise of comprehensive public health 
emergency preparedness and response plans.
The goal of PRP is to provide a coordinated 
response along with emergency responders and 
partner health agencies to meet the public health 
needs of our residents in the event of such disaster. 

Preparedness & Response Program

Public Health Laboratory is certified by 
the California State Department of Public Health 
and is a federally certified clinical laboratory by 
Clinical Laboratory Improvement Amendments 
(CLIA). Public Health Laboratory provides 
a broad range of reference and diagnostic 
services in the fields of bacteriology, virology, 
immunology, mycobacteriology, mycology, 
parasitology and food bacteriology.

Public Helath Laboratory

HIV/AIDS Services provides comprehensive 
HIV prevention, care and treatment services. 
Some services are provided directly by DPH, 
while others are delivered through partnership 
agreements with community-based agencies. 
All services are focused on meeting the National 
HIV/AIDS Strategy objectives of: 1) reducing new 
HIV infections, 2) increasing access to care to 
improve health outcomes for people living with 
HIV and 3) reducing HIV-related health disparities. 

HIV/AIDS Services
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DPH Programs
Vital Statistics Registration Office (VSRO) operates as 
the Local Registration District (LRD) for San Bernardino County.  
The VSRO performs the following functions: 
• Assist hospitals, mortuaries and the public with the 

registration process and amendment of records.
• Issue permits for disposition of human remains.
• Provide letters for transporting bodies out of country. 
• Issue certified copies of county births, deaths, and fetal 

death events occurring within the last 24 months.

Vital Statistics Registraiotn Office
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Women, Infants & Children (WIC) is a nutrition 
education and food supplement program that helps lower 
income pregnant women, new mothers, infants and young 
children eat well and stay healthy. Pregnancy and early 
childhood are important times for growth and development. With 
this in mind, WIC has been designed to help its participants 
make choices that can have a positive and lasting difference in 
their family’s health.

Women, Infants & Children
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General Information
DPH strives to create a safe and affirming environment where a diverse group of people 
can work together cooperatively and constructively to serve the community. In order to 
maintain such an environment, there are some basic rules that all DPH staff, interns and 
volunteers must follow:

 ● Discrimination: We do not tolerate any discriminatory practices that violate 
applicable laws, including sexual harassment. 

 ● Drug-free Workplace: The illegal manufacturing, distribution, dispensation, 
purchases, possession, sale or use of drugs is prohibited, including marijuana. 
Failure to comply will result in disciplinary action and/or termination. 

 ● Smoking: Smoking, vaping and the use of tobacco products are not permitted within 
20 feet of any access (doors, windows and ventilation systems) to a county facility.

 ● Weapons: Weapons, including personal protection weapons of any kind are not 
allowed anywhere on DPH premises including parking lots and facilities.

 ● Computer Use: Use of DPH computers is only permitted during work hours and for 
assigned DPH work duties. Use is not permitted for personal or school use.

 ● Onsite Injury: If injured, report it immediately to your program lead.
 ● Be On Time: Arrive on time for your shift. Always contact your program lead if you 

will be late or out sick.

6
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Basic Ergonomics

Sitting Position
Your spine should be 
straight and your back 
and hips should be 
against the back of the 
chair.

Neutral Position
You should be in a 
neutral position. This 
means that your ears, 
shoulders and hips 
should be in alignment.

When sitting at a workstation, ensure that it allows you to use proper posture in order to 
avoid strain or injury. Observe the following for proper posture:

7

Your chair, desk, and workstation should be adjusted to support neutral posture.

Note: Be sure to wear comfortable shoes, per the County Dress Code, in the event you are 
required to stand for long periods of time.

Arm Rests
• For resting only.
• When typing, do not 

use arm rests.

Desk Top
Arrange items on the 
desk in a way that allows 
you to reach without 
stretching any item you 
use frequently.

Typing
• Fingers are relaxed 

and wrists are straight.
• Keyboard tray is level 

with your elbows.
• Elbows and shoulders 

for a 90-degree angle.

Foot Placement
Your feet should be flat on 
the floor or on a foot rest.

Keyboard and Mouse
• Keep the keyboard level.
• Keep the mouse next to the keyboard.
• Do not park your wrists when typing or using the 

mouse. Your hands should glide across the keyboard 
with a light touch.
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Infection Control
For those working in programs serving patients or with frequent, daily public contact, you will 
be expected to use the following infection control measures:

 ● If you have a contagious illness (cold or flu), stay home from work. 

 ● Always cover coughs and sneezes with a disposable tissue and/or wear a disposable 
mask.

 ● Always wash your hands 
 - Before eating. 
 - After using the restroom. 

 - Before touching your eyes, nose or mouth.
 - After contact with someone who may be sick.

8
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Reporting Abuse
Abuse is generally defined as the intentional maltreatment of an individual which may cause injury, 
either physical or psychological. The following clues or indicators may be helpful when deciding if 
there is evidence of abuse:

Victim of Abuse Indicators
 ● Unexplained injuries
 ● Changes in physical health (sudden weight loss, malnourishment, dehydration without illness 

or related cause)
 ● Presence of bedsores, soiled clothing 
 ● Signs of fearfulness, hopelessness or resignation, depression, contradictory statements or 

other type of abnormal behavior
 ● Improper dress, such as too many clothes for the existing temperature

Abusive Caretaker Indicators
 ● History of substance abuse and resentment towards individual  
 ● Expresses feeling of obligation, resentment or being forced to provide care  
 ● Exhibits poor relationship with individual
 ● Exhibits poor self-control with anger towards individual, general hostility and/or frustration
 ● Shows little concern or regard towards individual or their feelings
 ● Lays ‘blame’ upon individual
 ● Does not allow individual to speak for him or herself; is reluctant to cooperate

How Do I Report Abuse?
If you suspect abuse or neglect, contact your supervisor. 
To report abuse, contact the following hot lines: 

Type Agency Phone #
Child Children and Family Services (800) 827-8724
Elder or dependent adult Adult Protective Services of San Bernardino County (877) 565-2020
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Message from the Director

The San Bernardino County Department of Public Health (DPH) is committed to the health, safety and quality of life for 
all County residents and visitors. We believe that our staff, the services we provide and the partnerships that we build with 
all sectors and throughout our communities will transform the standard of wellness in our County. DPH will continue in 
its endeavors with integrity and respect to those that we serve and with the utmost regard to ethical standards of conduct.

The DPH Code of Conduct (Code) was developed to provide guidance to DPH employees and to be followed in 
conjunction with all County, Human Services and Department policies, standard practices, and applicable federal, state 
and local laws and regulations. The Code will be updated periodically at the discretion of DPH Management.

New DPH staff and volunteers will receive a copy of the Code during DPH orientation and annually at the time of their 
WPEs. Employees should contact their supervisor with any questions.

Thank you for your commitment to the vision and mission of the Department of Public Health and for your cooperation in 
the implementation of the DPH Code of Conduct.

Sincerely,

Trudy Raymundo 
Director

Appendix A
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DPH Vision, Mission, Values and Goals

Vision
Healthy people in vibrant communities.

Mission
Working in partnership to promote and improve health, wellness, safety and quality of life in San Bernardino 
County.

Values

COLLABORATION: We build and nurture partnerships to achieve mutual success. 

DIVERSITY: We celebrate and respect the uniqueness of cultures, communities and beliefs.

EQUITY: We ensure that all individuals and communities have equal opportunity for health and 
well-being. 

INNOVATION: We implement creative solutions to address emerging problems.

TRANSPARENCY: We are open, honest and accountable in our relationships, processes and actions.

Goals

To have communities and environments support healthy lifestyles.
To educate individuals and communities to make informed healthy decisions. 
To have each individual be able to achieve his or her full health potential.
To have health services address community health needs.
To have a department with the necessary tools to support healthy people and vibrant communities.

Purpose of DPH Code of Conduct

DPH’s Code of Conduct builds upon the County of San Bernardino Personnel Rule1 – Code of Ethics and 
Commitment to County Public Services. Rule 1 articulates certain fundamental standards of conduct required 
by all public officials and employees for the proper operation of County government and carries the force of 
law. These standards are intended to strengthen public service and to maintain and promote faith and confidence 
of the people in their government. Rule 1 also covers Responsibilities of Public Office; Dedicated Service; 
Nondiscrimination; Oath of Allegiance; Confidential Information; Use of Public Property; Conflict of Interest; 
Political Activity; County/Employee Responsibility; and Delegation of Authority.

The purpose of the Code of Conduct is to strengthen the delivery of public health services by DPH employees 
while complying with laws, policies, regulations, rules and standard practices. At all times, the Code will 
remain consistent with the vision, mission, values, goals and objectives of the Board of Supervisors; the County 
Administrative Office; Human Services Administration; and DPH. The Code may not be interpreted in a manner 
that contradicts any federal, state, or local law or regulation, or authorized County, Human Services or department 
policy, standard practice, agreement, contract, directive, or Memoranda of Understanding (MOU), or any side 
letter agreements and amendments to current MOUs. Please see the following website links for reference:

County Policy Manual
Human Services Policy and Standard Practice Manual 
DPH Policies and Standard Practices 
Human Resources MOUs

Appendix A
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DPH Employees Covered By the Code of Conduct

All full-time, part-time, temporary, and contract staff, including students, interns, externs, volunteers and work 
experience (WEX) workers are covered by this Code.

DPH Leadership

Effective leadership requires a commitment to create an environment that encourages staff to raise concerns and to propose 
solutions and new ideas. DPH executive and management staff are expected to exercise responsibility in a manner that 
is professional and respectful; shall ensure that employees have sufficient information to comply with laws, regulations, 
policies and standard practices; must create a culture within DPH that promotes compliance with federal and state laws and 
professional standards of conduct and ethics; and shall also provide resources to employees to help them resolve ethical 
issues.

Code of Ethics

The Code of Ethics establishes minimum standards of employee conduct/behavior necessary for efficient business operations 
of the agency and/or each individual division within the Department of Public Health (DPH). The intent is to strengthen 
public service, and to promote and maintain faith and confidence of the public in our department and its employees.

DPH employees are agents of the public, serving for the benefit of the public and division clientele. As such, the highest 
standards of morality and ethics must be demonstrated. Truthfulness and honesty are an expectation of all employees 
on a daily basis. Inappropriate conduct that interferes with operations, discredits the County, or is offensive to clients or 
coworkers will not be tolerated.

Employees are expected to conduct themselves in a positive and professional manner at all times in order to promote the 
best interests of the County.  Appropriate conduct includes, but is not limited to the following

A. Performing assigned duties in a competent and responsible manner, in accordance with the standards and 
expectations established for the position by the department.

B. Working to prevent or eliminate discrimination or the perception of discrimination on the basis of any 
protected class as defined by applicable federal and state law (e.g. age, ancestry, color, marital status, 
medical condition, physical or mental disability, race, religion, gender, or sexual orientation).

C. Giving precedence to professional and employment responsibilities over personal interests; distinguishing 
clearly between statements and actions performed as an individual versus those performed as a representative 
of the department in any communication, verbal or written, and in any public presentations or meetings 
where clientele, the public or news media may be present.

D. Accepting responsibility for the quality and extent of the services provided, being accurate in statements 
and demonstrating the highest standards of morality and ethics. (San Bernardino County Personnel Rule 1, 
Section 1.2). 

E. Treating every person with whom you come into contact (including, but not limited to, clients, co- workers, other 
County employees, vendors and other members of the public) in a courteous and considerate manner.

Appendix A
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F. Refraining from on-duty and/or off-duty behavior or conduct that is offensive or undesirable, or which is contrary 
to the County’s best interests.

G. Cooperating with departmental and/or County investigations; providing truthful and complete information; and 
maintaining confidentiality in all aspects of the investigative process and subsequent information following any 
investigation.

H. Reporting to work regularly and punctually, as scheduled; and being at the proper workstation, ready for work, at 
the assigned starting time. (Memorandum of Understanding, Standard Tour of Duty).

I.  Giving proper advance notice when practical per departmental requirements whenever unable to work or report 
on time.

J.  Maintaining cleanliness and order in the workplace and work areas.

The following conduct is prohibited and individuals engaged in it will be subject to discipline, up to and 
including termination:

a. Discourteous treatment of the public or co-workers, including, but not limited to, using profanity or 
abusive language.

b. Dishonesty.

c.  Tardiness and absenteeism from work, including excessive absences for “emergency matters,” excessive 
absence for unprotected illness or injury, or pattern of absenteeism (i.e., the work day following a holiday, 
calling in sick when vacation time was previously denied for the same day, regularly calling in sick on 
Fridays, etc.)

d. Possessing firearms or other defensive weapons on County property and/or while conducting County 
business unless otherwise specifically permitted by your job duties.

e.  Engaging in violent conduct (fighting, assaulting, threatening, intimidating, etc.) or making threats of 
violence, implied, actual, direct or indirect, directed toward any person, occurring at a County work place 
or in connection with the conduct of County business.

f.  Engaging in any form of sexual or other illegal harassment and/or discrimination.

g. Possessing, consuming, selling, purchasing, distributing, manufacturing, or being under the influence 
of alcohol and/or illegal drugs (or prescription drugs if use adversely affects the employee’s ability to 
perform County employment safely and effectively) during employee’s work hours, in County vehicles, 
personal vehicles used for County business, while in County uniform, or on County property.

h. Disclosing confidential information, whether intentional or done negligently. This includes, but is not 
limited to: client information, Protected Health Information (PHI), Personally Identifiable Information 
(PII) and information from ongoing investigations, personnel information, etc.

i. Accessing confidential information that is not required to complete the employees’ duties.
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j. Knowingly falsifying, altering, or destroying any departmental documents, records or reports, including 
knowingly providing a falsified or altered document.

k. Providing false testimony or statements within the course and scope of duties, i.e., court testimony, 
information provided to and/or during official court or other administrative processes, including 
administrative investigations.

l.  Stealing, destroying, defacing, or misusing County property or property of co-workers or members of the 
public, including clients and vendors.

m. Misusing County communications systems, including e-mail, computers, Internet access, telephones, 
cellular phones, and other County-provided business equipment.

n. Misusing County vehicles, including violations of law, such as but not limited to, speeding, running red 
lights, parking violations, smoking or vaping in County vehicles, using County vehicles for personal use, 
or otherwise using such vehicles inappropriately.

o. Refusing and/or failing to follow management’s instructions concerning a job-related matter or being 
insubordinate.

p. Playing pranks or engaging in horseplay.
q. Violating any County, Agency, or department rule, policy, and/or procedure.
r.  The examples of impermissible behavior described above are not intended to be an all- inclusive list.

Customer Service

DPH’s clients and patients require the provision of efficient and effective quality services in compliance with 
professional standards of conduct. Employees shall interact with the public and one another (face to face or by 
telephone, letter, e-mail, or other manner) in a professional and respectful manner. Employees shall maintain and 
present a courteous, friendly and professional attitude in serving clients, patients or anyone else encountered in a 
DPH clinic or program.

Dress Code

Employees and volunteers shall follow County Policy No. 07-16, Standards of Dress and Grooming and DPH Policy No. 
02-13 Standards of Dress and Grooming. To promote the positive and professional image of DPH, employees shall 
present a clean and professional appearance. Employees will wear approved DPH and County identification 
badges while on duty, photo side facing out, except where specifically exempted or prohibited due to a safety 
issue or in cases where wearing an identification badge interferes with the execution of the employee’s duties. 
Issues or disagreements arising from the dress and grooming policy shall be reviewed by the Program Manager, 
Human Resources Officer and/or DPH Director.
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Workplace Conduct and Employment Practices

Certification, Credentials, Licensure, Registration and Waivers
Employees, contractors and volunteers must maintain the appropriate federal, state and local certification, 
credentials, licensure or registration required by law or licensing board for their position. Employees, contractors 
and volunteers must provide to program management copies of all legal documents demonstrating compliance 
with federal, state and local requirements within 30 days of obtaining such documentation. The same 30 day 
requirement is expected prior to the expiration of such documents. Failure by employees and contractors to 
maintain the required certifications, credentials, licensure or registration exposes DPH to significant civil and 
criminal liability and financial loss and may result in disciplinary action up to and including termination.

Confidentiality
Employees, contractors and volunteers must ensure client/patient privacy and to protect confidential information 
at all times. Employees will receive training on the Health Insurance Portability and Accountability Act (HIPAA) 
and how to ensure the privacy and security of PHI and Personally Identifiable Information (PII). These trainings 
are available on the County’s online  Learning Center through the Performance Education and Resource Centers 
(PERC). Employee training must occur prior to accessing PHI/PII upon initial employment, transfer or promotion; 
in no case later than 30 days from the date appointed; and biennially thereafter. DPH program management 
must ensure staff are informed how to access DPH’s privacy and security policies and standard practices. A 
completed and signed Information Privacy and Security Training Acknowledgment Form for each employee 
must be forwarded to the Compliance Unit, mail code 0010. The Compliance Unit will ensure the DPH Human 
Resources Officer (HRO) receives a copy for insertion in the employee’s official personnel. Failure to ensure the 
confidentiality of PII and PHI exposes DPH to potential liability and may be grounds for disciplinary action up 
to and including termination.

Conflict of Interest
Employees must ensure they remain free from conflicts of interest or the reasonable appearance of a conflict of 
interest. A conflict of interest occurs when an employee’s outside activities, employment, or enterprise, or other 
actions or relationships are inconsistent, incompatible or in conflict with his or her duties as a DPH employee or 
with the duties, functions or responsibilities of the County or DPH.

Diversity and Equal Employment Opportunity
DPH promotes diversity in its workforce at all levels of the organization. DPH is committed to providing an 
inclusive work environment where everyone is treated with dignity, fairness and respect. For further information, 
see  County Policy 07-08, Equal Opportunity Employment Policy.

Emergency Services
DPH provides emergency response services in “emergency situations” and has developed a  Department Emergency 
Operations Plan (DEOP) to provide guidance and procedures to prepare for and respond to significant or 
catastrophic natural, environmental or conflict-related risks/events that produce situations requiring coordinated 
response. It further describes responsibilities and functions necessary to implement Department plans for 
Continuity of Government and Continuity of Operations. The primary goals of this DEOP are to protect life and 
property, preserve infrastructure, and continue the operations of government.
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Disaster Services Worker – Oath of Allegiance

It is the policy of DPH to ensure all current and new employees, considered to be Disaster Service Workers 
(DSW) by California Government Code Section 3100, have the opportunity to take and subscribe to the Oath of 
Allegiance as outlined in this policy and as required by California Government Code Section 3102.

All new employees shall be administered the Oath of Allegiance at DPH New Employee Orientation by the Public 
Health Director, or a designated official. Once the Oath has been taken, each new employee will print their name 
and sign the “Oath of Allegiance Confirmation Form” (Attachment A to the DPH Disaster Services Worker Oath 
of Allegiance policy) and a copy shall be filed with DPH Administration.

Discrimination and Harassment
County employees may not discriminate or harass on the basis of actual or perceived age, ancestry, color, race, 
sex, religion, national origin, marital status, physical or mental disability, medical condition, or sexual orientation 
or any other basis protected by law. Sexual harassment includes but is not limited to unwelcome sexual overtures, 
advances, or coercion, or actions or use of messages of an improper sexually derogatory or stereotypical nature. 
Employees shall adhere to a standard of conduct that is respectful to all persons within the workplace. DPH shall 
not tolerate any act of retaliation against any person filing a complaint of discrimination or harassment or who 
participates in the investigation of such complaint. Due to the sensitive nature of such investigations, employees 
interviewed or directed to be interviewed must not discuss the complaint, related actions, the questions asked 
of them and/or their responses with anyone other than the investigator(s) and authorized personnel. Employees 
withholding information or failing to provide truthful responses or requested documentation may be subject to 
disciplinary action per  County Policy No. 07-01, Non-Discrimination Harassment.

Employment of Relatives
County Policy 07-05, Employment of Relatives, prohibits appointment to a position by, or working in a position 
under, the direct or indirect supervision of a relative, except for those specifically approved by the Board of 
Supervisors or the Civil Service Commission for the effective operation of a department.

Relative is defined by County Policy 07-05 as brother, sister, parent, child or spouse. Failure on the part of an 
employee to notify his or her supervisor that he or she has a relative in the Department is a violation of this policy 
and may be cause for disciplinary action for any participating employee or supervisor.

Health and Safety
County and DPH facilities shall comply with federal and state health and safety laws, regulations and rules 
(unless otherwise exempt). The County and DPH have adopted workplace health and safety policies and standard 
practices to be followed by employees to protect them from hazards in the workplace. Employees shall understand 
how workplace health and safety policies and standard practices relate to the performance of their job duties. 
Employees must seek direction from their supervisors when they have a question or concern related to a workplace 
health or safety issue. Employees must immediately advise their supervisors of any workplace injury or any 
situation presenting a danger of injury. For further information, see the CountyEmployeeSafetyandHealthManual.
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Non-Retaliation
Retaliation or retribution against employees who report violations or who participate in investigations of violations 
is prohibited.

DPH does not tolerate employees committing or condoning retaliation. Employees who commit or condone any 
form of retaliation may be subject to discipline, up to and including termination. Employees who knowingly 
and intentionally report false or misleading information in order to harm or retaliate against another may be 
subject to discipline, up to and including termination. For further information, see County Policy 07-01, Non-
Discrimination/Harassment.

No Smoking/Vaping in County Facilities
Smoking, as defined as inhaling into the mouth or lungs the smoke or vapor from, or the possession of, a lighted 
pipe, lighted cigar, lighted cigarette, an activated electronic cigarette or other similar electronic device, whether or 
not such electronic device delivers nicotine, or any other lighted smoking equipment. Smoking includes, but is not 
limited to, smoking tobacco, marijuana, any other plant or plant derivative, and synthetic substances is prohibited 
in all County-owned or leased buildings and in County vehicles. Outdoor smoking must be conducted a minimum 
of twenty (20) feet away from any access (doors, windows, ventilation systems) to a County facility, in compliance 
with County codes. For further information, see Section 31.0301 through 31.0310 of the San Bernardino County 
Code/Charter.

Protection and Proper Use of Resources 
Public resources may only be used for the performance of official County business. Public resources include 
but are not limited to cash, equipment, furniture, labor, legal documents, licenses, materials, supplies, training 
materials, and vehicles. Employees shall prevent fraud, waste and abuse of public resources, and shall report the 
misuse of public resources immediately. Examples of reportable offenses include theft, embezzlement, bribes or 
kickbacks, conflicts of interest, misappropriation of resources, filing fictitious claims, and unauthorized use of 
county equipment. To make a report, call 1-800-547-9540 or file online with the Auditor- Controller/Treasurer/
Tax Collector at  http://www.sbcounty.gov/ATC/Divisions/HotLineForm.For further information, see the County 
of San Bernardino Internal Controls and Cash Manual or County Policy 10-06, Federal and State False Claims 
Act also known as Fraud, Waste and Abuse. 

Standard Tour of Duty
DPH Employees are required to report to work regularly and punctually, as scheduled, and be at their assigned 
work location and ready to begin work at the start of their standard tour of duty.

Substance Abuse
DPH is committed to providing a safe work environment. This commitment is placed in jeopardy when any 
employee participates in the illegal use or abuse of drugs or alcohol on or off the job. Substance abuse is a 
serious problem that can endanger County operations and the safety of employees and those who seek services 
from the County. Employees who abuse drugs and/or alcohol, on or off duty, tend to be less productive and 
have substandard performance; and are less reliable and prove to have greater absenteeism, accidents, injury to 
themselves and others, resulting in the potential for increased loss, delay, risk and liability.
DPH strictly prohibits the possession, consumption, sale, purchase, or being under the influence of alcohol and/
or illegal drugs during an employee’s work hours, during any event or activity at which the employee is present 
in his or her capacity as a County employee, in County vehicles or personal vehicles being used for County 
business, while in County uniform, while on County property or property leased by the County, or at any formal 
or informal County or Department function. 
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DPH strictly prohibits an employee reporting to or remaining on duty if the employee’s use of prescription drugs 
adversely affects the employee’s ability to perform County employment safely and effectively. In accordance with 
County Policy No. 07-17, Substance Abuse/Reasonable Suspicion Drug and Alcohol Testing, DPH employees 
must report to the DPH HRO any alcohol and/or drug-related criminal arrests for possible violations within 
five (5) days after such arrest. The HRO shall determine whether the conduct that led to the arrest is reasonably 
related to and/or may affect the employee’s ability to perform the duties of his or her position.

Work Performance Evaluations
All job classifications have job duties and criteria for Work Performance Evaluations (WPEs). DPH, through 
its managers and supervisors, will evaluate the work accomplishments and conduct of employees, inform 
employees of their evaluations in writing, and assist employees in improving work effectiveness. For further 
information, please see County Personnel Rules, Rule 8.

Workplace Violence
The County and DPH have a “Zero Tolerance Standard” with regard to threats and violent behavior in the work 
place. This includes threats and violent behavior, direct, indirect, implied or actual, from any person, and directed 
toward any person, occurring at any County facility or in connection with the conduct of County business, 
without regard to location. In addition, all threatening comments or behavior, direct, indirect, implied or actual, 
are to be taken seriously, and are never to be dismissed as “harmless” or “just blowing off steam.” Threatening 
comments, actions, or violent behavior at any County location or at any location where County business is being 
conducted are to be reported immediately to DPH supervision. Supervisors shall take necessary steps to assure 
the incident is immediately reported to an appropriate Manager and/or Division Chief. Unauthorized possession 
of weapons of any type is forbidden either on County property or during the course of County employment. For 
further information, please see County Policy 13-07, Violence and Threats in the Work Place – Zero Tolerance.

Acknowledgment Process

Employees are required to sign an acknowledgment form indicating they have received, understand and agree to 
abide by the DPH Code of Conduct; they understand it contains mandatory policies of DPH in which they agree 
to abide by. New employees must review and acknowledge the DPH Code of Conduct and all identified policies 
and procedures within 30 days of employment. Acknowledgment forms will be placed in the employee’s official 
personnel file. Adherence to DPH’s Code of Conduct and participation in related training are considered in 
decisions regarding hiring, promotion and compensation for all DPH employees. Employees should use the 
Code as a resource in the successful performance of their job duties. The Code will be made available to all 
employees in electronic or hard copy format. 

Questions Regarding DPH Code of Conduct

Employees shall contact their supervisor for clarification regarding the Code of Conduct. If an employee has 
questions about a situation in which ethics or integrity may have been compromised, he or she may consult 
with his or her direct Supervisor, Program Coordinator, Program Manager, Division Chief, Director and/or the 
DPH HRO. Additional information about the County of San Bernardino’s Code of Ethics is available through 
the  County’s Office of Compliance & Ethics and they can also be contacted with any concerns, anonymously 
or otherwise, at 157 W. Fifth St., First Floor, San Bernardino CA 92415-0440, via email at EthicsLine@cao.
sbcounty.gov, or by phone at (909) 387-4500.

Appendix A

http://countyline.sbcounty.gov/Uploads/CAO/Policy/07-17.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/07-17.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/07-17.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/07-17.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/07-17.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/07-17.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/07-17.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/07-17.pdf
http://cms.sbcounty.gov/Portals/54/Documents/EmployeeRelations/HR%2004-19-16-Personnel%20Rules.pdf?ver=2016-05-10-101416-923
http://cms.sbcounty.gov/Portals/54/Documents/EmployeeRelations/HR%2004-19-16-Personnel%20Rules.pdf?ver=2016-05-10-101416-923
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://countyline.sbcounty.gov/Uploads/CAO/Policy/13-07.pdf
http://cms.sbcounty.gov/hr/ComplianceEthics/ComplianceEthicsHome.aspx
http://cms.sbcounty.gov/hr/ComplianceEthics/ComplianceEthicsHome.aspx
mailto:EthicsLine%40cao.sbcounty.gov?subject=
mailto:EthicsLine%40cao.sbcounty.gov?subject=


Department of Public Health Intern Handbook

County of San Bernardino 
Department of Public Health

CODE OF CONDUCT 
ACKNOWLEDGMENT

I, ,  have read and have received a copy of the
(Print name clearly)

Department of Public Health CODE OF CONDUCT. I understand its contents and acknowledge my responsibility 
to adhere to all applicable federal, state and local laws, regulations and ordinances, in addition to County, Human 
Services and Department of Public Health policies and standard practices described therein.  I understand that I am 
required to comply with these regulations, policies, and standard practices even if I refuse to sign.

Employee Signature Date

Job Title 

Supervisor Name

Supervisor Signature Date

Routing:
Original: Official Personnel File 
Copy to: Employee
Copy to: Supervisor

EmployeeID
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DPH Holiday Calendar 2021

January

Su Mo Tu We Th Fr Sa

   1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30 

31

= Holiday, offices closed

February

Su Mo Tu We Th Fr Sa

 1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28

March

Su Mo Tu We Th Fr Sa

 1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 31

April

Su Mo Tu We Th Fr Sa

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30

May

Su Mo Tu We Th Fr Sa

1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

June

Su Mo Tu We Th Fr Sa

1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

July

Su Mo Tu We Th Fr Sa

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31

August

Su Mo Tu We Th Fr Sa

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

September

Su Mo Tu We Th Fr Sa

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30
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DPH Holiday Calendar 2021

October

Su Mo Tu We Th Fr Sa

1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

31

November

Su Mo Tu We Th Fr Sa

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30

December

Su Mo Tu We Th Fr Sa

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31
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