Code of Conduct and Ethics Development Worksheet
Top Practices Summit – Office Managers & Administrators
Step 1 – Identify Your Core Values
List 5–7 values your practice wants to be known for:
1. ________________________________________________
2. ________________________________________________
3. ________________________________________________
4. ________________________________________________
5. ________________________________________________
6. ________________________________________________
7. ________________________________________________
Prompt: Why are these values important to your practice? How will they guide daily actions?
________________________________________________________________________
________________________________________________________________________
Step 2 – Turn Values Into Action Statements
For each value, write a statement that describes how it is demonstrated in your practice.
Example: Value = Respect → Statement: “We treat all patients, staff, and visitors with dignity, compassion, and courtesy at all times.”
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Step 3 – Define Ethical Commitments in Key Areas
Patient Care:
________________________________________________________________________
________________________________________________________________________
Professional Conduct (staff-to-staff and staff-to-patient):
________________________________________________________________________
________________________________________________________________________
Integrity in Business Practices:
________________________________________________________________________
________________________________________________________________________
Workplace Culture:
________________________________________________________________________
________________________________________________________________________
Compliance & Accountability:
________________________________________________________________________
________________________________________________________________________
Step 4 – Create a Commitment Statement
Draft 2–4 sentences summarizing your team’s ethical pledge.
Example: “As a team, we are committed to providing ethical, compassionate, and professional care to all patients, treating each other with respect, and upholding the highest standards in all aspects of our work.”
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Step 5 – Implementation Plan
How will your practice roll out and maintain this Code of Ethics?
Training/Onboarding: ___________________________________________
Posting/Visibility: _____________________________________________
Review Frequency: ______________________________________________
Accountability Process: _________________________________________
Final Step – Sign & Date
This acknowledges that we have developed and agree to uphold this Code of Ethics.
Signature(s): ___________________________________ Date: _______________
