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Introduction

The central mission of INARS is to make Rubenfeld Synergy Method viable in the world.  Our organization expresses this mission through its programs and activities.  Our strength is dependent on a strong leadership that is committed and dedicated to seeing that programs and activities are performed superbly.  We can be proud of our commitment to excellence and the strong leaders we attract, including our committee chairs who direct the realization of our mission and programs.

The following ‘how to’ or operations manual provides a reference guide for the committee chair to lead the activities and responsibilities charged to his/her respective committee.  

Its primary purpose is to provide direction and empowerment to the committee chair to be successful, efficient and effective in executing and managing committee duties and activities – and this supports INARS to be a powerful organization that fulfills its mission of making RSM viable in the world.

This manual may be continually modified as more efficient and effective processes are developed and implemented, or a new activity comes online that requires the development of a new ‘how to’ process.  The first version is effective January 17, 2016.  Subsequent revised drafts are noted by revision dates indicated on this manual’s cover sheet.

The collection of all of the committee manuals essentially represent the organization’s Operations Plan – that addresses systems, processes, procedures that run the organization’s programs and activities.  These manuals reside both in hard copy form with current chairs, as well as uploaded in the Members’ Only area of the website.

Background Information 

The Ethics

 FILLIN "MERGEFORMAT" Committee

Per Bylaws

ARTICLE 5. ETHICS 

5.1 The members of INARS shall be governed by the Standards of Practice and the Ethical Principles (SOP/EP) for Certified Synergists (CS),

ARTICLE 9.  STANDING COMMITTEES

9.3 Professional Practices and Certification Committee's

a)  Composition.  The chairperson of the Professional Practices and Certification Committee shall be appointed by the Board of Directors.  The Committee shall consist of four functional subcommittees—Certification, Certification Maintenance, Professional Practices, and Ethics—each with a chairperson and a recommended minimum of five members, which are reasonably representative of the membership except the Certification Subcommittee shall have a recommended minimum of six members. Subcommittee chairpersons shall be selected by the Professional Practices and Certification Committee chairperson.  When feasible, members of the Certification Subcommittee shall be selected by the Certification Subcommittee chairperson through an application process designed to solicit qualified candidates.  Members of the other three subcommittees shall be selected by the chairpersons of those subcommittees.
            9.3.b. Duties
            9.3.b.5   Ethics
         9.3  Ethics Committee
a)  Composition.  The chairperson of the Ethics committee shall be appointed by the Board of Directors.  Committee members shall be selected by the Ethics Committee chairperson.  

b)  Duties.
· Promote the understanding that ethical awareness is integral to the RSM practice.

· Encourage synergists' awareness of and practicing with the highest ethical standards of practice.

· Foster professional development around ethical awareness and practices.

-Foster an INARS culture of reflection, curiosity, and fellowship around the question, “Am I doing what I think I'm doing?”
· Receive, review, and make decisions on alleged violations of the Ethical Principles by Certified Rubenfeld Synergists who have agreed to abide by the Standards of Practice and Ethical Principles. 

· Establish protocol and policies for all ethical procedures.

· Recommend decertification or other disciplinary actions to the Executive Committee for violation of ethical principles. 

· Review the Rubenfeld Synergy Method Standards of Practice and Ethical Principles periodically; recommend changes to the Professional Practices Committee when deemed necessary and/or appropriate.

.

     Ethics Committee                       

                       Policies and Procedures 

approved 11/24/13     revised 1/17/16
POLICIES 

1.01 Ethics Committee

(a)  The Committee shall be established in accordance with the Bylaws.

(i)   The Chair of the Committee shall be appointed by the Board of Directors.
(ii)   The Chair shall select Committee Members in accordance with the Bylaws. 

             (b)  The Ethics Committee’s primary functions are to promote the ethical practices of Rubenfeld Synergists, to respond to allegations of violations of the SOP/EP by CS's who have agreed to abide by the SOP/EP, and to update the SOP/EP periodically.  

PROCEDURES

INARS SOP/EP APPENDIX A:

ETHICAL PRINCIPLES COMPLAINT PROCESS approved 11/24/2013
Certified Synergists are expected to adhere to the highest professional standards.  Among these are the commitment to provide quality services to all persons without discrimination, to seek educational opportunities to enhance their professional skills, to respect each client’s right to privacy, and to accept the responsibility to do no harm to the physical, mental and emotional well-being of self and clients.

The International Association of Rubenfeld Synergists (INARS) has adopted its own Standards of Practice and Ethical Principles (SOP/EP).  Certified Synergists sign a declaration affirming they will abide by these standards. Additionally, they must abide by the rules and/or laws applicable to them. 

Any alleged breach of professional standards, as defined by the SOP/EP, is taken seriously and may constitute the basis for filing a complaint against a Certified Synergist.  INARS has provided a Voice Mail Number, 877-RSM-2468, prompt #3, and Ethics email address (ethics@rubenfeldsynergy.com), for the filing of such complaints.  

The Ethics Committee will respond in accordance with the process outlined in this appendix. This Complaint Process is a professional peer review process and should not be construed as a basis for civil liability. It is a fair and impartial process as determined by INARS to address alleged violations of the INARS SOP/EP by its Certified Synergists.    

Respect for privacy is of the utmost importance. Information will be shared on a “need to know basis.”  Everyone involved in the process – parties, support person(s), witnesses, Investigator, the INARS Executive Committee and Ethics Committee – shall respect the parties’ privacy to the degree possible without impeding the pursuit of the truth of the allegation or violating reporting laws.

Privacy does not exempt reports of knowledge or suspicion of child abuse, elder abuse or credible threats of harm to third parties to appropriate civil authorities.  Such reports will be made promptly and according to the laws of the jurisdiction where the action arises. 

The parties – Complainant (person filing the complaint) and the Respondent (Certified Synergist) – may have a support person accompany her or him through the Complaint Process. The person may or may not be an attorney.  Only the Complainant and Respondent will be permitted to speak directly to the Investigator or adjudicatory body, and that party bears any cost associated with her or his chosen support person.

INARS may engage legal counsel and/or ethics consultation at any time.  

Complaint:  a grievance, presented in writing and signed, involving an alleged violation of the criteria established by the INARS Standards of Practice and Ethical Principles (SOP/EP).  Complaints may be filed by a client or anyone with direct knowledge that a Certified Synergist may have violated the SOP/EP.

Complainant:  The person filing the complaint.

Complaint Process: The process described below by which INARS evaluates, investigates, and adjudicates complaints alleging violations by Certified Synergists of the SOP/EP.

Investigator:  A Certified Synergist, trained in investigating complaints.  The investigator will be free of a relationship to either party that would give rise to bias or the perception of bias by a reasonable person. 

Respondent:  the Certified Synergist against whom allegations are made.

The Complaint Process and Procedures

I.  Process for Receiving a Complaint:                                                          

A.  A person calls or emails with a concern that might identify a violation of the SOP/EP.

B.  The Ethics Committee member receiving the message notifies the Ethics Committee Chairperson of receipt of a Complaint. 

C.  The Ethics Committee Chairperson (or designee) advises the person to put the concern in writing. It should include the name of the Certified Synergist whose actions(s) give rise to concern, the date(s) and description of the actions, any documentation (email(s), letter(s), calendar, bill, etc.), the names of any witnesses or other people with direct knowledge of the situation.  It should cite specific standards, if known, that may have been violated.  This must be signed and dated to be received as a Complaint. 

D.  Upon receipt of the written material, the Ethics Committee Chairperson (or designee) confirms jurisdiction by verifying that all of the following requirements are met:


1.  The Complainant names a currently Certified Synergist who has signed the declaration to abide by the SOP/EP;  


2.  The person against whom the alleged violation occurred is the Complainant, or the Complainant’s minor child, or a Certified Synergist reporting the occurrence under standard 5.2.3 of the SOP/EP, or someone with direct knowledge of the alleged violation.


3.  The person against whom the alleged violation occurred has agreed to have his/her concern reported as a Complaint.


 4. The Complaint alleges conduct, which if proven, would violate the Ethical Principles as outlined in the SOP/EP.


 5. The alleged conduct occurred in a context and during a time the Certified Synergist was subject to the Ethical Principles contained in the SOP/EP;

 6.  The alleged violation falls within the time frame for filing a Complaint:  the Complaint is received no later than one year following the situation giving rise to the allegation(s) or one year after work with the Respondent Certified Synergist has terminated, whichever occurs later.
E.  Upon confirming jurisdiction, the Ethics Committee Chairperson or designee notifies the Complainant, in writing, via Certified Mail Return Receipt Requested, that the process will move forward upon the Chairperson’s receipt, from the Complainant, of a signed and dated Release of Information Agreement that is enclosed with the letter. The Ethics Committee Chairperson will send this signed Release of Information Agreement to the named Certified Synergist (Respondent) with the notification of the Complaint and request for her/his Response. 

II. Notification to the Respondent:  

A. After confirming jurisdiction, the Ethics Committee Chairperson or designee notifies the Respondent, within 10 days, in writing, via Certified Mail Return Receipt Requested, of the specifics of the Complaint. The Respondent is instructed to provide the information in II B. 

B.  The Respondent responds to the complaint information via U.S. Mail or email, within 14 days of receipt of the certified notification letter.  In addition to addressing the specific action(s) alleged, the Response names any witnesses or other people with direct knowledge of the situation and provides any documentation (email(s), letter(s), bills, etc.) that support the Respondent’s perspective.  The Respondent may address how she/he interprets the alleged actions in light of the Standard(s) cited. 

III. Ethics Committee Review

A.  The Ethics Committee reviews the Complaint and Response and determines if further information is needed to make a determination.

B.  If no further information is required, the Ethics Committee makes a determination as outlined in V. below.  

C.  If the Respondent fails to respond to the request for information, the process continues based on the complaint materials.  The Respondent will have no appeal rights or course to challenge the determination. 

D.  If further information is needed, i.e., the Complainant and Respondent substantially disagree about events, the Ethics Committee will assign an Investigator.

E.  The Ethics Committee may name additional Standards it believes might have been violated based on the materials.  The Investigator will present these to the Respondent as well as those named in the Complaint.

IV.  Investigation of Complaint: The Investigator gathers information to help the Ethics Committee resolve the Complaint.  The Investigator is not a mediator, facilitator or spokesperson for the Committee or any party.

A.  The Investigator is provided with all written material and any other information the Ethics Chairperson deems relevant to the case.

B.  The Investigator may ask each party to provide a list of people whom the Investigator might contact,  and a brief statement of what the party expects the person to contribute to knowledge of the allegations.  The Investigator conducts interviews at his or her discretion.  In many cases, only the two parties may have relevant knowledge.  

C.  The Investigator will conduct a telephonic interview first with the Complainant and then with the Respondent.  The Investigator will contact any other persons deemed appropriate by the Investigator.
D.  The Investigator is not required to inform either party of people with whom he/she has spoken or materials collected.

E.  The Investigator makes a written report to the Ethics Committee Chairperson.  The report includes:  the original Complaint, the Response, a log of phone calls and correspondence, a summary of each interview, and any documentation submitted.  The report elaborates briefly on these items and includes the Investigator’s observations not obvious in the collected data.  The Ethics Committee Chairperson distributes the materials to the Ethics Committee. 

F.  The Investigator may name Standard(s) he/she believes have been violated in addition to the ones named in the Complaint or added by the Committee.

G.  The above materials will be sent to the Complainant and the Respondent when sent to the Committee; unless, at the Investigator’s discretion, some information is withheld from the parties if to do otherwise might seriously jeopardize justice or the physical safety of a party or other person.  Any information sent to one party is sent to the other.
H.  Each party may submit to the Ethics Committee Chairperson a written response to the Investigator’s Report.  The response must be sent to the chair within ten (10) calendar days from   receipt of the material, as validated by the return receipt.

V.  Ethics Committee Determination:

A.  Once the Ethics Committee determines no further information is required, or after receiving the Investigator’s Report and responses from all parties, as outlined in IV. H., the Ethics Committee makes a determination.

B.  The Ethics Committee determines, based upon the preponderance of the evidence that:

1)  No violation of the Standards occurred and the Complaint is not substantiated; or 

2)  A violation of the Standards did occur and the Complaint is substantiated.

3)  Based on the information, the Ethics Committee may determine that additional Standards have been violated.

C.  When reviewing cases of racial or sexual harassment, the Ethics Committee reviews the evidence from the perspective of a reasonable person similarly situated to the Complainant in terms of gender, race, sexual orientation, age, disability, religious preference and national origin as applicable.  

D.  The Ethics Committee makes its determination based on a preponderance of the evidence:  a qualitative, not a quantitative, standard of proof that asks whether it is more likely than not that a violation occurred. 

E.  The Ethics Chairperson informs the INARS Executive Committee of its determination in a Determination Report.  

VI. Recommendations to the INARS Executive Committee:

A. When the Ethics Committee substantiates a Complaint, its recommendation to the INARS Executive Committee, in the Determination Report, includes one of the following sanctions:

1.  Admonishment:  This is not a disciplinary action and need not be reported as such.  The Ethics Committee finds that the Certified Synergist understands the consequences of his/her action(s) that gave rise to the Complaint, how the action(s) violated Standard(s), and that this admonishment is proportionate to the violation and sufficient remediation.

2.  Reprimand:  This is a serious reproof or rebuke of the Certified Synergist, and is based upon an assessment that:  1)  the Certified Synergist understands and accepts responsibility for the violation and its consequences; and 2)  the Reprimand is proportionate to the violation and adequate to ensure future compliance with the SOP/EP.   The Ethics Committee may require increased mentoring, continuing education, and/or other stipulations for continued practice.  A person or committee may be designated to work with the Certified Synergist to accomplish the requirements.   

3.  Probation:  The violation is of a nature that creates serious concerns as to the safety of the Certified Synergist’s work.  The Ethics Committee is unclear whether or not the Certified Synergist understands and/or accepts responsibility for the violation and its consequences and probation is proportionate to the violation.  For a designated period of time, the Certified Synergist will follow specific instructions under the direction of the Ethics Committee or its designee.  Before the Certified Synergist is restored to full status, the Certified Synergist will meet all the terms imposed and appear either in person or electronically before the Ethics Committee to demonstrate fulfillment of the terms to the committee’s satisfaction.  The Ethics Committee then makes a report and further recommendation to the INARS Executive Committee for their final action to lift or extend the probation.

4.  Suspension:  The violation is of a nature that creates serious concerns as to the safety of the Certified Synergist’s work. The Ethics Committee believes that the Certified Synergist does not understand and/or accept responsibility for the violation.  The committee recommends suspension to the Executive Committee, who, if in agreement after giving substantial deference to the recommendation, suspends the Certified Synergist’s certification until a specifically identified problem or condition is addressed and educative/remedial actions have been fulfilled to the satisfaction of the Ethics Committee.  Suspension is proportionate to the violation. 

5.  Recommendation for Decertification:  In the Ethics Committee’s judgment, the conduct of the Certified Synergist demonstrates an essential lack of professional knowledge, skills, and/or character:  elements which are consistent with being a Certified Synergist.  This recommendation represents the judgment of the Committee that the Certified Synergist’s continuing practice constitutes a threat to the well-being of the Certified Synergist, the professional community and/or the public. If the Executive Committee is in agreement, after giving substantial deference to the recommendation, the Executive Committee will decertify the Certified Synergist and inform the Certification Maintenance Committee.

B.  The Ethics Committee Chairperson presents the Ethics Committee’s Determination Report to the INARS Executive Committee for adoption.   (V.E above)

C.  When remedial action is required, the Ethics Committee Chairperson and INARS Board President create a Memorandum of Understanding (MU) setting forth the course of action and time frame the Certified Synergist must meet to fulfill the sanction.  The MU is signed by the Certified Synergist, the Ethics Committee Chair and INARS Board President, and any other party to the MU. Only those persons signing the MU will receive copies of it.  

D.  The INARS Board President mails the Memorandum of Understanding and a Letter stating the finding and sanction (if any) to the Respondent.  The Letter is sent at the same time to the Complainant.  If the Complainant is a signer of the MU, the MU will be included.  These notifications will be sent via Certified Mail, within fourteen (14) days of the Executive Committee’s determination. 

E.  Failure to comply with all disciplinary and/or remedial actions will result in decertification, as called for in Standard 6.e. 

F.  After the thirty (30) day Appeal period, if the sanction is probation, suspension, or decertification, the Standard breached, the determination and sanction with the name of the Certified Synergist may be published in the INARS Newsletter (hard copy and/or online).  

VII.   Appeal Process:
A.  A Letter of Appeal may be filed up to thirty (30) days following the notification letter to the Respondent of the final Determination.  The letter is addressed to the INARS Board President.

B. Only the Respondent may appeal the outcome of a Complaint Process.  Appeals are accepted only on one or both of two (2) grounds, either of which could have substantially altered the outcomes:

1.  the Respondent was refused reasonable opportunity to obtain and present evidence within the guidelines; and/or

2.  gross irregularity occurred in the proceedings as established by these procedures (APPENDIX A).

C.  Three members of the Board of Directors will constitute the Appeal Panel.  The Ethics Chairperson will provide them the materials it received from the Investigator, when there was an investigation; or, the Complaint, Response and the Ethics Committee Determination Report when no investigation occurred.

D.  The Appeal Panel decides, on the basis of the written material, whether the criteria for appeal are met. Substantial deference is given to the recommendations of the Ethics Committee.  Parties or Ethics Committee members may be contacted for additional information to assist the Appeal Panel in reaching a decision.

E.  The Appeal Panel makes one of the following recommendations:

1)  uphold the original decision and sanctions,

2)  reverse the decision and dismiss the case,

3)  revise required sanctions and/or actions,

4)  re-open the Complaint. 

F.  The Appeal Panel’s decisions are final and binding on all entities.

G.  If the final decision is probation, suspension or decertification, the article breached and the final decision, including the name of the Certified Synergist, may be published in the INARS Newsletter, both online and in hard copy.

VIII. Monitoring of Sanctions:
A.  If sanctions are imposed, the Ethics Committee includes in the MU a protocol to monitor the respondent’s progress.   The Ethics Committee requires the Respondent to sign releases necessary for evaluating his/her progress and indicates a time-table for evaluation.  

B.  A sanction is reviewed at the end of its specified time.  If the Ethics Committee determines a reasonable need to continue monitoring the Certified Synergist, it may recommend further sanctions or probation for an additional specified time to the Executive Committee.  Such additional sanctions will not be imposed lightly, will reflect concern for the well-being of the Certified Synergist, the public and INARS, and will be reviewed by the Ethics Committee within six (6) months of imposition.  If/when the remedial actions have been successfully completed, the Ethics Chairperson will send a letter to the Respondent indicating the final disposition. 

IX. Record Retention:
A.  Official files on a case are maintained by the Ethics Chairperson (and Investigator) until final disposition of the case.  The official file is then sealed and held by the Ethics Chairperson and is transitioned to the succeeding Ethics Chairperson. The official file consists of:  the Complaint, the Response, the Investigator’s Report if there is one, a copy of the Determination Report with specified sanctions, and a copy of the letter notifying the Respondent of the final disposition of the case. This letter shall be affixed to the outside of the envelope containing the file.  

B.  Investigators, Ethics Committee and Appeal Panel members may keep notes for personal use only.  Such notes and all other materials not part of the official record are destroyed at the time of the final disposition of the case.  These materials are not part of the official record and are not available to parties or other forums.

C.  Files are retained ten (10) years from the date of final disposition.  If no further complaints are brought against the Certified Synergist during that period, the file is destroyed.  Files concerning decertification are kept indefinitely as are files where membership is withdrawn.  Should the Certified Synergist apply for reinstatement, the file will be given to the Certification Maintenance Chairperson.

D.  If a complaint is brought against a Certified Synergist during the ten (10) years the file is maintained, the file will be available to the Ethics Committee prior to its determination.  If a Certified Synergist is sanctioned additionally during the ten (10) year period, the first file remains appended to the additional during its ten-year period.  

E.  Except as provided in these procedures, no one is to have access to the contents of these files without Court order or without the written consent of the Ethics Chairperson and INARS President, for extraordinary circumstances.  

Revisions Approved 11/24/2013

The Ethics

 FILLIN "MERGEFORMAT" Committee

Current Activities

A.  Promote the ethical practices of Certified Synergists.

B. Respond to allegations of unethical practices of Certified Synergists.

C. Review SOP/EP Annually.

D. Review Policies and Procedures Annually 

E. Submit Annual Committee Plan and Budget

Implementing the Current Activities

A.  Promote the ethical practices of Certified Synergists.
Primary Purpose:  To keep INARS members focused on our integrity.

Secondary Purpose #1:  To bring the integrity of our practice to the community.

Secondary Purpose #2:    To nourish our work with ourselves and our clients.
Expected Highest Result:  CS’s will embody best practices for our clients, the community, and ourselves. 
	Action Step
	Target Date or Time Frame
	Leader(s)

	Provide educational opportunities for members re: ethical issues (webinar, teleclass, conference workshop, etc.)
	at least 2 hrs annually
	committee


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.

B.  Respond to allegations of unethical practices of Certified Synergists..

Primary Purpose:   To provide a clear process supporting our clients and our Synergists when there is an allegation of unethical practices.

Secondary purpose #1:  To listen to clients if they have concerns.

Secondary purpose #2:  To support Synergists through the accountability process.
Expected Highest Result:  If there is an allegation of unethical practice, communication stays open; clients and synergist are heard; the response of the Rubenfeld Synergy community is clear, fair, and considerate.
C.  Review SOP/EP Annually
  Primary Purpose:  To integrate new information and continuously improve our practice.

Secondary purpose #1:  To self-reflect as a community:  “Are we doing what we think we’re doing?” 

           Secondary purpose #2:  The committee members are increasingly conscious of our standards and vulnerabilities and thus able to provide effective professional development.
Expected Highest Result:  We assure our profession has the highest standards of ethical practices.  
	Action Step
	Target Date or Time Frame
	Leader(s)
	
	

	Committee members review SOP/EP and consider at a committee meeting
	September
	Chairperson


D.  Review policies and procedures annually.

Primary Purpose:  To clarify and refine these.


Secondary purpose #1:  To provide clarity for the public and for synergists.

Secondary purpose #2:  To assure fairness in the process.
Expected Highest Result:  Both parties in an ethical complaint will understand the process and feel treated fairly and considerately; the committee will function efficiently.
	Action Step
	Target Date or Time Frame
	Leader(s)

	Committee members review P and P and discuss as a committee.
	September
	Chairperson/committee

	Suggestions for revisions are sent to the executive committee for review by the Board of Directors
	December for January meeting
	Chairperson/committee


E.  Submit annual committee plan and budget.

Primary Purpose:  To represent the ideas and financial needs of the committee to the Board as the next Annual Budget is prepared.



Secondary purpose #1: To review the committee's work and 
propose new objectives and activities for the next fiscal year.



Secondary purpose #2:  To participate in considering the plans 
and needs of the whole organization. 

Expected Highest Result:  The Committee will be allocated appropriate resources to fulfill its duties and its duties will continue to evolve to serve the stability of the organization.

	Action Step
	Target Date or Time Frame
	Leader(s)

	Committee assesses needs and develops a plan of action for the year.
	January
	Chairperson, committee

	Committee develops a budget to support the action planned
	January
	Chairperson, committee
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Document Samples/Templates

INARS Ethics Committee Claimant’s Authorization to Release Confidential Information to Committee - Template
INARS Ethics Committee Sample Letter Notifying Respondent of Complaint

INARS Ethics Committee Determination, Template for Substantiated Complaint 
Sample Letter to Respondent Summarizing Determination

INARS Ethics Committee Authorization of the Release of Confidential Information

INARS Ethics Committee Template for Memorandum of Understanding

INARS Ethics Committee Cover Letter to Respondent (accompanies dually signed M of U)
INARS Ethics Committee Letter to Claimant re: Outcome of Complaint Process Sample
INARS Ethics Committee Summary of Action on Complaint

Announcing the approval of the 2013 revisions of the 

INARS SOP/EP APPENDIX A:   Ethical Principles Complaint Process

On Nov. 24, 2013, the INARS Board approved a revised APPENDIX A which shall be called Ethical Principles Complaint Process.  

The INARS Board and the Ethics Committee thank those of you who read the proposed document and offered suggestions for clarification.  All of the suggestions that were made were utilized in our final draft that the Board approved.  We are grateful to the consultation we received from Anne Underwood, our consulting attorney.  

The final revised document will be incorporated in the 2011-approved SOP/EP and will be posted on the website within a few days.  The SOP/EP can be found by going to “About INARS” and scrolling down the “What is INARS” section on the left.

Thank you again for your responses during the review period.  INARS will be sending a draft of a revised SOP/EP early in 2014. We anticipate your support in that review as we continuously update and fine-tune our Standards and Ethical Principles much in the way a conductor oversees the quality of pitch in an orchestra or choir.  Thank you Ilana; Thanksgiving and Holiday best wishes to all.  

The INARS Ethics Committee

Bonnie Muller, Chairperson

Susan Parsons

Sandra Pruzansky

Lee McAvoy
INARS Ethics Committee

Claimant’s Authorization to Release Confidential Information to Committee

Sample

(Claimant)

Address

I, (Claimant), date of birth  (                      ),  authorize (Respoindent), CRS, to release confidential information as follows:  acknowledgement of professional relationship with me and explanation of her response to my complaint. . .

For the purpose of:  responding to my formal complaint to the INARS Ethics Committee regarding violation of ethical standards.  

This authorization will expire (one year later) or as soon as this process is complete.

Signature

Date

INARS Ethics Committee 

Sample Letter Notifying Respondent of Complaint

letterhead

Respondent

Address   

Dear (respondent),  

I hope that this letter finds you well and prospering.

The purpose of this letter is to inform you of an ethics complaint reported by (complainant) which I  received  (date).

The essential elements of (complainant’s) concerns are as follows:

The Ethics Committee will shepherd you, the Respondent, and (complaiant), the Complainant, through this Ethics Complaint Process.  According to the process specified in our SOP/EP:  The Ethics Committee requests that you  respond to these allegations via email or U.S. Mail within 14 days of this notification.   If you do not respond to this request for information, only the Complainant’s written statement will be considered.  If no further information is required by the Ethics Committee, it will make a determination that:

      1) No violation of the code occurred and the complaint is not substantiated;

      2)  A violation of the code did occur and the complaint is substantiated.

If further information is needed, in the case that (complainant) and you substantially disagree about events, an impartial Investigator will interview both of you, and others whom either or you request the Investigator to interview, and then make a report to the Ethics Committee.  

The determination of the committee is shared with the the INARS executive committee. (You can find the process detailed in the INARS SOP/EP pages 11-15.)

Writing this to you on behalf of the Ethics Committee and in peace,

(ethics committee chair), Chair of INARS Ethics Committee
International Association of Rubenfeld Synergists

Ethics Committee

Determination Regarding Ethics Complaint 

(Template for Substantiated Complaint)

Re:  The ethics complaint received (date) from (complainant), who asserted that her former synergist, (respondent), had violated the Rubenfeld Synergy Standards of Practice and Ethical Principles (SOP/EP).

I.  The INARS Ethics Committee has determined that the information provided in correspondence from the Complainant and the Respondent is sufficient to determine a violation of the SOP/EP did occur and the complaint is substantiated. 

II. The INARS Ethics Committee has found that the following standards of the SOP/EP were violated:

(insert number of standard and state standard(s))

III.  The INARS Ethics Committee recommends to the INARS Executive Committee the sanction of a Reprimand.  This decision is based on an assessment that the Certified Synergist has accepted responsibility for these violations and that the required stipulations that follow will ensure clearer understanding of the SOP/EP and will facilitate future compliance with the SOP/EP.  

IV.  The INARS Ethics Committee recommends the following corrective actions and methods of monitoring: 

(Corrective action(s))

(Ethics Chair) , INARS Ethics Committee Chair        date

Sample Letter to Respondent Summarizing Determination

date

respondent

address

Dear                   ,

The INARS Ethics Committee read carefully the complaint received from____________, alleging violations of the INARS SOP/EP  by you during your work together, and your Response.  Based on

these materials, the Committee substantiated the complaint and made its recommendations to the INARS Executive Committee.  This letter confirms both the recommendation of the Ethics Committee and its confirmation by the INARS Executive Committee.

The sanction determined is:   Reprimand.

The enclosed Memorandum of Understanding sets forth the requirements  for remedial action.  We believe that these will ensure your understanding of the SOP/EP in the particular areas cited so that you can continue your high standards of practice of RSM with confidence and in accordance with the SOP/EP.  

Please confirm your acceptance of this determination and the remedial actions by signing the enclosed Memorandum of Understanding.  Please send the signed original, by certified U.S. mail, to (INARS president)  within 7 days of your receipt of this letter.   (address)

(President)  will forward a copy of the signed Memorandum of Understanding to the Chair of the INARS Ethics Committee, who will send you the names of 2 Certified RSM mentors, from which you will choose one.  The Chair of the Ethics Committee will be your contact for the necessary collaboration between yourself, the mentor and the Ethics Committee.

Thank you for your commitment to and cooperation throughout these proceedings.

Sincerely,

 INARS President                                                         INARS Ethics Committee Chair
(letterhead)

Memorandum of Understanding between INARS Ethics Committee and (respondent), CRS

Re:  The ethics complaint received (date) from (complainant), who alleged that her former synergist, (respondent), CRS, had violated the Rubenfeld Synergy Standards of Practice and Ethical Principles (SOP/EP).

I.  The INARS Ethics Committee has determined that the information provided in the written 

     complaint from the Complainant and your Response is sufficient to determine a violation of 

     the SOP/EP did occur and the complaint is substantiated.

II. The INARS Ethics Committee has found that the following standards of the SOP/EP were  

     violated:

   
 (list number and content of standard(s))

III.  The INARS Executive Committee is issuing the sanction of (sanction).  (sample:  e.g. in the case of a rebuke, elaborate. . .This decision is a serious rebuke and is based on the following assessment:  

A.  You have accepted responsibility for the violations alleged by the Complainant.

B.  The required stipulations will ensure your clearer understanding of the SOP/EP and  

      will facilitate future compliance with the SOP/EP. ) 

IV.  The INARS Ethics Committee recommends the following remedial actions and methods of 

       monitoring: 


 (remedial actions) 

V.  This Memorandum of Understanding will be held in confidence between you and the INARS 

      Ethics Committee, the INARS Professional Practices and Certification Chair, and the INARS Executive Committee.  

________________________________________________________

(president)      , CRS, INARS President                 Date

I understand the items in this Memorandum of Understanding and agree to fulfill the corrective actions.

_________________________________________________________                   

                                    (Respondent), CRS                                          Date       

letterhead

Date

Respondent

address

Dear           ,

Enclosed is a copy of the signed Memorandum of Understanding between yourself and INARS.

I have also enclosed a release form, which will permit the INARS Ethics Committee to communicate with (selected mentor), CRS, regarding mentoring.  Please sign this and return within 3 days of your receipt, (certified mail, return receipt), to:  (INARS president, address).

Thank you,  (resondent ), for your cooperation throughout this process and throughout the coming year.  

Sincerely,

INARS President

INARS Ethics Committee Letter to Claimant re: Outcome of Complaint Process

sample

Letterhead

Date

Claimant

Address

Dear                             ,

This letter confirms that the INARS Ethics Committee has reviewed your letter of complaint and the Response from (respondent), CRS, and has determined that a violation of the INARS Standards of Practice/Ethical Principles (SOP/EP) did occur.

We have determined appropriate remedial actions.  They are set forth in the enclosed Memorandum of Understanding between (respondent) and INARS.  We believe these actions will ensure Ms. Maxwell’s clear understanding of the INARS SOP/EP and will facilitate her future compliance with the SOP/EP. 

We wish you peace and a sense of closure.  Our expectation is that you will not share the Memorandum further nor address it or this process further with (respondent).  You may call me or (ethics chair) if you hae any comments about our process that you would like to share with us.

Thank you for bringing your concerns to us and for your cooperation in this process.  

Sincerely,

                                        INARS President                                                               INARS Ethics Committee Chair

INARS Ethics Committee

Summary of Actions and Concerns regarding Ethics Complaint:

(Initials of Claimant) alleging violations of SOP/EP by (initials of respondent), CRS   date summarized

Summary of Actions

Summary of Concerns

INARS Ethics Committee

Date

INARS Ethics Committee

Authorization for the Exchange of Confidential Information

(in the event of mentoring being part of corrective action)

I, (respondent), authorize (Ethics chair), CRS, Chair of the INARS Ethics Committee, to release confidential information to (selected mentor), CRS, as follows:  


1.  The Ethics Complaint received (date) by the INARS Ethics Committee;


2.  My Response to the complaint;


3.  The Memorandum of Understanding between INARS and myself;


4.  A written summary of the concerns and actions of the Ethics committee.


5.  Verbal summary confirming receipt of information and mutual understanding of expectations.

I authorize (selected mentor), CRS, Certified Rubenfeld Synergy Mentor,  to release confidential information to the Chair of the INARS Ethics Committee, as follows:


1.  Confirmation of receipt of information and mutual understanding of expectations.


1.  A report to the Chair of the Ethics committee every 3 months summarizing topics

addressed and the progress made;


2.  A report by (date), stating either that I have demonstrated the necessary changes in understanding and behavior or that additional mentoring is required.

The purpose of this release of confidential information is to fulfill the remedial requirements as set forth in the Memorandum of Understanding dated       _______.

I understand that this authorization is valid until the Ethics Committee reviews the report of the mentor, due by (date).

I understand that I may revoke this authorization at any time by submitting written notice of the withdrawal of my consent.   I understand that my failure to comply with remedial actions will result in decertification, as called for in the INARS Standards of Practice/Ethical Principles Standard 6.e.

____________________________________________________

            Respondent’s signature                                               Date
Draft
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