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All soil and water conservation district staff will strive to conduct themselves ethically reflecting the trust given by the people of Missouri to protect and enhance Missouri’s soil and water resources.

We take seriously our responsibility of stewardship to protect and enhance the environment in which we work and live and will consider all aspects of the environment when making decisions. In providing public service we value:


•
Integrity and excellence in all we do


•
Openness to every point of view


•
Diversity in people and approach

DEFINITIONS

Appointing authority: A person with the authority to approve hiring staff and to approve or deny other personnel related transactions.  With the soil and water conservation districts, the appointing authority to direct personnel action is the soil and water conservation district board of supervisors.
Equipment, materials and supplies:  District owned or purchased equipment, materials and supplies including but not limited to: cell phones, telephones, computer hardware and software, district vehicles, office supplies, copiers.

Gratuity: Any gift, favor, entertainment, hospitality, loan, any other tangible item, and any intangible benefit, such as a pass or discount, given or extended to district personnel or their spouses, minor children or members of their households for which fair market value is not paid by the recipient or the swcd board.
Lobbyist: For the definition of a Missouri registered lobbyist refer to RSMo 105.470.

Official file: An employee’s official personnel file maintained by the swcd board .

Supervisor: The employee who directly supervises the work of another employee such as approving time sheets or leave requests, conducting performance appraisals or recommending disciplinary action.

GENERAL PROVISIONS

The work of the swcd staff will be conducted with respect, concern and courtesy toward clients, co-workers and the public.  Staff shall approach their duties with a positive attitude and constructively support open communication, dedication and compassion. Staff shall conduct their duties recognizing the diverse background, characteristics and beliefs of all those with whom they conduct district business. 

Employees of the district:

· Will avoid any interest or activity that improperly influences the conduct of their work or an employee’s ability to act with objectivity in their work.  

· Shall act impartially and neither give nor accept special favors or privileges which might be construed to improperly influence the performance of their work. 

· Shall not allow political participation or affiliation to improperly influence the performance of their duties to the public. 

· Shall comply with laws and rules at all times. 

Staff with the district shall avoid any action that might result in:

· Losing independence or impartiality in decision making.
· Adversely affecting public confidence in the integrity of the district.

Arrest, conviction or pleas of guilty

Staff must notify the swcd board of any arrests, convictions or pleas of guilty, suspension of sentence or suspended imposition of sentence related to misdemeanor or felony offenses within five (5) days of the event. The swcd board will determine the appropriate action for the reported violation. These or other circumstances, may result in the need for a reference or criminal record review of the employee to determine whether employment with the swcd should be changed.

An employee unable to work because he/she is in jail may be denied the use of annual leave. The employee may be dismissed due to unauthorized absence if he/she is unable to report for work due to jail time.

Conflict of interest

SWCD district staff shall not engage in any personal, business or professional activity or receive or retain any direct or indirect financial interest that places them in a position of conflict between their private interests and the public interests of the swcd related to the duties and responsibilities of their jobs. The private interests of a spouse, minor child or household member are considered as private interests of swcd staff.

Staff shall not participate in the selection, award or administration of any contract supported by state or federal funds if a conflict of interest exists. This includes a staff member’s immediate family and spouse.

Confidential information

SWCD personnel shall not use or disclose, directly or indirectly, confidential information obtained in the course of or by reason of their employment or official capacity in any manner. Staff who breach confidentiality will be subject to discipline as outlined in swcd policy.

Gratuities

SWCD personnel and their spouses, minor children and household members shall not knowingly accept, solicit or agree to accept any gratuity for themselves, members of their families or others, either directly or indirectly from or on behalf of any other person or entity that:

· operates under a contract with the swcd or seeks to engage in business relations of any sort with the swcd;

· conducts operations or activities that are significantly affected by swcd decisions; 

· has interests that may be substantially affected by the performance or nonperformance of the official duties of swcd personnel.

SWCD personnel who are offered gratuities shall promptly report such circumstances to the swcd board of supervisors.

Incidental gratuities may be accepted under the following circumstances:

· unsolicited promotional items such as calendars, cups, note pads, or pens, having a value of less than $20.00;

· unsolicited trophies, entertainment, prizes or awards given for public service or achievement, or in games or contests that are open to the public;

· meals and refreshments which are available to all attendees at meetings, conferences or gatherings of public interest in which it is in the swcd’s interest to participate;

· attendance at promotional vendor training sessions offered by contractors to facilitate understanding or utilization of their products. Refreshments that are available to all attendees may be accepted.


Staff using their official position with the soil and water conservation district
SWCD staff shall not use their official positions to improperly induce, coerce or in any manner improperly influence any person or entity to provide any benefit, financial or otherwise to themselves or others. SWCD staff shall not be abusive toward others in the performance of their official duties.

Non-retaliation

Staff will not retaliate against any outside party who questions or complains about an action by the swcd.

Allegations of retaliation will be investigated by the swcd board of supervisors as appropriate to the circumstances. Findings will be documented and appropriate action taken. Staff found to retaliate are subject to discipline up to and including dismissal. 

Solicitation at the work location

Staff will not sell items or services commercially to fellow staff during working hours at the job location.  Non-commercial sales of items for a charitable or educational purpose are not included. However, any charitable or educational fundraising events should be conducted with a minimum of effort or exposure.

Employment outside the district
All employees, full or part time or temporary, shall not work outside the swcd during work hours compensated for by the swcd. This does not include annual leave and compensatory time taken. Staff shall not work outside the swcd when such employment is incompatible or interferes with properly carrying out their official duties, or would tend to impair their independence, judgment or action at work. No swcd resources will be used for the benefit of outside employment. Uniforms and clothing bearing swcd identification or insignia shall not be worn while performing duties for outside employment. SWCD  procedures and policies shall not be by-passed in order to perform the duties of secondary employment.
Federal/State/District facilities, materials, equipment and supplies

Employees shall use and maintain all federal, state and district equipment, materials and supplies in an efficient manner that will conserve future usefulness. Staff shall use federal, state and district equipment, materials and supplies solely for purposes related to the performance of district business. 

Staff shall not directly or indirectly use, take, dispose of or allow the use, taking or disposal of federal, state and district facilities, material, equipment or supplies of any kind for other than official business or purposes. 

Staff shall not willfully or neglectfully damage swcd facilities, material equipment or supplies.

The swcd discourages any use of personal equipment at work. The swcd is not responsible for any operational, maintenance or replacement costs of personal equipment used at work.

All work products created and produced by swcd staff within the scope and course of their employment is the property of the swcd. SWCD personnel shall not copyright or otherwise claim personal ownership or control over such work product.

Staff responsibilities
Responsibilities of the swcd staff include, but are not limited to the following:
· Each swcd employee is responsible for his/her actions, including reading the administrative policies and procedures and working to carry out those provisions.

· Each employee shall cooperate with internal investigations or investigations with the appropriate authority.
· The appointing authority will answer questions and resolve issues concerning this policy.
· All supervisors will ensure that staff have access to all the administrative policies and procedures of the swcd and will work to carry out those provisions. 

Questions concerning this policy should be directed to the swcd board of supervisors.
