POSKANZER & ASSOCIATES, LLC OFFICE: (949) 573-7136
101 NO. FAWN DRIVE FAX: (928) 468-6651
PAYSON, AZ 85541 CELL: (949) 573-7136

Al@Poskanzer.com

May 3, 2007

To: Mayor Edwards
Members of the Payson Town Council

RE: Proposed Ethics Policy Drafts

The Independent Citizens Task Force on Ethics for the Town of Payson is pleased to present you with the
culmination of nearly 10 months of research and drafting. This committee was charged with developing a
set of policies to be proposed to the Town Council. In so doing, we have examined policies from other
entities, most notably, from the City of Scottsdale and from other municipalities as well. We have even
examined some policies and procedures from the private sector.

Payson is a town that is growing up. Yes, we are still a small town by most standards. However, I would
characterize our town as being in its adolescence. We are no longer so small that you would know
everyone you passed on the street or met in the supermarket. However, we are still at the point where
Town government gets a lot of personal scrutiny that is widely read in the newspapers. Hence, it has
become necessary that Payson’s affairs be conducted in a professional manner that is beyond reproach.
To that end, we must not rely simply on state laws. We must avoid any appearance of impropriety.
Having well written policies helps us do that. It sets the standards for people to follow so there is no
ambiguity or confusion as to what is permissible and what is impermissible.

We have created two draft policies: one for elected and appointed officials and one for Town employees.
This was necessary because, for town employees, enforcement is an HR matter while for elected and
appointed officials; it is more of a legal matter. These proposed policies are attached. We propose that
these policies be adopted by the Town Council through a new ordinance.

We have also addressed the matter of ethical conduct during election campaigns. This, of course, must be
voluntary due to first amendment rights, etc. What we came up with is a voluntary campaign pledge also
attached. We propose that the Town adopt this “Pledge” by resolution.

Lastly, we wish to thank Town Attorney, Sam Streichman, for his kind and sage advice, without which
our work would have been far more challenging. Also, we wish to thank the entire staff of the Town
Attomey’s office for allowing us to use their conference room for meetings.

We sincerely hope you will look favorably on these drafts and the adoption of a new ethics program for
the Town of Payson.

Thank you!

Al Poskanzer
Chair

Consultants in Technology Transfer, Development & Commercialization

www.poskanzer.com .
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Town of Payson
Pledge of Ethical Campaign Conduct

» Run an accurate campaign based on my views of the issues
» To strictly follow all campaign finance laws

» To disclose any POTENTIAL conflicts of interest between my prospective duties if elected and any
campaign contributors.

» NOT engage in personal attacks on my opponents.

» Be willing to cooperate with and acquiesce to the findings of an election review board in the event an
assertion is made about my opponent (s) that is contested.

» To strongly and proactively encourage my supporters to comply with all the above as well.

| understand that the names of candidates that agree to sign this pledge or not
agree will be published

| further understand that any findings of an election review board will also be
published.




CODE OF ETHICAL BEHAVIOR
FOR TOWN OFFICIALS

for Town Officials

T f Payson Ethics Poli

It is the policy of the Town of Payson to uphold, promote, and demand the highest
standards of ethical behavior from its Town officials, including the Mayor, all .
members of the Town Council, and individuals officially appointed to serve @ ‘
Town's boards, commissions, committees, and task forces ; tegrity, fairnes
and transparency of action are the hallmarks of public service in Payson. Use of one
position or office for personal gain or inappropriate influence will not be tolerated.

All Town officials
laws of the Unite

As a prerequisite exercising any power of office, each Town official is required to
read; and agree riting to comply with the provisions of these laws, regulations,
policies, and this Code, as well as to participate annually in continuing education
“workshops regarding public service ethics.

Federal, state, and Town laws provide the legal framework governing public service
ethics. Within these laws the Town has identified the following specific areas where
clarification and emphasis of the intent and spirit of ethical standards are most
warranted.

Arizona law prevents local governments from imposing different conflicts of interest laws
than state law. To provide guidance to Town officials, Payson interprets Arizona's
conflicts of interest laws as follows:

A conflict of interest arises when a Town official, a relative of that official, or an entity in

which a Town official has a substantial interest is actively engaged in an activity that
involves the Town's decision-making processes. "Decision-making processes" is
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CODE OF ETHICAL BEHAVIOR
FOR TOWN OFFICIALS

broader than just voting and includes being involved with discussions or any other
aspects of any decisions the Town makes, such as contracting, sales, purchases,
permitting, and zoning.

When a conflict of interest arises, the Town official involved must immediately refrain
from participating in any manner in the Town's decision-making processes on the matter
as a Town official, including voting on the matter or attending meetings with, having
written or verbal communications with, or offering advice to, any Town official, Town
employee, contractor, agent, or officially appointed member of a Town board,
commission, committee, task force, or agency (other than the Town Attorney when the
Town official is seeking legal advice regarding a possible conflict). In addition, within
three business days of the conflict arising, the Town official must declare the specific
nature of the interest on the public record by updating his or her Personal Interest
Disclosure Form in the Town Clerk’s office.

Durlng a public meeting when an agenda item in Wthh a Town off|C|aI has a confl

v ete, and submit to the Town Clerk the Personal Interest Dlsclosure Form (a copy

ch appears as "Attachment B") before participating in that person's first meeting
before January 31 of every year of continued service to the Town.

Gifts

Town officials are prohibited from soliciting, receiving, or accepting gifts of any kind from
anyone who is engaged in a specific situation that involves the Town's decision-making
or permitting processes, except as exempted below. The term "gifts of any kind"
includes money, services, loans, travel, entertainment, hospitality (including meals),
promises of any future gifts, or anything of value that might be construed as an attempt
to create a more favorable relationship than that enjoyed by any other citizen, including:
(a) the purchase, sale, or lease of any real or personal property by the Town official,
that official's relative, or an entity in which that official has a financial interest at a value
below or above that available to the general public, and (b) employment and/or
services, contracts, direct or indirect, by a Town official, that official's relative, or an
entity in which that official or relative has a financial interest.




CODE OF ETHICAL BEHAVIOR
FOR TOWN OFFICIALS

Exemptions include entertainment, hospitality (including meals), transportation, and
token mementos directly associated with events that an official is attending as a
representative of the Town. If any gift or personal benefit is permissible and exceeds $25
in value, then the Town official must declare it to the Town Clerk.

Open Government

The citizens of Payson expect and deserve open government. Arizona has an official
public policy "that meetings of public bodies be conducted openly" and that any doubt
should always be resolved "in favor of open and public meetings" (A.R.S. § 38-431.09).

Therefore, Town officials shall conduct themselves in a manner that fully adheres to and
preferably exceeds state laws concerning open meetings and transparency of actions.
Indeed, Town officials are encouraged to employ a "mindset of openness" in conducting
the affairs of the Town and should be cautious before voting to hold a portion of a

communlcate with a quorum of the public body - can viola
Town officials also shall show no favoritism o

there are v ry narrowly limited occasions when the public's
tected by the public body meeting in closed executive session. To
e mlndse%bf openness, Town officials should conS|der that although state law

d be utilized as infrequently as possible and only in clearly compelling
circumstances.

In addition to complying with the Open Meeting Law requirement that a simple majority of
the public body vote in favor of meeting in closed executive session, Payson public
bodies will first introduce the item on the agenda, hear the need to go into executive
session explained, receive the assent of the Town Attorney (or designee) that the
matter would be an appropriate use of the executive session exception, and then vote to
see if a majority of the public body agrees there is a legitimate need to go into executive
session.

To ensure strict compliance with state law, the Town Attorney (or designee) shall be
present at and actively protect the letter and spirit of the Open Meeting Law in all
Council meetings, all Council executive sessions, and all executive sessions to be held
by any other Town board, commission, committee, or officially appointed task force or
advisory group. While in executive session, the Town Attorney (or designee) shall seek to
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CODE OF ETHICAL BEHAVIOR
FOR TOWN OFFICIALS

ensure that all discussions and consultations that take place fit within the bounds of
what is allowed and appropriate under a strict and tight interpretation of Arizona's Open
Meeting Law. All other questions and discussions related to that same issue shall be
posed and addressed only in a public forum either prior to or following the executive
session.

The Town Attorney (or designee) will not attend those portions of executive sessions
involving personnel matters, pursuant to A.R.S. § 38-431.03(A)(l), relating to the Town
Chief Financial Officer, Town Clerk, or Town Manager, but may attend if requested to
do so by the Town Council.

Before leaving the executive session, the Town Attorney (or designee) shall remind
those present in the closed executive session that Arizona law (a) mandates that all
discussions within and minutes of executive sessions are strictly confidential for all time,
and (b) prohibits attendees from revealing to anyone, including family members an
part of any discussion that took place in executive session.

Preservation and Availability of Public Documents
Consistent with Arizona's Public Records Laws; wri
officials and between public officials and private :
the affairs of the Town are: con5|dered public documents. Suc
shall be preserved
ential, made_

appointed officials on any publicly or privately
wn official's place of employment, private
. Destructlon of such communications prlor to the

The Town's electronic messaging systems and electronic communications systems
(including telephones) are to be used for official Town business only, except for limited
personal uses (e.g., asking a person to lunch or a social event, checking on the welfare
of family members, scheduling or canceling a doctor's appointment). Town officials are
prohibited from using the Town's official e-mail service for commercial purposes or other
inappropriate uses.

Undue Influence on Subordinates

Under the Town's Code of Ordinances, administrative authority is vested in the Town
Manager. Members of the Town Council are cautioned not to interfere with that authority
by giving orders or explicit directions or requests, publicly or privately, regarding Town
matters to any subordinates of the Town Manager.
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All Town officials shall respect the orderly lines of authority within Town government.
This is not intended to mean, however, that Town Officials cannot converse with the
Town Manager or other employees, express opinions, or make recommendations.

h n i i
To enforce the Code of Ethical Behavior, the Town shall use the following processes:
A. Filing Complaints.
1. Contents. Any person who believes a Town official in an official capacity
violated a mandatory requirement or prohibition in the Payson Code of Ethical Behavior

("Code") or violated any state or Town law may file a sworn complaint with the Town
Attorney identifying:

(@)  The complainant's name, address, and telephone number;

(b) The name and position of the Town official who.is:

complaint;

(c¢) The nature of the alleged violati

Code or [aw allegedly violated
t&«a

ubject of th

Time for Filing. A complaint must be filed within ninety days after the date
iolation was discovered.

3. False or Frivolous Complaints. A person who knowingly makes a false,
misleading, or unsubstantiated statement in a complaint is subject to potential civil
liability for, among other possible causes of action, defamation. If, after reviewing an
ethics complaint, it is determined that a sworn complaint is groundless and appears to
have been filed in bad faith or for the purpose of harassment, or that intentionally false
or malicious information has been provided, then the Town Attorney may refer the
matter to the appropriate law enforcement or civil authority for appropriate action. A

Town official who seeks to take civil action regarding any such complaint, shall do so at
his or her personal expense.

4. Elections Complaints. Any complaints relating to Town elections shall be
filed with or referred to the Town Clerk for review and disposition as provided by law.
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B. Resolving Complaints.

1. Initial Screening of Complaints. The Town Attorney shall review each
complaint filed alleging a violation by an officially appointed member of a Town board,
commission, committee, and/or task force, and within fifteen days either:

(@) Return it for being incomplete; or

(b) Dismiss it for being untimely; or

(c) Dismiss it if the complaint on its face fails to state allegations that, if
true, would violate a mandatory requirement or prohibition - as
opposed to an aspirational or administrative provision - of the Code
or any laws; or

(d) Dismiss it as being without merit and refer it to the appropriate
authorities for action against the complainant if the Town Attorney
determines the complaint was false, misleading, frivolo :
intentionally malicious; or

(e)  Refer alleged violations of Arizona or federal la

allegations that, if true,
federal law; or

2. Review and Findings. For ethics complaints alleging violations of the
Town's Code of Ethical Behavior or a Town law that should proceed for additional review,
the Ethics Panel shall investigate the allegations and, within thirty days (unless the
Ethics Panel requests a fifteen-day extension that is granted in writing by the Mayor or
Vice Mayor), submit to the Town Council, the complainant, the official who is the subject
of the complaint, and the Town Clerk a report with findings of fact, conclusions of law,
and a recommendation. The Town Council shall consider the Ethics Panel's report at a
public meeting. If the Town Council finds an ethical violation, then it may remove the
member from the Town board, commission, committee, or task force. In resolving a
complaint, the totality of the circumstances shall be taken into consideration, including
the intent of the person accused of wrongdoing.
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C. Resolving Complaints Against the Mayor and/or Other Members of the Town

Council.

1. Independent Ethics Reviewers. The Town shall use independent
personnel to handle ethics complaints lodged against the Mayor and/or other members
of the Town Council. The Town Attorney shall select a pool of three to five individuals
who could serve as the Town's independent ethics reviewers to handle ethics
complaints lodged against the Mayor and/or other members of the Town Council. To be
eligible for selection, individuals must be independent attorneys or retired federal, state,
or county judges who do not live in Payson and do not work for employers that regularly
have business in Payson or represent clients in Payson. Individuals who serve as the
Town's independent ethics reviewers shall do so as the Town's agents and enjoy the
Town's full liability protection and immunity as allowed by law. Each year the Town
Attorney shall nominate one person from the independent ethics reviewers to serve as

the Town's “independent ethics officer." The independent ethics officer shall not ¢
in that role for more than one year. ‘

2. Initial Screening of Complaints.

decide either to (a) act directly on any compl
members of the Town Coungil, or (b) refer a

(e)

(f)

. Dismiss.

ning of the complai
s and recommend that’

Dismiss it.jf.the complaint on its face fails to state allegations that, if

_ ftrue, would violate a mandatory requirement or prohibition - as

opposed to an aspirational or administrative provision - of the Code
or any laws; or

Dismiss it as being without merit and refer it to the appropriate
authorities for action against the complainant if the independent
ethics officer determines the complaint was false, misleading,
frivolous, or intentionally malicious; or

Refer alleged violations of Arizona or federal laws to an appropriate
law enforcement agency if the complaint states on its face
allegations that, if true, would constitute a violation of Arizona or
federal law; or

If the complaint states on its face allegations that, if true, would
constitute a violation of a mandatory requirement or prohibition (as
opposed to aspirational or administrative provisions) of the Town's
Code of Ethical Behavior or a Town law, refer the matter to an
independent ethics panel for further action as set forth in
subsection (3) below.
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In all circumstances, the Town Attorney shall notify in writing the complainant, the Town
official subject to the complaint, and the Town Clerk regarding the action taken.

3. Review and Findings. For ethics complaints alleging violations of the
Town's Code of Ethical Behavior or a Town law that should proceed for additional review,
the Ethics Panel shall investigate the allegations and, within thirty days (unless the
Ethics Panel requests a fifteen-day extension that is granted in writing by the Mayor or
Vice Mayor), submit to the Town Council, the complainant, the official who is the subject
of the complaint, and the Town Clerk a report with findings of fact, conclusions of law,
and a recommendation. The Town Council shall consider the Ethics Panel's report at a
public meeting. If the Town Council finds an ethical violation, then it may remove the
member from the Town board, commission, committee, or task force. In resolving a
complaint, the totality of the circumstances shall be taken into consideration, including
the intent of the person accused of wrongdoing.

D. Review of Complaints.

i .
refer a complai
gations are true or th

1. Presumptions. The Town Attorney's recommen
for further review does not mean that any of the complaint's a
any Town official has violated this Code or anylaw.

handling complalnts set forth above set the
j ion-makers are strongly encouraged to make known
their findings, recommendations and decisions as expeditiously as possible for the sake
‘public and the Town officials against whom complaints have been filed.

4. Public Information Regarding Action Taken and Reports Issued. On the
same day the Ethics Panel notifies a complainant of the action taken on a complaint as
set forth in subsections B(1) and C(2), and on the same day the Ethics Panel issues a
report to the Town Council regarding complaints against officially appointed members of
Town boards, commissions, committees, task forces, or advisory groups as set forth in
subsection B(2) or an Ethics Panel issues a report to the Town Council regarding
complaints against the Mayor and/or any other member of the Town Council as set forth
in subsection C(3), copies of those notices and reports shall be filed with the Town
Clerk and made available to the public as public records.
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CODE OF ETHICAL BEHAVIOR
FOR TOWN OFFICIALS

ATTACHMENT B

Town of Payson
Personal Interest Disclosure Form
Eor Town Officials

Pursuant to the Town of Payson Code of Ethical Behavior, all Town employees,
as defined therein, officials (the Mayor, other members of the Town Council, and
members of all Town boards, commissions, committees, and other appointed advisory
groups), before participating in their first meeting and before January 31 every year
thereafter that they serve the Town, must complete and submit a Personal Interest
Disclosure Form to the Human Resources department. The purpose of the form is to
help Town officials by alerting and reminding them of their need to avoid participating in
any manner on behalf of the Town of Payson when a conflict arises between their
official Town duties and their personal interests. .

Two definitions are very important because violating Arizo
laws is a criminal offense and can lead to serious consequence

. ‘The definition of "relative" includes your "spouse, child, child's child
children], parent, grandparents, brother or sister [and step-brother or step-sister],
and their spouses and the parent, brother, sister or child of a spouse." AR.S. § 38-
502(9).

If, after you complete this form, another substantial interest surfaces that was not
anticipated, then you are obligated to immediately refrain from participating in the
decision-making process and, within three business days, update this form to disclose
the interest in the Town Clerk's Office. If you have any questions, please contact the
Town Attorney's Office with as much lead time as possible.

1. ldentify the decision or other matter in which you or a relative may
have a substantial interest. (Attach another page if more space is needed.)
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CODE OF ETHICAL BEHAVIOR
FOR TOWN OFFICIALS

2. Describe each substantial _interest referred to above. (Attach
another page if more space is needed.)

Statement of Disqualification

To avoid any possible conflict of interest, | will refrain from participating in any
manner in the matter(s) identified above.

Name (please print)
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ETHICAL STANDARDS
FOR TOWN EMPLOYEES

Town of Payson
Ethical Standards for Town Employees

Section 1 Purpose

The expectation for all members of the Town’s workforce is that they will promote the
highest standards of honesty and integrity in Town government and ensure the quality of
Town government through adherence to ethical principles. The purpose of these Ethical
Standards is to identify the standards of professional, ethical, legal, and socially
responsible behavior expected of Town employees and contract workers (see Section 3
below). All Town business should be conducted in a manner that is not only.aba
reproach in fact, but also in appearance.

To identify ethics issues within a legal framework is only the beginning of the process that
must be considered in municipal government "Qéé Legal guidelines provide only the initial
foundation for ethical issues. As stewards of the public trust, Toy loyees and contr
hol / times. An individ
y, customers, and fell

‘own Employees are in éiﬁfg;lition to any other applicable codes
r.in effec

Any individual employed by the Town, including full-time, regular
ployees, part-time, regular employees; part-time, temporary employees; temporary
employees; seasonal employees.

Town property: Any Town owned, leased, or controlled property, such as office buildings,
parks, preserve areas, and other areas in which the employee may conduct work for the
Town.

Town equipment: Any Town owned, leased, or controlled equipment such as vehicles,
heavy equipment trucks, mechanical and power devices, hand tools, computers, electronic
communication, business machines, eftc.

Conflict of interest: A condition that exists when an employee or contract worker
participates in or makes a decision that may affect the financial or property interests of the
employee, or a close relative of the employee, or as otherwise provided by Arizona law.
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ETHICAL STANDARDS
FOR TOWN EMPLOYEES

Contract worker: An individual who is employed by an outside agency rather than the
Town, or who provides services to the Town pursuant to a contract between the individual
or agency and the Town for remuneration.

Section 3 Policy

Ethical Conduct--Expectations

All Town employees and contract workers must:

1. Uphold and comply with all state and federal laws, and Town ordinances, rules, and
policies.
2. Maintain the highest standards of personal integrity, truthfulness, and fairness. See

Attachment A, Rule 6, Section 2, #10.

3. Place the interests of the Town, the community, and its citizens before pers

4. Promote impartiality, fai
may have co

i

tate law (Arizona Revised Statutes

f interest provisions
-511) and federal law.

mply with ali Town Code provisions relating to outside employment, to political
ctivity, and to gifts and gratuities; and these Ethical Standards.

Perform the duties and responsibilities of their position in such a manner as to avoid
even the appearance of misconduct or impropriety. (For example, would you be
proud of your actions if you read about them in the newspaper?)

9. Use Town funds, assets, property, and equipment solely for Town purposes, except
for such limited personal uses as are expressly permitted, pursuant to the Town
Code or these Ethical Standards.

10. Maintain the confidentiality of information acquired in the performance of
governmental duties and not disclose it for any unauthorized purpose, including but
not limited to personal, professional, or political benefit or gain. (For example: If you
have access to personal information about your coworkers in a Town database, that
information should not be shared or otherwise used for unauthorized purposes.)

2.




11.

12.

13.

14.

Unacceptable Conduct

No Town employee or contract worker shall:

1.

ETHICAL STANDARDS
FOR TOWN EMPLOYEES

Promote and maintain a work environment free from favoritism or discrimination
based on race, color, gender, national origin, religion, age, or physical or mental
disability. See Attachment A, Rule 2, Section 2; Rule 6, Section 2, #13; Rule 6,
Section 2, #14; Rule 29.

Promote and maintain a work environment free from sexual harassment or improper
sexual conduct or communication (verbal or written). See Attachment A, Rule 29.

Promote and maintain a work environment free from foul or abusive language, and
from slander and malicious gossip. See Attachment A, Rule 6, Section 2, #2; Rule
6, Section 2, #20.

Promote and maintain a work environment free from undue influence or pressure
upon subordinates relating to issues outside the scope of their employment.

benefits or |tems of value for the perfo
personal benefit. See Attachment A
Item 1; Rule 19 Sect' :

cept any glfts gratuities, fees, services, discounts, purchases, entertainment, or

' other personal benefit or items of value (other than what could be made available
through the Town’s employee benefits programs), if the acceptance could

reasonably be construed as an attempt to exert improper influence on any municipal
decision or action, or as a reward for any official action, including those related to
hiring, appointment, or promotion. See Attachment A, Rule 6, Section 2, #7;
Rule 6, Section 2, #14; Rule 6, Section 2, #15; Rule 19, Section 1, Item 1.

Solicit Town employees for non-work related products and services on behalf of
outside vendors during regular work hours. Solicitation for charitable, non-profit
fund-raising events is permissible only with the prior approval by the department
manager, or equivalent position, and shall not disrupt or negatively impact normal
business activities. See Aftachment A, Rule 19, Section 1, Item 1.

Engage in political activities during working hours, except that employees may
exercise their rights as a citizen to vote and to express opinions as an individual
citizen, but may not use their Town position for political purposes. (This rule does
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12.

13.

ETHICAL STANDARDS
FOR TOWN EMPLOYEES

not apply to employees who are also elected officials.) See Attachment A, Rule 2,
Section 7: Rule 6, Section 2, #7; Rule 6, Section 2, #14; Rule 6, Section 2, #15.

Engage in conduct, either during or outside of regular duty hours, which is in
violation of the following: Attachment A, Rule 19, Section 3; Rule 6, Section 2,
#20: Rule 6, Section 2, #9; Rule 6, Section 2, #8; Rule 6, Section 2, #5.

Use Town resources not available to the public in general, such as Town staff time,
funds, equipment, supplies, or facilities, for private or personal gain; use of such
resources for personal purposes shall not be permitted unless authorized in writing
by a department head or the Town Manager. (For example: use of Town equipment,
vehicles, materials, or time to start or operate your own business.) See
Attachment A, Rule 6, Section 2, #13.

Participate in the consideration, award, or administration of any contract, or in a
Town business decision, when to do so constitutes a conflict of interest. (For
example: allowing personal relationships to influence Town business decisi
actions.)

Knowingly allow themselves, their uniforms, equipment, ¢ her indicators of Town
employment to be used to promote any-commercial activity. This prohibition does

or spon% ed by the Town that
9, Section 1, Item 1.

 profit or gasn is non—mohetary in nature

gage in outside employment, including self-employment or family businesses

"when to do so conflicts with Town duties and/or responsibilities. See

Attachment A, Rule 19, Section 1.

Engage in conduct that constitutes or contributes to favoritism or discrimination
based on race, color, gender, national origin, religion, age, or physical or mental
disability. (For example: serving on a selection panel and influencing disparate
treatment of candidates; or favoring the hiring or promotion of persons based on
their religion.) See Attachment A, Rule 29; Rule 2, Section 2.

Engage in conduct, while on duty, that constitutes or contributes to any form of
sexual harassment or improper sexual conduct (verbal or written). (For example:
telling sexually oriented jokes; inappropriate touching; or making sexual advances.)
See Attachment A, Rule 29.




14.

15.

16.

ETHICAL STANDARDS
FOR TOWN EMPLOYEES

Engage in foul, abusive, or profane language, while on duty, that demeans,
embarrasses, offends, or threatens others. (For example: directing profane remarks
at someone; profaning religious beliefs.) See Attachment A, Rule 6, Section 2, #2.

Engage in slander or malicious gossip, while on duty, that demeans, embarrasses,
offends, or threatens others. See Attachment A, Rule 6, Section 2, #2.

Engage in conduct, either while on duty or off-duty, that may put undue influence or
pressure upon subordinates, either in relation to official duties or personal
involvement. (For example: asking to spend time alone ["dating"]; sharing personal
information of an intimate nature; seeking opportunities to make personal sales of
any type.) See Attachment A, Rule 29.

Section 4 Responsibilities

All Town employees and contract workers are responsible for complying with these Ethical
Standards. In addition, all employees and contract workers who have experi
observed, or have knowledge of a violation of these Ethical Standards are encou

report the violation to the Human Resources Director, or the Town Manager. Corhplal

regarding any member of the Human Resources department ¥

be filed with the Tow N

Manager. Investigative reports for all complaints will be reviewed by both the Hume an

Resources Director and the Town Manager.

itionally, all departm
e office of the Human

ection 5 Education and Training

To provide consistent and up-to-date guidance for Town employees and to protect the
public trust, the Town shall provide:

1.

Public Service Ethics Training to all Town employees to be conducted no less than
annually. New employee orientation shall include a review of the "Ethical Standards
Policy". Training sessions will be comprehensive and meaningful, such that they
will:

= Explain the letter and spirit of public service ethics laws regulating service
to the Town;

= Use case studies or examples illustrating the application of the public
service ethics laws to general behavior and specific situations; and
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ETHICAL STANDARDS
FOR TOWN EMPLOYEES

= Examine and illustrate the approved process to follow should employees
have questions or concerns regarding their activities or those of others in
Town service.

Upon completion of each public service training program, attendees shall sign (1) a
statement confirming they have completed the training and acknowledging they are
aware of the public service ethics laws and will abide by them, and (2) the Personal
Interest Disclosure Form for Employees (Attachment C hereto).

2. Educational materials are to be updated periodically to reflect any changes in
applicable laws and to incorporate fresh illustrative examples. The Town Attorney
shall update annually, or more frequently if necessary, both Attachment B (the
annotated matrix of public service ethics laws) and Attachment C (Personal
Interest Disclosure Form) to the Code of Ethical Behavior to ensure the documents
present accurate information. The Town Manager shall ensure that each Town
employee receives and agrees to follow the Town's Administrative Regulation on
ethical standards at new employee orientations. ‘

Section 6 __Program/Process Controls

Employees in violation of these Ethical Standards. wi
and including termination.

part ’patlon would constitute a conflict of interest, or the
|ct of interest or |mpropnety, must immediately notify his or her

ecision, or attempt to influence it in any way. The Town Attorney’s office should be called
upon, as necessary, to assist in determining whether the specific facts constitute a conflict
of interest.

Complaint Procedure

An employee or contract worker who has experienced, observed, or has knowledge of a
violation of these Ethical Standards must report it to the Human Resources Director. If any
violation is by the Human Resources Director it must be reported to the Town Manager.
Information relating to the violation must be formally reported in writing on an Ethics
Complaint Form that is available from the Human Resources department. Following an
investigation, substantiated complaints will result in corrective action or discipline in
accordance with Town Personnel Policies and Procedures. An employee receiving
discipline for a violation of these Ethical Standards will be afforded such rights of appeal as
are provided by Town Code. Information acquired in the course of an ethics investigation
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will be accorded the highest degree of confidentiality permitted by the circumstances and
by law, but may be subject to disclosure under the Public Records Act.

If the complaint is against the Town Manager or the Town Attorney, the complaint
procedure shall follow the procedure set forth in Section 2 of the Town of Payson Code of
Ethical Behavior for Town Officials.

Confidentiality of complaints and the disposition thereof is subject to adjudication by the
Town.

Retaliation against any person who reports and/or participates in the investigation of a
violation of these Ethical Standards is prohibited. Retaliation includes, but is not limited to,
unlawful discrimination, refusing to recommend an employee for an opportunity for which
he or she qualifies, spreading rumors about the employee, encouraging hostility from co-
workers, any other negative, tangible employment action done intentionally, or any action
done in the course of employment designed to or resulting in a detriment to the reporting
or the participating party. An employee engaging in retaliation will be subj
disciplinary action, up to and including dismissal. :

False or Misleading Complaints
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ETHICAL STANDARDS
FOR TOWN EMPLOYEES

ATTACHMENT C

Town of Payson
for Employees

Pursuant to the Town of Payson Ethical Standards for Town Employees, all
Town employees must complete and submit this Personal interest Disclosure Form to
the Human Resources department annually upon the occasion of their annual ethics
training. The purpose of the form is to help Town employees by alerting and reminding
them of their need to avoid participating in any manner on behalf of the Town of Payson
when a conflict arises between their official Town duties and their personal interests.

Two definitions are very important because violating Arizona's conflicts of interest
laws is a criminal offense and can lead to serious consequences.

1. Arizona law requires that if a Town employee or his or her relati
has a substantial interest (as defined by state law) in an official deC|5|on then
employee "shall make known that interest in the official records of the u
shall refrain from participating in any manner as an employ {
(A.R.S. § 38-503). By listing "otherwise participati nner“ the Legislatur
has made clear that if you have a conflict, ther /. reg%aln from takin
any action in your official , discuss, write, wink, or:

Af; after you complete this form, another substantial interest surfaces that was not
icipated, then you are obligated to immediately refrain from participating in the

demélon maklng process and, within three business days, update this form to disclose
the interest in the Town Clerk's Office. If you have any questions, please contact the
Town Attorney's Office with as much lead time as possible.

1. ntify the ision or other matter in which vou or a relative m
have a substantial interest. (Attach another page if more space is needed.)
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ETHICAL STANDARDS
FOR TOWN EMPLOYEES

2. Describe each substantial interest referred to above. (Attach
another page if more space is needed.)

Statement of Disqualification

To avoid any possible conflict of interest, | will refrain from participating in any
manner in the matter(s) identified above.

Name (please print) Signature
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