_________ Housing Authority

BUSINESS CODE OF CONDUCT
Preface
_________ Housing Authority has established standards of conduct for its employees.  These standards are designed to assure the utmost in public trust and confidence in the policies and practices of the Authority.  The Authority recognizes its responsibility to conduct all business in a manner above reproach or censure.  This Code of Conduct will describe in detail the standards by which staff are to be held accountable.
This code recognizes and incorporates those sections of federal, state and local law which govern the conduct of public employees, and in no way supplants those provisions of law.  In cases where no statutory precedent exists, the policy of _________ Housing Authority shall be applied, except that this policy shall in no way be taken to supersede the provisions of any contracts, labor agreements, or other external agreements affecting the rights and privileges of employees.

The Code of Conduct shall be generally applied so as to avoid the appearance, or actual occurrence of, any favoritism or special treatment towards any applicant, resident, vendor, or agency having business, or dealings of any kind, with the Authority.  No employee shall use or cause or allow to use his or her position to secure any personal privileges for himself, herself, or others, or to influence the activities, actions or proceeds of the Authority.
Purpose
This Code of Conduct establishes standards for employee conduct, which will assure the highest level of public service.  Recognizing that compliance with any ethical standards rests primarily on personal integrity and specifically in this situation with the integrity of the employees.   This code of conduct sets forth those acts or omissions of acts that could be deemed injurious to the general mission of the Authority.

This Code of Conduct is not intended, nor should it be construed, as an attempt to unreasonably intrude upon the individual employee’s right to privacy and the right to participate freely in a democratic society and economy.

Vendors and Contractors

_________ Housing Authority recognizes the importance of establishing standards of conduct for external vendors and suppliers of products and/or services to the Authority.  While the Authority cannot mandate the internal conduct or policies of vendors, it nevertheless requires that vendors and suppliers adhere to certain basic principles in conducting business with the Authority.  Specifically, these principles include:
A.
No direct or indirect personal inducement of Authority employees.  This includes the giving of gifts, money, tickets or any item or service having value.

B.
No direct or indirect inducement of members of the Board of Commissioners.  This shall include the same provisions covering employees, except that it is recognized that in the course of business dealings, there may be times when meals and/or visits may be arranged.  
It is expected that vendors or suppliers of professional services to the Authority will be governed by the Code of Conduct to which their particular profession prescribes.  Any vendor or supplier found in violation of Authority policy shall be barred from future business dealings with the Authority.  

Employees
No employee of _________ Housing Authority shall have any employment, or engage in any business or commercial transaction, or engage in any professional activity, or incur any obligation in which directly or indirectly he or she would have any interest that would impair his or her independence of judgment or action in the performance of his or her official duties.  No employee shall have or enter into any contract with any person who has or enters into a contract with the Authority unless:

A.
The contract between the person and the Authority is awarded pursuant to competitive bidding procedures and/or purchasing policies as outlined in regulations promulgated by the U.S. Department of Housing and Urban Development (HUD), state law, and _________ Housing Authority Procurement Policy; or

B.
The contract between the person and the Authority is one in which the Authority employee has no interest, has no duties or responsibilities, or if the contract with the person is one which the Authority employee entered into prior to becoming an employee.  There shall be no preferential treatment given by an employee of the Authority acting in performance of is or her official duties to any person, agency or organization.
No Authority employee shall use or permit the use of Authority-owned vehicles, equipment, materials or property for the convenience or profit of himself, herself, or any other person.  However this provision shall not apply in the case of usage for “diminutive” purposes, i.e., purposes which in and of themselves should not be construed as abuse of Authority property.

No Authority employee shall solicit nor accept gratuities, favors, or anything of monetary value from contractors, or party to subagreements, nor shall any Authority employee accept or receive a gift having value in excess of $15.00 regardless of the form of the gift, from any person who has an interest in any matter proposed or pending before the Authority.

All agreements or contracts must be made in writing by the authorized PHA official. No Authority employee acting individually can bind the housing authority by an action or verbal representation.
No Authority employee shall disclose without proper authorization non-public information or records concerning any aspects of the operation of the Authority, nor shall he or she use such information to the advantage or benefit of himself, herself, or any other person.  This shall include records maintained on residents and/or participants of the Authority, for whom a properly executed release of information form shall be obtained and kept in the client file.  The release of information relative to residents and/or participants of the Authority shall be done pursuant to government regulations allowing the release of information among government agencies or agencies receiving government subsidy, shall be done following prescribed methods of requesting and transmitting such information, and shall be done with full knowledge of the resident and/or participant except in those cases where through action of law the enrollee’s knowledge is not required.
No former employee of the Authority shall personally represent any person in a matter in which the former employee personally participated while employed by the Authority for one year, if such representation would be adverse to the interests of the Authority.  This provision shall not, however, bar the timely filing by a current or former employee, or any claims, account, demand, or suit arising out of personal injury, property damage, or any benefit authorized or permitted by law.

No member of the family of any Authority employee shall be employed full time by the Authority. Refer to Employment of Relatives (Nepotism) section in the Employee Handbook.
No Authority employee shall have an interest in a contract between any person and the Authority, except that this provision shall not apply if the contract was entered into prior to the employee’s hire by the Authority; the employee discloses his or her interest in the contract prior to employment; and after employment, the employee has no power to authorize or approve payment under the contract, monitor performance or compliance under the contract, or audit bills or claims under the contract and the compensation of the employee will not be affected by the contract.

No Authority employee shall have any employment, engage in any business or commercial transaction, or engage in any professional activity in which, directly or indirectly, he or she would have an interest that would impair his or her independence of judgment or action in the performance of his or her duties with the Authority or that would be in conflict with his or her duties at the Authority.

No Authority employee shall discuss, vote upon, decide or take part in (formally or informally) any matter before the Authority in which he or she has an interest.

Any matter decided on, contracted, adjudicated, or in any way acted upon by an employee who does not disclose a personal interest either in the matter, or in any person or organization having an interest in the matter, may be considered null and void by the Authority.

No Authority employee shall be permitted to participate as a lessor or lessor’s agent in the Housing Choice Voucher Program.  These prohibitions, however, shall not apply where the employee is a principal member in a not-for-profit or charitable, educational, or humanitarian agency that may own or manage housing for rental purposes.

If an employee has been judged in a matter that was conducted, decided or acted upon in a manner prohibited by the Code of Conduct disciplinary action may be imposed as described in the Employee Handbook.  In addition, an injunction may be sought against the proscribed action.

Dissemination of the Code of Conduct
_________ Housing Authority will review with all new employees the Code of Conduct as a part of the new employee orientation. Business and relationship issues will be investigated during each job candidate’s application review or during an interview for employment. The Code of Conduct is part of the Authority’s Personnel Policy.  Each employee receives a copy at the time of employment and at any time the policy has been revised. All employees sign that they have received and reviewed the Personnel Policy in its entirety. The policy and any revisions are approved prior to distribution to employees by the Board of Commissioner who reviews the policy and any amendments prior to passage. The Code is reviewed by the Board of Commissioners at least annually. Employees will also be reminded of the Code’s existence and the topics it covers at least annually during an employee meeting. The Code will also be a continuous topic on the agenda of Property Managers meetings and Central Office Cost Center meetings at any meeting that procurement is a discussion item. The Executive Director at his/her discretion shall provide an overview and/or copy of the Code to any person or entity that he/she deems to be an agent of the Authority. This interaction will be completed prior to any action or transaction being commenced by the agent on the Authority’s behalf. The Code of Conduct and any revision will be posted in the same manner as other required public notices. 
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