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Train-The-Trainer Kit

for h‘é Shae‘d__ Ethics mmission

OVERVIEW

This Train-the-Trainer Kit is primarily designed for the novice trainer, but portions of it shouid
be beneficial to experienced trainers.

QUICK GUIDE

STEP 1: Before class begins, choose one “Option” to teach to the class from the
following pages. They differ in time and content.

STEP 2: All Options have a “Participant Packet” that corresponds with the
content associated with each Option. Before class begins, take the
Participant Packet for your chosen option and make one copy for each
student attending class.

STEP 3: All Options have an “Instructor Packet” that corresponds with the
Participant packet for the Option. They are exact copies of the Participant
Packet, but have answers prepared for the instructor. These answers are
typed in red. Take the Instructor Packet for your chosen option to class as
reference.

STEP 4: Some Options use PowerPoint Presentations. The provided USB Drive
has all PowerPoint Presentations necessary to teach each Option. Take the
USB Drive to class and open the Option of your choice's file. You will find
PowerPoint Presentations labeled by Segment, in the order the instructor
should present them. The Presentations are labeled and correspond with
the Segment labels in both the Participant Packets and Instructor Packet.

STEP 5: Welcome your class. Hand out Participant Packets to students and
begin presenting with Segment 1!



OPTION A: “Business Ethics” (One and Half Hour)

This option will introduce the Shared Ethics Commission Code of Ethics and Values to the
participants (Optional PowerPoint of the Code is on jump drive).

Second, the trainer will have the participants watch all ten of the video vignettes (DVD
provided). Face-to-face training then consists of twenty (20) to thirty (30) minutes of
discussion on various elements of corruption portrayed in the movie.

Specifically, the trainer is to select and discuss questions or issues provided in the "MOVIE
Discussion Guide®, which is inciuded on the jump drive. Trainer will hand out the participant’s
copy to all in attendance. Participant’s copy of the Movie Discussion will only have the
questions.

The instructor’s copy of the Movie Discussion has answers (in red) following each of the
questions. An optional power point with the movie discussion questions is also on the jump
drive to utilize. Trainer is free to pick the format that will be beneficial to the training setting.

OPTION A also has a written DILEMMA component (worksheets of "What Would You Do?").
Participant’s copy only has the dilemma questions for review. Instructor’s copy has KEY points
(in red) that follow each question. An optional power point with the dilemmas is also on the
jump drive for use by the trainer.

OPTION A consists of a one and one haif hour session:

< Segment 1: Opening Remarks and introduce Code of Conduct (5 minutes)
% Segment 2: Watch MOVIE (11 minutes)

< Segment 3;: Discuss Issues in Movie (20-30 minutes)

< Segment 4: Written DILEMMAS (30 minutes)

< Segment5: Closing Discussion and Comments (5 minutes)

< Segment 6: Complete Evaluation (2 minutes)



OPTION B: “Business Ethics” — (One Hour)

This option will introduce the Shared Ethics Commission Code of Ethics and Values and
requires the trainee to watch all ten of the video vignettes (DVD provided).  Face-to-face
training then consists of thirty (30) minutes of discussion on various elements of corruption
portrayed in the movie, selected by the trainer. Approximately 8 questions are to be
discussed, averaging 3minutes in duration, as follows:

The trainer is to select and discuss questions or issues provided in the "MOVIE Discussion
Guide”, which is included on the jump drive. Participant’s copy of the Movie Discussion Guide
will only have the questions.

The instructor’s copy of the Movie Discussion has answers (in red) following each of the
questions. An optional power point with the movie discussion questions is also on the jump
drive to utilize. Trainer is free to pick the format that will be beneficial to the training setting.

This option consists of a one-hour session:
< Segment 1: Opening Remarks and introduce Code of Conduct (5 minutes)

< Segment 2: Watch MOVIE (11 minutes)

& Segment 3: Discuss Issues in Movie (25-30 minutes)

< Segment4: Closing Discussion and Comments (5 minutes)
% Segment5: Complete Evaluation (2 minutes)



OPTION C: "Business Ethics” - (45 minutes)

This option is identical to Option B, except only 15 minutes of discussion is allotted for the
video vignettes.

This option consists of a 45 minute session:

< Segment 1: Opening Remarks (5 minutes)

< Segment 2: Watch MOVIE ( 11 minutes)

Segment 3: Discuss Issues in Movie (15 minutes)
Segment 4: Closing Discussion and Comments (5 minutes)
Segment 5: Complete evaluations (2 minutes)
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OPTION D: “Business Ethics” — (30 Minutes)
NON Media Option

This non-media option will introduce the Shared Ethics Commission Code of Ethics and Values
and a dilemma component all in written format. Face-to-face training then consists of twenty
(20) minutes of discussion on various elements of the dilemmas. This training can be provided
in a variety of places in 30 minutes.

The trainer is to hand out the dilemma worksheet, “*What Wouid You Do?", then direct each
participant answer the questions and discuss the responses. Variations such as forming small
groups and discussing an assigned dilemma are also an acceptable format.

Participant’s copy only has the dilemmas question while the instructor copy has KEY POINTS
(in red) that follow each dilemma.

This option consists of a one and one half hour session:
% Segment 1: Opening Remarks and introduce Code of Conduct (5 minutes)

Segment 2: Written Dilemmas & discussion (20 minutes)

*,
o

+* Segment 3: Complete Evaluation (2 minutes)



Welcome to the

Ethics Seminar

CODE OF SHARED
ETHICS AND VALUES

-

Our Values: Honesty/Integrity

+ To exercise the moral courage 10 hold myself and others accountable for
our actlons

+ To wark within the law and In a way that will bear close public scrutiny

Ta exhibit trustworthiness

+ To employ decision making that promotes the public's best interest

+ To avald impropriety and refrain from misuslng an official position to
secure unwarranted privileges or advantages for myself or others

+ To make no private promises of any kind that may unduly influgnce my
publlc dutles

To refrain from engaging In business that would be directly or indirectly
Inconsistent with the consclentious performance of public dutles

- To accept the responsibllity to expase corrupt and/or unathical behavior
+ To protect the publlc trust my exerclsing honesty and ensurlng
transparency

-
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SHARED CODE OF ETHICS AND VALUES
OF THE COMMUNITIES OF

Counties: Lake, LaPorte, Porter

Cities: Crown Point, East Chicago, Gary, Hobart,
Portage, Valparaiso, Whiting

Towns: Burns Harbor, Cedar Lake, Chesterton,
Dyer, Hebron, Highland, Lake Station,
Lowell, Merrillville, Munster, Ogden

Dunes, Schererville, St John, Westville

|-

PREAMBLE

+ For government to operate with transparency and
accountability it is essentlal that public officlals and
employees conduct themselves in wars that l.\l})hnld the
public trust. The Shared Cade of Ethics and Values
provides guidance and support to public servants for
the promotions and maintenance of the highest
standards of personal and professional conduct.
Because we wish to ensure the public confidence in the
Inte?rity of out government entities, it Is proposed that
all elected and appointed officials, employees,
volunteers, and others whao parti:fpate in government
shall personally commit to belng trained on the values
and standards put forth in this document.

-

Our Values: Respect/Civility

+ To treat every person with dignity and respect

To accomplish the goals and responsibilities of my indlvidual

paosition while respecting my role as a member of a team and

the community at large

+ To act In a professianal, responsive and courteous manner

. Tlc\ reach decisions only after considering various points of
view

+ To work with others In a spirit of tolerance and understanding

To work to bulld consensus and accommodate diverse

oplnions

To utllize effective communication bx listening, asking

questions and responding In a way that adds value to the

conversation

+ To support the public's right to know the truth and encourage
diverse and civil public debate in the decision-making
process
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Our Values: Accountability/
Responsibility

Ta rafrain frpm mlnmumtht PO1ITIONT 10 SECUTE LMWaTTARTEd privileges of

advantagei for mytell or others

Te unm;'umlll imrm olvﬁrv "'f,'."‘"h mnélng process I|.| which I."ﬂ;v bu:‘lm'-:n
assoclates or my fami nelit and UPON reMavi s form detitions,

i".‘.'m show sell’ -rtﬂalul andm& voica mvoptrlen on ﬂungumhn

To conduct my private affalrt In & manner that minimizas the risk of read, potential

of parceived conflices af interest

+ To make Tull public disclasure of the nature of any contlict of interest prior to any

contbdered action
Ta respect the rmuv of others l? kewplag confidunial information that | acquirs
:II‘I‘II':::N::I“R‘:! my praf Il duties d utiless & legitl reason In

+ To refraln form taking advantage of informatlon received In the course of my

professional duties that 4 hot avallable to the public

To rafrain from directly or Indirectly using or allowing the use of government
pasty for anythlisg othet than oiticlal activities

Tao rafraln from soliclting or uuﬁnnc olfts or gratulties that may have & real or

percatved Influenca on my oblectivity In carrying out officlal respansibilities or

plcing me under obilgation to the donar

To rafraln from cnmpﬂlmnhh the community whese | am employed or serve as

an appoelinted or elected offictal

Our Values: Fairness/Justice

To advocate and Eromoxe the mast efficient and effective
way to deliver public services without prejudice or
discrimination
To publiciy acknowledge that the fupction of government
is to serve the best interest of all citizens

To refrain from granting preferential treatment to family
and friends when making staffing decisions or awarding
contracts

To refrain from retallation or condoning retalation against
those who have exposed corrupt of unéthical behaviors
To assess the effects of Inadequate resources on diverse
groups within the service population and develop plans to
remedy and implement such plans

To behave consistently and with respect toward all citizens




MOVIE: Government
Ethics

We will watch a short video: 11 minutes in
length
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MOVIE
» TOPIC : GOVERNMENT ETHICS

+ Reproduced from Advanced Concept
Research

-

OBJECTIVE:

By the end of the program
employees will understand clearly the
expectations the citizens have of them
when it comes to ethics, and that
every day they must remain very aware
of what is and what is not a potential
conflict of interest between their
private interests and their obligations
to the public.

|- )

OVERVIEW:

+ They learn they must not conduct
government business with companies
in which they have a financial interest,
they must take no outside
employment that conflicts with their
official duties, and they must not
accept gifts from anyone if could be
assumed it was intended to influence
them in the conduct of their duties.

|-

OVERVIEW

Employees learn they are
expected to keep confidential
government information
confidential, must never show
favoritism, must not seek special
privileges and must never use
government property for personal
use.

-

DISCUSSION BEFORE VIEWING

yWhat are your ethical
obligations as a
government
employee?

-
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Instructor only slide -hidden

v (Answers will give the discussion
leader an idea of the current
awareness the employees have about
their ethical responsibilities, which can
later be compared with the ethical
concepts in the program. The
answers will also cause the employees
to begin thinking about their attention
during the viewing of the program.)

-

DISCUSSION AFTER VIEWING

v#1:

»Why are you expected to
keep confidential
government information
confidential?

| —-—

QUESTION #2:

»Most of us already know
government employees
should never show
favoritism, but why?

v (We work for all the citizens and are
hired to treat all citizens eqgually).

-

VIEW MOVIE

»Let’s take a look at the
movie and see if you are on
the right track.

ANSWER #1:

» {This information is always of a
private nature and like taxpayer
information, medical records,
criminal histories, and juvenile
records, it may be against the law to
.disclose it. You are also no ever
permitted to use the confidential
information for your own private gain
or give that information to anyone
who has not been authorized.

|-

QUESTION # 3:

v If you violate the code of ethics, you
could be disciplined. What are the
forms of discipline an employee can
receive? :

» ANSWER: (Unethical behavior can
result in anything from a letter of
reprimand to suspension and even
termination.)

- .




QUESTION #4:

+ The program states you may not
personally profit from government
business. What does that mean?

» ANSWER: (You cannot direct business to any
company in which you have a direct or
indirect financial interest. You also cannot
conduct personal financial business with any
company you have contact with in your role
as a government employee.)

|-

QUESTION #6:

»When is unethical for you to
receive a gift from someone?

» Answer: (It is unethical for you to accept a
gift under any circumstances in which it could
be reasonably assumed that the gift was
intended to influence you in the conduct of
your official duties.)

QUESTION #8:

. You are going to meet staff
members who will become
good and loyal friends, and if
you see your friend violating
the government code of ethics,
what are you going to do?

-
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QUESTION #5:

+ It would be possible to list all the
business activities that might conflict
with your duties, so if you're thinking
of engaging in outside financial
interests, what is the first thing you
should do?

+ ANSWER: {The correct action is for you to first
obtain proper approval from your supervisor.)

.

QUESTION #7.

» When is it permissible to use
government property for your
personal use?

v (Never. Use of government owned
property is restricted at all times
to official government business
only.)

| —-—_

ANSWER #8

» (As a government employse you want to be
clear in your mind that it is your obligation to
report to your supervisor immediately any
illegal or unethical behavior by fellow staff
members that you cbserve. It is worth
remembering, experience has shown that
those staff members who break the law are
unusually eventually caught, and those who
protected them are also caught. Both are
disciplined.}




WHAT WOULD YOU DO?

QUESTION #1:

+ A colleague whom you consider a friend has
been taking petty cash. You have just learned
about your friend’s actions. What would you
do?

v+ ____ Tell the appropriate authority what you

“know.

+ .- Keep quiet. You do not want your friend
to be fired over such a small matter.

v ___ Other:

QUESTION #2:

» You have worked with a local government surpller for
many years and have developed a good relationship with
the sales representative. He mentions that he has some
season tickets for the local professional basketball games
that he cannot use. He suggests that you and your spouse
accept them as a gift. What would vou dao?

. Accept the tickets and list the tickets on your financial
disclosure form. The sales representative Is a friend and Is
not asking for anything in return.

¢ _——— Turn down the offer of the tickets. You believe that
the gift might compremise your objectivity or others”
perception of your objectivity in your relatienship with this
and other suppliers,

' - Other:

4/24/18

DIRECTIONS:

» For each of the foliowing
ethical dilemmas, participants
are to identify the course of
action they would take, the
issues that are involved, and
the potential consequences of
each option.

KEY POINTS: #1

« Key Pnlms: This situation pits persenpal and organizational
loyalties against each other. Even though the amount
stolen may be minimal, thls situation i$ very serious
because it involves theft of government funds

« By saylng nothing, a manager or supervisor is in reality
condoning the act and could be held accountable. It could
also be argued that If you say nothing, your friend might
try more serlous embezzlement In the future. Some
particlpanis might believe that a better course of action
would be to confront the employee and insist that he or
she come clean if this course of action is taken, it is
critical that rthe manager or supervisor be prepared to turn
In the employee if the employee refuses to come clean
Paying back the money is not sufficlent the employee
must admit to the theft and make restitution

-

KEYPOINT #2:

+ Key points: Many local governments have
rules about gifts; this would be a good time
to review these rules. Regardless, it is critical
that employees follow guidelines prescribed
by state financial disclosure laws, which
usually require public employees to disclose
all gifts. Most government employees find
that their lives are less complicated, however,
if they make it a practice not to accept gifts
of any kind from those who do business with
local governmant.

-
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QUESTION #3:

+ Your local government's policy allows for a per
diem for meals when employees travel an
business. You have decided to stay with old
friends rather than at a hotel and plan to eat
dinner at their home. As you fill out your travel
expense form, you reflect on the per diem. What
would you do?

—— Claim the per diem. After all, on some trips
the per diem has not covered all of your
expenses.

-——- Claim only those expenses you incurred.
_—_ Other:

KEY POINT #3:

+ Key points: It may be tempting to accept the
per diem—after all the employee has saved
the government money by forgoing a hotel
stay. It is critical to be honest and accurate
when asking for reimbursement of expenses,
however, and to avoid misrepresenting
expenses or misuse of travel funds. The per
diem is intended to cover expenses: if no
expenses were incurred, accepting the per
diem is dishonest. What would you do?

.

QUESTION #4:

+ The gaverning body has just approved a staff
recommendation te refurbish the community's parks
with the latest playground equipment. The
manufacturer of this equlpment has offered to pay
for your trip to nearby resort town to see the layout
af the equipment in use.

— Accept the offer. The govemlnﬂ body has already
approved the purchase, so having the company pay
for your trip Is merely part of a public-private
partnership that will save the taxpayers money,

== INSISt ON having the local government pay for the
trip. You want to avoid any appearance of Infiuence.
wemw Other:

QUESTION #5:

+ An employee whom vou supervise is having personal
Frnblems that are af ectin? her work. The employee
s frequently late and has failed to meet several
Important deadlines. What would you do?

¢ - Document the problems carefully, tell the

emrftluvee that her performance is unacceptable, and

draft a performance improvement plan, Hold the

employee accountable Tor any lapses,

—— Look the other way. Since the Froblems are due

to personal issues, performance will improve once the

emplayee resolves these issues. You sympathize with

the employee and want to avoid adding to her

problems.

— Other

-

KEYPOINT #4:

+ Key points: This situation poses a conflict
between the value of saving money for the
agency and of accepting a gift from a
business that may secure a contract with the
county. If the employee believes that it is in
citizens' best interest to make the trip, the
local government should pay. If there is
nothing to be gained from the trip, the
employee should not go, regardless of who is
paying. What would you do?

-

KEY POINT #5:

= Key points; It is critical to address any performance problem
promptly and objectively. lgnoring an employee's poor
petformance, does a disservice to the organization, places more
respansibllity on others, and tacitly supports negative behavior
Moreover, the employee |s being paid for work that she is not
doing that he is g!emng pald fof wotk he Is not doing, which |s
essentially a faisitication of payroll records. The suparvisor needs
1a let the emPIcn{ee know that her performance is hurting the
quality and timeliness of work and help develop an Improvement
plan that clearly Identifies goals, the steps that the employes
must take to improve, and the consequetices of failing to achieve
stated goals

= Since the supervisor believes that the performance problems are
due to some persanal Issues, the superviser should aiso oifer
some support in addressing these issues, such as the local

gavernment's emgloyee assistance program. The supervisor
cannot mandate this heip, however
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QUESTION #6:

+ You were recently promoted to a job as a building
Inspector. You have Just learned that some of the
inspections that your predecessor claimed to have
Eo?pleted were never undertaken. What would you
[+]
«.— Keep the problem to yourself. Your job is to do
the Inspections that are scheduled now, not to check
up on someone else's work. There is no way to hold
the bulldlna official respansibie, so there is no reason
to risk word getting out to the media.
we=- Inform your supervisor or the department head,
even if It means that you have to “reinspect” the
bulldings.
e Other:

QUESTION #7:

+ The government recently purchased plants for
several parks and has several left over after
planting them. One of your best employees has
approached you 10 ask if he can take the plants
home. What would you do?

- Let the employee take the plants. Since they
are going to be thrown away otherwise, you
consider the plants a reward for good work,
__ Explain the employee that letting him take
the plants could appear to be inapPro riate. The
press might make a big deal out of this type of
thing.

- Other:

.

QUESTION #8:

* Your spouse works for a small company that is bullding a new
office. The company Is considering hiring a consultant 1o help
with the permitting process and the paperwork that is requlired.
A colleague In the pi annln%deparimen has tatked about getting
some cunsull-n? work on fhe side and suggested that he might
be a good candidate. He Is not directly involved in the plan
review or permittln% process, but he has learned enough about
these processes to be af grut help to your spouse’s company,
He has asked you to talk to your spouse; making this connection
sogld be a real boost for your spouse'’s career, What would you

o

* o—onn Glve him your spouse's phone number, and let them work it
out, After all, it doesn’t reaily involve you.

* .. Suggest 10 your colleague that such action represents a
conflict of interest. Tell him that he should nol be accepting jobs
as a consultant when he still has a job with the clry.

— Dther:

KEYPOINT #6:

+ Key points: Although there could be short-
term embarrassment to the city or
department if this problem is reported, the
public outcry would he far worse if citizens
learned of a “cover-up.” Moreover, if a
building that had not been inspected
experienced a fire or structural problem, the
government could be held liable.

KEY POINT #7:

+ Key points: This situation appears innocuous, but
giving the plants away could be construed as
misuse of government funds. Purchasing mare of
any item than necessary is wasteful and could
also be considered a breach of ethics, as ethical
decision making requires making the best use of

overnment funds. The supervisor needs to

iscuss this situation with his or her manager or
department head to find the optimal solution. If
there is no other park or government property
where the plants could be used, it might be a
better opticn to allow the public to purchase
them at cost.

.

KEY POINT #8:

+ Key points: Any time an employee who works for
the government accepts a consulting job in his or
her area of expertise, there is a potential conflict
of interest, It simply would not look good to have
an employee in the planning department
moonlighting as a consultant. It is the job of
managers and supervisors to help promote
ethical decision making throughout the
organization, so this should be seen as an
opportunity to educate the planning department
employee about the importance of protecting the
government's image and considering the public's
perception when making decisions

-




QUESTION #9:

+ A prominent developer Is about to put ur a new housing
development. You anhd your spouse would love to buy vne of
these premier homes, but you have just sold your house and
need to move somewhere quickly—=3sooner than the homes will
be ready. There is a walting list on rental units in a nearby
development. You know the developer well from past expetience
in the planning department; when you casually mention your
dllemima, he offers to rent you a unit temporarly at a reduced
price while he bullds your home.
—.- Turn down the offer. Although there are no legal barriers to
this affer, it could be perceived by the public or press as
unethical.
— Accept the unit, You have no influence on zomng or permit
decisions, and you don't expect any Issues involving the
developer to come before the councll In the near future.

— Qther:
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KEY POINT #9:

+ Key polnts: It is important not (o 1ake a gift from anyane
who is or may be doing business with the government.
This Includes most developers. Some participants might
suggest taking the unit but insisting on paying full rent,
but this option also represents a misuse of the employee’s
gositiun with the local government, as the employee would

e recejving something that |s not available 1o the general

ublic. There are two important Issues. Furthermore, it is
mportant not te assume that Just because you are not
Involved with a vendor today that you won't be irvolved in
the future. The employee cannot be sure that he or she will
not have to make a recommendation on an |ssue involving
this developer. Even if the employee discloses the rent
subsidy and recuses him- or herself from making
recommendations on future issues, it may lead others to
question the objectivity of the employee.

QUESTION #10:

You are on a sell-directed work team that has been in place for
three months, The team has no “official” leader, but you have
emargied as a leader of sorts, partly because you have more
expefience than some of the other tz2am members. Lately, you
have noticed that one of the members of the 1eam has been
absent quite a bit, and the team is struggling to figure out how
to catch up on the work that has lapsed as a result. One of the
other members of the leam confided In r‘nu yesterday that this
employee has been taking "mental health days” to use up some
of her sick leave. Your colleague asked you to keep the
conversation confidential. what should you do?
— Nathing. You are not in charge, and saying something would

Betray your colleague's confidence.

e BAING up the empluree's continued absence al your next
team meeting. The employee Is misusing sick feave, and the
luan is suffering as a result, You should decide as a team what

o do.

wsee Other

QUESTION #11:

+ You have been interviewlng candidates for several
summer jobs. The application deadline was last week,
and you expect to finish your Interviews by next
Friday. The mayor called you this moerning to tell you
that her niece's completed application was on the
way and to ask you to squeeze her into the interview
schedule, What wauld you do?

—ww=Tell the mayor that the deadline for applications
has already passed, so it would be unfair to interview
any additiona! candidates.

- Schedule a meeting with the mayor's nlece, but
hold her to the same standards as all the other
candidates, The Important thing Is to hire the best
people for the job.

— Other:

KEY POINT #10:

+ Key points: When a self-directed work team is
formed, its members need to discuss
expectations and ground rules. When one or
more team members do not support the team’s
mission, the team must give that individual the
feedback needed to improve performance. The
employee's use of sick leave 1s having negative
consequences for the rest of the team, creating
an unfair work environment. Although the
supervisor is not the government-appointed
lzader, he needs to use his leadership skills to
further the mission of the team and the
nrﬁanlzation. Point out that in cases like these
ethics and leadership are closely related.

KEY POINT #11:

+ Key points: Unless you have extended the
deadline, it would be unethical to interview
the mayor's niece. By bending the rules, you

- have already lowered—or changed—the
standards for different candidates. This is not
only unethical; it may be illegal. Itis
important to be direct with the mayor and
clearly explain the situation.
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QUESTION #12:

« One of your employees has just received a promotion that
wll require him to spend significant time out in the field.
The government has strict rules about the use of cell
phones: They are to be used sparingly to call supervisors
and colleagues only. You have become aware that this
employee is using the phone to check In with his son, who
Is alone In the afiernoons after school. What would you do?
-cnoRemind the employee of the policy regarding cell
phone use and demand that he stop using It for any other
purpose,

____lgnare the calls, You respect the employee's
commitment to his family, and a short call every alterncon
has no impact en his ability to get the job done.

e Other:

QUESTION #13:

+ You are a supervisor in the parks department, During a
recent storm, one of your employees experlenced
significant property damage, More than a dozen trees were
knocked over, and one tree hangs precipitously over his
house, Several of the employees on your work team are
planning to work this weekend to help the employee cut
up and haul away the damaged trees. The employees have
asked you If they can borraw a chainsaw from the
department to use aver the weekgnd. What would you do?
——-Let them use the chainsaw, but remind them that it
needs to be returned first thing Monday morning.
———-Decline their request. The chainsaw Is government
property.

weeaOther:

| .

QUESTION #14;:

« Bacause your Job requires you to wark on utilitles projects all over the
city, you have the use of a marked city car. which you park at &nur home
overnight. Your son's preschool I3 next to the public works office whers
your workday always h!?im. He {3 small enough 1o need a car seat,
which you have secured in the back seat of this vehicle. This +hort time
together I3 m‘ able to bath you and your son, and you make sure to
leave plenty of time to drop him off, so that you are never late for work.
One morning you suddenly realize that you were supposed to bring
breakfast treats to the preschool today  If you husry, you can load up
yaur son, stop by Target an the way. and still get him and yourself where
yau need to be, What should you Jo?

" apaw You should not be driving your san around in a city car In the first
place

* —_The morning trlp to preschool is okay because It does not involve
any further driving and thus does not cost anyone anything, However,
you sheuld net make that detour to Target

. The weli-being af the community’s children—yours and the others
a1 the preschooi—I3 something this city prides itsalf on and seeks 1o
encourage in every way, Within llmits=(or instance, if Target 13 not too
far out of the way=it Is fin¢ 1o u3e she car in all these ways,

KEY POINT #12:

+ Key points: It is the supervisor's job to
enforce the rules. Ethics requires enforcing
the rules equally for all employees. If the
supervisor feels that there should be
exceptions to the policy, he or she should
bring the issue up with the department head
to change the policy. One solution may be to
require employees to reimburse the
government for any personal calls.

-

KEY POINT #13:

+ Key points: The supervisor should take this
opportunity to explain to the work team that
any use of government property for personal
projects is a breach of ethics, Personal use
adds wear and tear to the equipment,
perhaps making it necessary to replace it
sooner than necessary. There aré also liability
issues to consider, Insurance would be
unlikely to cover an injury that occurred off
hours; the government could be held liable if
someone got hurt.

-

KEY POINT #14:

+ Key points: This car is paid for by taxpayers. Some
citres have clear requlations re%ardlng how those with
city cars can use them, and If these rules allow a trip
like the morning trip to preschool, which does not
require any extra mileage, and if your supervisor
knows about this and approves it, this use may be
acceptable in your city, However, even In cases such
as this, seeing a city car being used in this way may
make taxpayers suspicious about your use of

overnment resources. Spotting the booster seat in
the back as you work at varlous locations may raise
further questions. This Is something city
governments and eml:aloyees should consider as a
general matter of pollcy, taking account of public
perceptions as well as employees' convenience,




QUESTION #15:

Your city has a presence an Facebook, Twitter, instagram and other
social media outiets. Your Job iy In the parks. depanrmm and you have
no Interactlon it work or aulside work with the people responsible for
the city's work in soctal media. However, you enjoy spending persanal
time outside of work checking out soclal media and You sometines
check the £ity's '”ﬁ“' One day you notice that a number of negative
citizen comments have been posted about “the kind of kids™ whe hang
out in cne of the city parks. You sense raclal overtones in these
comments and angtity Pun a comment charging these citizens with
racism. The next morning you ullJnur surewlmr what you have seen
and written online. Have you acted ethically?
waee NO. Because you work for the parks department, you should not
plosl comments related 1o parks department business, even on your own
tme,

— Yes, You spoke cut against raclsm, expressing a strongly held value
ol your city government, and you were honest with yeur supervisor
about what you had done,
e Other,

4/24/18

KEY POINT #15:

+ Key paints: It is good that you informed your
supervisor of what you read online so that the city
can be aware of this conflict in the Iar?er communicy
and take steps to address tensions. It is also good
that you were transparent about your own
participation In the online comments. However, as a
government employee you should not post public
comments on matters related to the city, and
especially on matters related to your own area of
work. Your comments might be seen by citizens as
official government prancuncements, even if you say
things the whole government would support. Others
In city government should be managing the city's
online presence—Including addressing any pre]’udicia
remarks that may appear there.
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SEGMENT 1

Code of Shared Ethics and Values
Preamble

For government to operate with transparency and accountability it is essential that
public officials and employees conduct themselves in ways that uphold the public
trust. The Code of Shared Ethics and Values provides guidance and support to
public servants for the promotions and maintenance of the highest standards of
personal and professional conduct. Because we wish to ensure the public
confidence in the integrity of out government entities, it is proposed that all elected
and appointed officials, employees, volunteers, and others who participate in
government shall personally commit to being trained on the values and standards
put forth in this document.

Public Service Values
Honesty /integrity

* To exercise the moral courage to hold myself and others accountable for our
actions
To work within the law and in a way that will bear close public scrutiny
To exhibit trustworthiness
To employ decision making that promotes the public’s best interest
To avoid impropriety and refrain from misusing an official position to secure
unwarranted privileges or advantages for myself or others
¢ To make no private promises of any kind that may unduly influence my
public duties
* Torefrain from engaging in business that would be directly or indirectly
inconsistent with the conscientious performance of public duties
To accept the responsibility to expose corrupt and /or unethical behavior
To protect the public trust my exercising honesty and ensuring transparency

Respect/Civility

To treat every person with dignity and respect

To accomplish the goals and responsibilities of my individual position while
respecting my role as a member of a team and the community at large

To act in a professional, responsive and courteous manner

To reach decisions only after considering various points of view

To work with others in a spirit of tolerance and understanding

To work to build consensus and accommodate diverse opinions

To utilize effective communication by listening, asking guestions and
responding in a way that adds value to the conversation

* To support the public’s right to know the truth and encourage diverse and
civil public debate in the decision-making process
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Accountability/Responsibility

To refrain from using official positions to secure unwarranted privileges or
advantages for myself or others

To remove myself from every decision-making process in which I, my
business, my associates or my family may benefit and upon removing myself
form decisions, I will show self-restraint and not voice my opinion on the
question

To conduct my private affairs in a manner that minimizes the risk of real,
potential or perceived conflicts of interest

To make full public disclosure of the nature of any conflict of interest prior to
any considered action

To respect the privacy of others by keeping confidential information that I
acquire in the course of my professional duties protected unless a legitimate
reason to disclose exists

To refrain form taking advantage of information received in the course of my
professional duties that is not available to the public

To refrain from directly or indirectly using or allowing the use of government
property for anything other than official activities

To refrain from seliciting or accepting gifts or gratuities that may have a real
or perceived influence on my objectivity in carrying out official
responsibilities or placing me under obligation to the donor

To refrain from competing with the community where I am employed or
serve as an appointed or elected official

Fairness/Justice

To advocate and promote the most efficient and effective way to deliver
public services without prejudice or discrimination

To publicly acknowledge that the function of government is to serve the best
interest of all citizens

To refrain from granting preferential treatment to family and friends when
making staffing decisions or awarding contracts

To refrain from retaliation or condoning retaliation against those who have
exposed corrupt of unethical behaviors

To assess the effects of inadequate resources on diverse groups within the
service population and develop plans to remedy and implement such plans
To behave consistently and with respect toward all citizens



SEGMENTS 2 and 3
MOVIE DISCUSSION GUIDE

Government Employee Training - Reproduced from Advanced Concept Research

GOVERNMENT ETHICS

Objective:

By the end of the program employees will understand clearly the
expectations the citizens have of them when it comes to ethics, and that every
day they must remain very aware of what is and what is not a potential conflict of
interest between their private interests and their obligations to the public.

Overview:

Employees learn they are expected to keep confidential government
information confidential, must never show favoritism, must not seek special
privileges and must never use government property for personal use.

They learn they must not conduct government business with companies in
which they have a financial interest, they must take no outside employment that
conflicts with their official duties, and they must not accept gifts from anyone if
could be assumed it was intended to influence them in the conduct of their
duties.

OPTION A



SEGMENTS 2 and 3

DISCUSSION BEFORE VIEWING

1.

What are your ethical obligations as a government employee?

DISCUSSION AFTER VIEWING

1.

Why are you expected to keep confidential government information
confidential?

Most of us already know government employees should never show
favoritism, but why?

If you violate the code of ethics, you could be disciplined. What are the
forms of discipline an employee can receive?

The program states you may not personally profit from government
business. What does that mean?

It would be possible to list all the business activities that might conflict with
your duties, so if you’re thinking of engaging in outside financial interests,
what is the first thing you should do?

When is unethical for you to receive a gift from someone?

When is it permissible to use government property for your personal use?
You are going to meet staff members who will become good and loyal

friends, and if you see your friend violating the government code of ethics,
what are you going to do?

OPTION A



SEGMENT 4

PARTICIPANT
WHAT WOUI;D YOU DO?

For each of the following ethical dilemmas, participants are to identify the course of action they
would take, the issues that are involved, and the potential consequences of each option.

DILEMMA #1:

A colleague whom you consider a friend has been taking petty cash. You have just learned about
your friend’s actions. What would you do?

Tell the appropriate authority what you know.
Keep quiet. You do not want your friend to be fired over such a small matter.
Other:

DILEMMA #2:

You have worked with a local government supplier for many years and have developed a good
relationship with the sales representative. He mentions that he has some season tickets for
the local professional basketball games that he cannot use. He suggests that you and your
spouse accept them as a gift. What would you do?

____Accept the tickets and list the tickets on your financial disclosure form. The sales
representative is a friend and is not asking for anything in return.

____Turn down the offer of the tickets. You believe that the gift might compromise your
objectivity or others’ perception of your objectivity in your relationship with this and
other suppliers.

_____ Other:

DILEMMA #3:

Your local government’s policy allows for a per diem for meals when employees travel on
business. You have decided to stay with old friends rather than at a hotel and plan to eat
dinner at their home. As you fill out your travel expense form, you reflect on the per
diem. What would you do?

__Claim the per diem. After all, on some trips the per diem has not covered all of your
expenses.

_____ Claim only-those expenses you incurred.

____Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #4:

The governing body has just approved a staff recommendation to refurbish the community’s
parks with the latest playground equipment. The manufacturer of this equipment has
offered to pay for your trip to nearby resort town to see the layout of the equipment in
use.

_ Accept the offer. The governing body has already approved the purchase, so having
the company pay for your trip is merely part of a public-private partnership that will save
the taxpayers money.

___Insist on having the local government pay for the trip. You want to avoid any
appearance of influence.

~ Other:,

DILEMMA #5:

An employee whom you supervise is having personal problems that are affecting her work. The
employee is frequently late and has failed to meet several important deadlines, What
would you do? :

___Document the problems carefully, tell the employee that her performance is
unacceptable, and draft a performance improvement plan. Hold the employee accountable
for any lapses.

___ Look the other way. Since the problems are due to personal issues, performance
will improve once the employee resolves these issues. You sympathize with the
employee and want to avoid adding to her problems.

~ Other:

DILEMMA #6:

You were recently promoted to a job as a building inspector. You have just learned that some of
the inspections that your predecessor claimed to have completed were never undertaken.
What would you do?

_Keep the problem to yourself. Your job is to do the inspections that are scheduled
now, not to check up on someone else’s work. There is no way to hold the building
official responsible, so there is no reason to risk word getting out to the media.
__Inform your supervisor or the department head, even if it means that you have to
“reinspect” the buildings.

_____ Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #7:

The government recently purchased plants for several parks and has several left over after
planting them. One of your best employees has approached you to ask if he can take the
plants home. What would you do?

__ Let the employee take the plants. Since they are going to be thrown away otherwise,
you consider the plants a reward for good work.
____Explain the employee that letting him take the plants could appear to be
inappropriate. The press might make a big deal out of this type of thing.

Other:

DILEMMA #8:

Your spouse works for a small company that is building a new office. The company is
considering hiring a consultant to help with the permitting process and the paperwork that
is required. A colleague in the planning department has talked about getting some
consulting work on the side and suggested that he might be.a good candidate. He is not
directly involved in the plan review or permitting process, but he has learned enough
about these processes to be of great help to your spouse’s company. He has asked you to
talk to your spouse; making this connection could be a real boost for your spouse’s
career. What would you do?

__ Give him your spouse’s phone number, and let them work it out. After all, it.doesn’t

really involve you.

____Suggest to your colleague that such action represents a conflict of interest. Tell him

that he should not be accepting jobs as a consultant when he still has a job with the city.
Other:

DILEMMA #9;

A prominent developer is about to put up a new housing development. You and your spouse
would love to buy one of these premier homes, but you have just sold your house and need to
move somewhere quickly—sooner than the homes will be ready. There is a waiting list on rental
units in a nearby development. You know the developer well from past experience in the
planning department; when you casually mention your dilemma, he offers to rent you a unit
temporarily at a reduced price while he builds your home.

___ Turn down the offer. Although there are no legal barriers to this offer, it could be
perceived by the public or press as unethical.

____Accept the unit. You have no influence on zoning or permit decisions, and you
don’t expect any issues involving the developer to come before the council in the near
future.

__ Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #10:

You are on a self-directed work team that has been in place for three months. The team has no
“official” leader, but you have emerged as a leader of sorts, partly because you have more
experience than some of the other team members. Lately, you have noticed that one of
the members of the team has been absent quite a bit, and the team is struggling to figure
out how to catch up on the work that has lapsed as a result. One of the other members of
the team confided in you yesterday that this employee has been taking “mental health
days” to use up some of her sick leave. Your colleague asked you to keep the
conversation confidential. What should you do?

Nothing. You are not in charge, and saying something would betray your
colleague’s confidence.

Bring up the employee’s continued absence at your next team meeting. The
employee is misusing sick leave, and the team is suffering as a result. You should decide
as a team what to do.

_____Other: '

DILEMMA #11:

You have been interviewing candidates for several summer jobs. The application deadline was
last week, and you expect to finish your interviews by next Friday. The mayor called you
this morning to tell you that her niece’s completed application was on the way and to ask
you to squeeze her into the interview schedule. What would you do?

__ Tell the mayor that the deadline for applications has already passed, so it would be
unfair to interview any additional candidates.
_ Schedule a meeting with the mayor’s niece, but hold her to the same standards as all
the other candidates. The important thing is to hire the best people for the job.

Other:

{Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #12:

One of your employees has just received a promotion that will require him to spend significant
time out in the field. The government has strict rules about the use of cell phones: They
are to be used sparingly to call supervisors and colleagues only. You have become aware
that this employee is using the phone to check in with his son, who is alone in the
afternoons after school. What would you do?

____Remind the employee of the policy regarding cell phone use and demand that he
stop using it for any other purpose. _
__Ignore the calls. You respect the employee’s commitment to his family, and a short
call every afternoon has no impact on his ability to get the job done.

Other:

DILEMMA #13:

You are a supervisor in the parks department. During a recent storm, one of your employees
experienced significant property damage. More than a dozen trees were knocked over,
and one tree hangs precipitously over his house. Several of the employees on your work
team are planning to work this weekend to help the employee cut up and haul away the
damaged trees. The employees have asked you if they can borrow a chainsaw from the
department to use over the weekend. What would you do?

Let them use the chainsaw, but remind them that it needs to be returned first thing
Monday morning.

Decline their request. The chainsaw is government property.

Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 teproduced from SEAC)
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DILEMMA #14:

Because your job requires you to work on utilities projects all over the city, you have the use of a
marked city car, which you park at your home overnight. Your son’s preschool is next to
the public works office where your workday always begins. He is small enough to need a
car seat, which you have secured in the back seat of this vehicle. This short time together
is enjoyable to both you and your son, and you make sure to leave plenty of time to drop
him off, so that you are never late for work. One morning you suddenly realize that you
were supposed to bring breakfast treats to the preschool today. If you hurry, you can load
up your son, stop by Target on the way, and still get him and yourself where you need to
be. What should you do?

__ You should not be driving your son around in a city car in the first place.
____The morning trip to preschool is okay because it does not involve any further
driving and thus does not cost anyone anything. However, you should not make that
detour to Target.

___ The well-being of the community’s children—yours and the others at the
‘preschool—is something this city prides itself on and seeks to encourage in every way.
Within limits—for instance, if Target is not too far out of the way—it is fine to use the
car in all these ways.

DILEMMA #15:

Your city has a presence on Facebook, Twitter, Instagram and other social media outlets. Your
job is in the parks department and you have no interaction at work or outside work with
the people responsible for the city’s work in social media. However, you enjoy spending
personal time outside of work checking out social media and you sometimes check the
city’s pages. One day you notice that a number of negative citizen comments have been
posted about “the kind of kids” who hang out in one of the city parks. You sense racial
overtones in these comments and angrily post a comment charging these citizens with
racism. The next morning you tell your supervisor what you have seen and written online.
Have you acted ethically?

____No. Because you work for the parks department, you should not post comments

related to parks department business, even on your own time.

_____ Yes. You spoke out against racism, expressing a strongly held value of your city

government, and you were honest with your supervisor about what you had done.
Other:

(Dilemmas 1-13 repreduced from ICMA, 14-15 reproduced from SEAC)
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l[f~ “rse: Government Ethics | Instructor:
ining Location: Date:
| student Name (optional):
We welcome your comments about the time you have spent training with us, Please complete the following

details so that we can continue to offer the best service possible. Thank you for your participation.

Please place a check mark in the appropriate box for your answer. When you are finished with this side please
complete the sections located on the back of this form.

Average

Course overall:

How easy was the course to
understand?

Was the content suited to your
requirements?

Were the topics covered in
sufficient detail?

Would you recommend this
course to others?

Overall rating of the course?
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materials?
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essionalism of staff at center?

..as the classroom comfortable
and conducive to learning?

Was the standard of the
equipment satisfactory?

Were the standard of the training
rooms as you expected?

Were you satisfied with the
refreshment facilities?

Summarv Comments

What, if anything, would you have improved on the course?

What did you find to be the most helpful in this course?

\

Is there anything else you would like to know?

Are you interested in becoming a certified ethics trainer? Please Circle:  Yes No

If yes, please provide your contact information (address, email, phone number) below:

{1k you for participating in this ethics discussion.
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SEGMENT 1

Code of Shared Ethics and Values
Preamble

For government to operate with transparency and accountability it is essential that
public officials and employees conduct themselves in ways that uphold the public
trust. The Code of Shared Ethics and Values provides guidance and support to
public servants for the promotions and maintenance of the highest standards of
personal and professional conduct. Because we wish to ensure the public
confidence in the integrity of out government entities, it is proposed that all elected
and appointed officials, employees, volunteers, and others who participate in
government shall personally commit to being trained on the values and standards
put forth in this document.

Public Service Values

Honesty/Integrity

* To exercise the moral courage to hold myself and others accountable for our
actions
To work within the law and in a way that will bear close public scrutiny
To exhibit trustworthiness
To employ decision making that promotes the public’s best interest
To avoid impropriety and refrain from misusing an official position to secure
unwarranted privileges or advantages for myself or others
* To make no private promises of any kind that may unduly influence my
public duties
® Torefrain from engaging in business that would be directly or indirectly
inconsistent with the conscientious performance of public duties
To accept the responsibility to expose corrupt and/or unethical behavior
To protect the public trust my exercising honesty and ensuring transparency

Respect/Civility

To treat every person with dignity and respect

To accomplish the goals and responsibilities of my individual position while
respecting my role as a member of a team and the community at large

To act in a professional, responsive and courteous manner

To reach decisions only after considering various points of view

To work with others in a spirit of tolerance and understanding

To work to build consensus and accommodate diverse opinions

To utilize effective communication by listening, asking questions and
responding in a way that adds value to the conversation

* To support the public’s right to know the truth and encourage diverse and
civil public debate in the decision-making process
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Accountability/Responsibility

To refrain from using official positions to secure unwarranted privileges or
advantages for myself or others

To remove myself from every decision-making process in which I, my
business, my associates or my family may benefit and upon removing myself
form decisions, 1 will show self-restraint and not voice my opinion on the
question

To conduct my private affairs in a manner that minimizes the risk of real,
potential or perceived conflicts of interest

To make full public disclosure of the nature of any conflict of interest prior to
any considered action

To respect the privacy of others by keeping confidential information that I
acquire in the course of my professional duties protected unless a legitimate
reason to disclose exists

To refrain form taking advantage of information received in the course of my
professional duties that is not available to the public

To refrain from directly or indirectly using or allowing the use of government
property for anything other than official activities

To refrain from soliciting or accepting gifts or gratuities that may have a real
or perceived influence on my objectivity in carrying out official
responsibilities or placing me under obligation to the donor

To refrain from competing with the community where I am employed or
serve as an appointed or elected official

Fairness/Justice

To advocate and promote the most efficient and effective way to deliver
public services without prejudice or discrimination

To publicly acknowledge that the function of government is to serve the best
interest of all citizens

To refrain from granting preferential treatment to family and friends when
making staffing decisions or awarding contracts

To refrain from retaliation or condoning retaliation against those who have
exposed corrupt of unethical behaviors

To assess the effects of inadequate resources on diverse groups within the
service population and develop plans to remedy and implement such plans
To behave consistently and with respect toward all citizens



SEGMENTS 2 and 3
MOVIE DISCUSSION GUIDE

Government Employee Training - Reproduced from Advanced Concept Research

GOVERNMENT ETHICS

Objective:

By the end of the program employees will understand clearly the
expectations the citizens have of them when it comes to ethics, and that every
day they must remain very aware of what is and what is not a potential conflict of
interest between their private interests and their obligations to the public.

Overview:

Employees learn they are expected to keep confidential government
information confidential, must never show favoritism, must not seek special
privileges and must never use government property for personal use.

They learn they must not conduct government business with companies in
which they have a financial interest, they must take no outside employment that
conflicts with their official duties, and they must not accept gifts from anyone if
could be assumed it was intended to influence them in the conduct of their

duties.

OPTION B
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DISCUSSION BEFORE VIEWING

1. What are your ethical obligations as a government employee?

DISCUSSION AFTER VIEWING

1. Why are you expected to keep confidential government information
confidential?

2. Most of us already know government employees should never show
favoritism, but why?

3. If you violate the code of ethics, you could be disciplined. What are the .
forms of discipline an employee can receive?

4. The program states you may not personally profit from government
business. What does that mean?

5. It would be possible to list all the business activities that might conflict with
your duties, so if you're thinking of engaging in outside financial interests,
what is the first thing you should do?

6. When is unethical for you to receive a gift from someone?

7. When is it permissible to use government property for your personal use?

8. You are going to meet staff members who will become good and loyal
friends, and if you see your friend violating the government code of ethics,
what are you going to do?

OPTION B



Course and Instructor Evaluation

If" Nrse: Government Ethics | Instructor:
ining Location: Date:
| Student Name (optional):
We welcome your comments about the time you have spent training with us, Please complete the following

details so that we can continue to offer the best service possible. Thank you for your participation.

Please place a check mark in the appropriate box for your answer. When you are finished with this side please
complete the sections located on the back of this form.

Average |
Course overall:

How easy was the course to
understand?

Was the content suited to your
requirements?

Were the topics covered in
sufficient detail?

Would you recommend this
course to others?

Overall rating of the course?

Courseware:

Clarity of the training content?
How well did the course
materizals follow the course?
Overall quality of training
materials?

Overali rating of the
courseware?

I Average —
Instructor:
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Ability to provide real world
experience?

Ability to respond appropriately
to questions?

How well prepared was the
instructor?

Knowledge of subject matter?
( entation abilities?

S rall rating of instructor?




Training Center:
‘essionalism of staff at center?

..ds the classroom comfortable

and conducive to learning?

Was the standard of the

equipment satisfactory?

Were the standard of the training

rooms as you expected?

Were you satisfied with the ]

refreshment facilities?

Summary Comments

What, if anything, would you have improved on the course?

Mhat did you find to be the most helpful in this course?

@)

Is there anything else you would like to know?

Are you interested in becoming a certified ethics trainer? Please Circle:  Yes No

If yes, please provide your contact information (address, email, phone number) below:

nk you for participating in this ethics discussion.
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SEGMENT 1

Code of Shared Ethics and Values
Preamble

For government to operate with transparency and accountability it is essential that
public officials and employees conduct themselves in ways that uphold the public
trust. The Code of Shared Ethics and Values provides guidance and support to
public servants for the promotions and maintenance of the highest standards of
personal and professional conduct. Because we wish to ensure the public
confidence in the integrity of out government entities, it is proposed that all elected
and appointed officials, employees, volunteers, and others who participate in
government shall personally commit to being trained on the values and standards
put forth in this document.

Public Service Values
Honesty/Integrity

e To exercise the moral courage to hold myself and others accountable for our
actions
To work within the law and in a way that will bear close public scrutiny
To exhibit trustworthiness
To employ decision making that promotes the public’s best interest
To avoid impropriety and refrain from misusing an official position to secure
unwarranted privileges or advantages for myself or others
¢ To make no private promises of any kind that may unduly influence my
public duties
* Torefrain from engaging in business that would be directly or indirectly
inconsistent with the conscientious performance of public duties
To accept the responsibility to expose corrupt and/or unethical behavior
To protect the public trust my exercising honesty and ensuring transparency

Respect/Civility

To treat every person with dignity and respect

To accomplish the goals and responsibilities of my individual position while

respecting my role as a member of a team and the community at large

To act in a professional, responsive and courteous manner

To reach decisions only after considering various points of view

To work with others in a spirit of tolerance and understanding

To work to build consensus and accommodate diverse opinions

To utilize effective communication by listening, asking questions and

responding in a way that adds value to the conversation

» To support the public’s right to know the truth and encourage diverse and
civil public debate in the decision-making process
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Accountability/Responsibility

To refrain from using official positions to secure unwarranted privileges or
advantages for myself or others

To remove myself from every decision-making process in which I, my
business, my associates or my family may benefit and upon removing myself
form decisions, I will show self-restraint and not voice my opinion on the
question

To conduct my private affairs in a manner that minimizes the risk of real,
potential or perceived conflicts of interest

To make full public disclosure of the nature of any conflict of interest prior to
any considered action

To respect the privacy of others by keeping confidential information that 1
acquire in the course of my professional duties protected unless a legitimate
reason to disclose exists

To refrain form taking advantage of information received in the course of my
professional duties that is not available to the public

To refrain from directly or indirectly using or allowing the use of government
property for anything other than official activities

To refrain from soliciting or accepting gifts or gratuities that may have a real
or perceived influence on my objectivity in carrying out official
responsibilities or placing me under obligation to the donor

To refrain from competing with the community where I am employed or
serve as an appointed or elected official

Fairness/Justice

To advocate and promote the most efficient and effective way to deliver
public services without prejudice or discrimination

To publicly acknowledge that the function of government is to serve the best
interest of all citizens )

To refrain from granting preferential treatment to family and friends when
making staffing decisions or awarding contracts

To refrain from retaliation or condoning retaliation against those who have
exposed corrupt of unethical behaviors

To assess the effects of inadequate resources on diverse groups within the
service population and develop plans to remedy and implement such plans
To behave consistently and with respect toward all citizens



SEGMENTS 2 and 3
MOVIE DISCUSSION GUIDE

Government Employee Training - Reproduced from Advanced Concept Research

GOVERNMENT ETHICS

Objective:

By the end of the program employees will understand clearly the
expectations the citizens have of them when it comes to ethics, and that every
day they must remain very aware of what is and what is not a potential conflict of
interest between their private interests and their obligations to the public.

Overview:

Employees learn they are expected to keep confidential government
information confidential, must never show favoritism, must not seek special
privileges and must never use government property for personal use.

They learn they must not conduct governrﬁent business with companies in
which they have a financial interest, they must take no outside employment that
conflicts with their official duties, and they must not accept gifts from anyone if
could be assumed it was intended to influence them in the conduct of their
duties.

OPTION C
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DISCUSSION BEFORE VIEWING

1.

What are your ethical obligations as a government employee?

DISCUSSION AFTER VIEWING

1.

Why are you expected to keep confidential government information
confidential?

Most of us already know government employees should never show
favoritism, but why?

If you violate the code of ethics, you could be disciplined. What are the
forms of discipline an employee can receive?

The program states you may not personally profit from government
business. What does that mean?

It would be possible to list all the business activities that might conflict with
your duties, so if you're thinking of engaging in outside financial interests,
what is the first thing you should do?

When is unethical for you to receive a gift from someone?

When is it permissible to use government property for your personal use?

You are going to meet staff members who will become good and loyal
friends, and if you see your friend violating the government code of ethics,
what are you going to do?

OPTIONC



Course and Instructor Evaluation

'T_ rse: Government Ethics | Instructor:
.dning Location: Date:
| Student Name (optional):
We welcome your comments about the time you have spent training with us. Please complete the following

details so that we can continue to offer the best service possible. Thank you for your participation.

Please place a check mark in the appropriate box for your answer. When you are finished with this side please
complete the sections located on the back of this form.

BN Average

Course overall:

How easy was the course to
understand?

Was the content suited to your
requirements?

Were the topics covered in
sufficient detail?

Would you recommend this
course to others?

Overall rating of the course?

average [N

Courseware:

Clarity of the training content?
How well did the course
materials follow the course?
Overall quality of training
materials?

Overall rating of the
courseware?

Average NN

Instructor:
Ability to provide real world
experience?
Ability to respond appropriately
to questions?
How well prepared was the
instructor?
| Knowledge of subject matter?
( entation abilities?

-all rating of instructor?
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Fraining Center:

. essionalism of staff at center?
..ds the classroom comfortable
and conducive to learning?

Was the standard of the
equipment satisfactory?

Were the standard of the training
rooms as you expected?

Were you satisfied with the
refreshment facilities?

Summary Comments

What, if anything, would you have improved on the course?

AMhat did you find to be the most helpful in this course?

Is there anything else you would like to know?

Are you interested in becoming a certified ethics trainer? Please Circle;  Yes No

If yes, please provide your contact information (address, email, phone number) below:

( ~unk you for participating in this ethics discussion.
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Code of Shared Ethics and Values

Preamble

confidence in the integrity of out government entities, it is proposed that all elected
and appointed officials, employees, volunteers, and others who participate in
government shall personally commit to being trained on the values and standards
put forth in this document.

Public Service Values

Honesty/Integrity
* To exercise the mora) courage to hold myself and others accountable for our
actions
To work within the law and in a way that will bear clgse public scrutiny
To exhibit trustworthiness

To employ decision making that promotes the public’s best interest

To avoid impropriety and refrain from misusing an official position to secure

unwarranted privileges or advantages for myself or others

* To make no private promises of any kind that may unduly influence my
public duties

¢ To refrain from engaging in business that would be directly or indirectly
inconsistent with the conscientious performance of public duties

* To accept the responsibility to expose corrupt and/or unethical behavior

* To protect the public trust my exercising honesty and ensuring transparency

Respect/Civility

» Totreat every person with dignity and respect

To accomplish the goals and responsibilities of my individual position while

respecting my role as a member of a team and the community at large

Toactina professional, responsive and courteous manner

To reach decisions only after considering various points of view

To work with others in a spirit of tolerance and understanding

To work to build consensus and accommodate diverse opinions

To utilize effective communication by listening, asking questions and

responding in a way that adds value to the conversation

* To support the public’s right to know the truth and encourage diverse and
civil public debate in the decision-making process
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Accountability/Responsibility

To refrain from using official positions to secure unwarranted privileges or
advantages for myself or others

To remove myself from every decision-making process in which I, my
business, my associates or my family may benefit and upon removing myself
form decisions, I will show self-restraint and not voice my opinion on the
question

To conduct my private affairs in a manner that minimizes the risk of real,
potential or perceived conflicts of interest

To make full public disclosure of the nature of any conflict of interest prior to
any considered action

To respect the privacy of others by keeping confidential information that |
acquire in the course of my professional duties protected unless a legitimate
reason to disclose exists

To refrain form taking advantage of information received in the course of my
professional duties that is not available to the public

To refrain from directly or indirectly using or allowing the use of government
property for anything other than official activities

To refrain from soliciting or accepting gifts or gratuities that may have a real
or perceived influence on my objectivity in carrying out official
responsibilities or placing me under obligation to the donor

To refrain from competing with the community where I am employed or
Serve as an appointed or elected official

Fairness/Justice

To advocate and promote the most efficient and effective way to deliver
public services without prejudice or discrimination

To publicly acknowledge that the function of government is to serve the best
interest of all citizens

To refrain from granting preferential treatment to family and friends when
making staffing decisions or awarding contracts

To refrain from retaliation or condoning retaliation against those who have
exposed corrupt of unethical behaviors

To assess the effects of inadequate resources on diverse groups within the
service population and develop plans to remedy and implement such plans
To behave consistently and with respect toward all citizens
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PARTICIPANT
WHAT WOUI;D YOU DO?

For each of the following ethical dilemmas, participants are to identify the course of action they
would take, the issues that are involved, and the potential consequences of each option.

DILEMMA #1:

A colleague whom you consider a friend has been taking petty cash. You have just learned about
your friend’s actions. What would you do?

Tell the appropriate authority what you know.
Keep quiet. You do not want your friend to be fired over such a small matter.
Other:

DILEMMA #2:

You have worked with a local government supplier for many years and have developed a good
relationship with the sales representative. He mentions that he has some season tickets for
the local professional basketball games that he cannot use. He suggests that you and your
spouse accept them as a gift. What would you do?

__Accept the tickets and list the tickets on your financial disclosure form. The sales
representative is a friend and is not asking for anything in return.

___ Tum down the offer of the tickets. You believe that the gift might compromise your
objectivity or others’ perception of your objectivity in your relationship with this and
other suppliers.

~ Other:

DILEMMA #3:

Your local government’s policy allows for a per diem for meals when employees travel on
business. You have decided to stay with old friends rather than at a hotel and plan to eat
dinner at their home. As you fill out your travel expense form, you reflect on the per
diem. What would you do?

__Claim the per diem. After all, on some trips the per diem has not covered all of your
expenses.

- Claim only those expenses you incurred.

_____Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #4:

The governing body has just approved a staff recommendation to refurbish the community’s
parks with the latest playground equipment. The manufacturer of this equipment has
offered to pay for your trip to nearby resort town to see the layout of the equipment in
use,

_ Accept the offer. The governing body has already approved the purchase, so having
the company pay for your trip is merely part of a public-private partnership that will save
the taxpayers money.

__ Insist on having the local government pay for the trip. You want to avoid any
appearance of influence.

__Other:

DILEMMA #5:

An employee whom you supervise is having personal problems that are affecting her work. The
employee is frequently late and has failed to meet several important deadlines. What
would you do? '

__ Document the problems carefully, tell the employee that her performance is
unacceptable, and draft a performance improvement plan. Hold the employee accountable
for any lapses.

__ Look the other way. Since the problems are due to personal issues, performance
will improve once the employee resolves these issues. You sympathize with the
employee and want to avoid adding to her problems.

_____ Other:

DILEMMA #6:

You were recently promoted to a job as a building inspector. You have just learned that some of
the inspections that your predecessor claimed to have completed were never undertaken.
What would you do?

__Keep the problem to yourself. Your job is to do the inspections that are scheduled
now, not to check up on someone else’s work. There is no way to hold the building
official responsible, so there is no reason to risk word getting out to the media.
____Inform your supervisor or the department head, even if it means that you have to
“reinspect” the buildings.

~ Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #7:

The government recently purchased plants for several parks and has several left over afier
planting them. One of your best employees has approached you to ask if he can take the
plants home. What would you do?

____ Let the employee take the plants. Since they are going to be thrown away otherwise,
you consider the plants a reward for good work.
____Explain the employee that letting himn take the plants could appear to be
inappropriate. The press might make a big deal out of this type of thing.

Other:

DILEMMA #8:

Your spouse works for a small company that is building a new office. The company is
considering hiring a consultant to help with the permitting process and the paperwork that
is required. A colleague in the planning department has talked about getting some
consulting work on the side and suggested that he might be a good candidate. He is.not
directly involved in the plan review or permitting process, but he has learned enough
about these processes to be of great help to your spouse’s company. He has asked you to
talk to your spouse; making this connection could be a real boost for your spouse’s
career. What would you do?

__ Give him your spouse’s phone number, and let them work it out. After all, it doesn’t

really involve you.

__ Suggest to your colleague that such action represents a conflict of interest. Tell him

that he should not be accepting jobs as a consultant when he still has a job with the city.
Other:

DILEMMA #9:

A prominent developer is about to put up a new housing development. You and your spouse
would love to buy one of these premier homes, but you have just sold your house and need to
move somewhere quickly—sooner than the homes will be ready. There is a waiting list on rental
units in a nearby development. You know the developer well from past experience in the
planning department; when you casually mention your dilemma, he offers to rent you a unit
temporarily at a reduced price while he builds your home.

_ Turn down the offer. Although there are no legal barriers to this offer, it could be
perceived by the public or press as unethical.

_Accept the unit. You have no influence on zoning or permit decisions, and you
don’t expect any issues involving the developer to come before the council in the near
future.

_ Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #10:

You are on a self-directed work team that has been in place for three months. The team has no
“official” leader, but you have emerged as a leader of sorts, partly because you have more
experience than some of the other team members, Lately, you have noticed that one of
the members of the team has been absent quite a bit, and the team is struggling to figure
out how to catch up on the work that has lapsed as a result. One of the other members of
the team confided in you yesterday that this employee has been taking “mental health
days” to use up some of her sick leave. Your colleague asked you to keep the
conversation confidential. What should you do?

___Nothing. You are not in charge, and saying something would betray your
colleague’s confidence.

___ Bring up the employee’s continued absence at your next team meeting. The
employee is misusing sick leave, and the team is suffering as a result. You should decide
as a team what to do.

_____Other:

DILEMMA #11:

You have been interviewing candidates for several summer jobs. The application deadline was
last week, and you expect to finish your interviews by next Friday. The mayor called you
this morning to tell you that her niece’s completed application was on the way and to ask
you to squeeze her into the interview schedule. What would you do?

__ Tell the mayor that the deadline for applications has already passed, so it would be
unfair to interview any additional candidates.
__ . Schedule a meeting with the mayor’s niece, but hold her to the same standards as all
the other candidates. The important thing is to hire the best people for the job.

Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #12:

One of your employees has just received a promotion that will require him to spend significant
time out in the field. The government has strict rules about the use of cell phones: They
are to be used sparingly to call supervisors and colleagues only. You have become aware
that this employee is using the phone to check in with his son, who is alone in the
afternoons after school. What would you do?

____Remind the employee of the policy regarding cell phone use and demand that he
stop using it for any other purpose. _
_lgnore the calls. You respect the employee’s commitment to his family, and a short
call every afternoon has no impact on his ability to get the job done.

Other:

DILEMMA #13:

You are a supervisor in the parks department. During a recent storm, one of your employees
experienced significant property damage. More than a dozen trees were knocked over,
and one tree hangs precipitously over his house. Several of the employees on your work
team are planning to work this weekend to help the employee cut up and haul away the
damaged trees. The employees have asked you if they can borrow a chainsaw from the
department to use over the weekend. What would you do?

Let them use the chainsaw, but remind them that it needs to be returned first thing
Monday morning.

Decline their request. The chainsaw is government property.

Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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DILEMMA #14:

Because your job requires you to work on utilities projects all over the city, you have the use of a
marked city car, which you park at your home overnight. Your son’s preschool is next to
the public works office where your workday always begins. He is small enough to need a
car seat, which you have secured in the back seat of this vehicle. This short time together
is enjoyable to both you and your son, and you make sure to leave plenty of time to drop
him off, so that you are never late for work. One morning you suddenly realize that you
were supposed to bring breakfast treats to the preschool today. If you hurry, you can load
up your son, stop by Target on the way, and still get him and yourself where you need to
be. What should you do?

~ You should not be driving your son around in a city car in the first place.
__The morning trip to preschool is okay because it does not involve any further
driving and thus does not cost anyone anything. However, you should not make that
detour to Target.

__ The well-being of the community’s children—yours and the others at the
preschool—is something this city prides itself on and seeks to encourage in every way.
Within limits—for instance, if Target is not too far out of the way—it is fine to use the
car in all these ways.

DILEMMA #15:

Your city has a presence on Facebook, Twitter, Instagram and other social media outlets. Your
job is in the parks department and you have no interaction at work or outside work with
the people responsible for the city’s work in social media. However, you enjoy spending
personal time outside of work checking out social media and you sometimes check the
city’s pages. One day you notice that a number of negative citizen comments have been
posted about “the kind of kids” who hang out in one of the city parks. You sense racial
overtones in these comments and angrily post a comment charging these citizens with
racism. The next morning you tell your supervisor what you have seen and written online.
Have you acted ethically?

__ No. Because you work for the parks department, you should not post comments

related to parks department business, even on your own time.

_ Yes. You spoke out against racism, expressing a strongly held value of your city

government, and you were honest with your supervisor about what you had done.
Other:

(Dilemmas 1-13 reproduced from ICMA, 14-15 reproduced from SEAC)
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<~ rse: Government Ethics | Instructor:
ining Location: Date:
| siudent Name (optional):
We welcome your comments about the time you have spent training with us. Please complete the following

details so that we can continue to offer the best service possible. Thank you for your participation.

Please place a check mark in the appropriate box for your answer. When you are finished with this side please
complete the sections located on the back of this form.
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Course overall:
How easy was the course to
understand?

Was the content suited to your
requirements?

Woere the topics covered in
sufficient detail?

Would you recommend this
course to others?

Overall rating of the course? [

vourseware:

Clarity of the training content?
How well did the course
materials follow the course?
Overall quality of training
materials?

Overall rating of the
courseware?

Average

Instructor:
Ability to provide real world
experience?

Ability to respond appropriately
to questions?
How well prepared was the
instructor?
Knowledge of subject matter?
“sentation abilities?
rall rating of instructor?




Training Center:
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‘essionalism of staff at center?

.5 the classroom comfortable
and conducive to learning?

Was the standard of the
equipment satisfactory?

Were the standard of the training
rooms as you expected?

Were you satisfied with the
refreshment facilities?

Summary Comments

What, if anything, would you have improved on the course?

‘What did you find to be the most helpful in this course?
\

Is there anything else you would like to know?

Are you interested in becoming a certified ethics trainer? Please Circle: Yes No

If yes, please provide your contact information (address, email, phone number) below:

{ ak you for participating in this ethics discussion.
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SEGMENT 1

Code of Shared Ethics and Values
Preamble

For government to operate with transparency and accountability it is essential that
public officials and employees conduct themselves in ways that uphold the public
trust. The Code of Shared Ethics and Values provides guidance and support to
public servants for the promotions and maintenance of the highest standards of
personal and professional conduct. Because we wish to ensure the public
confidence in the integrity of out government entities, it is proposed that all elected
and appointed officials, employees, volunteers, and others who participate in
government shall personally commit to being trained on the values and standards
put forth in this document.

Public Service Values

Honesty/Integrity

e To exercise the moral courage to hold myself and others accountable for our
actions
To work within the }aw and in a way that will bear close public scrutiny
To exhibit trustworthiness
To employ decision making that promotes the public’s best interest
To avoid impropriety and refrain from misusing an official position to secure
unwarranted privileges or advantages for myself or others
¢ To make no private promises of any kind that may unduly influence my
public duties
» Torefrain from engaging in business that would be directly or indirectly
inconsistent with the conscientious performance of public duties
To accept the responsibility to expose corrupt and/or unethical behavior
To protect the public trust my exercising honesty and ensuring transparency

Respect/Civility

To treat every person with dignity and respect

To accomplish the goals and responsibilities of my individual position while
respecting my role as a member of a team and the community at large

To act in a professional, responsive and courteous manner

Ta reach decisions only after considering various points of view

To work with others in a spirit of tolerance and understanding

To work to build consensus and accommodate diverse opinions

To utilize effective communication by listening, asking questions and
responding in a way that adds value to the conversation

s To support the public’s right to know the truth and encourage diverse and
civil public debate in the decision-making process
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Accountability /Responsibility

* To refrain from using official positions to secure unwarranted privileges or
advantages for myself or others

e Toremove myself from every decision-making process in which I, my
business, my associates or my family may benefit and upon removing myself
form decisions, I will show self-restraint and not voice my opinion on the
question

¢ To conduct my private affairs in a manner that minimizes the risk of real,
potentia! or perceived conflicts of interest

e To make full public disclosure of the nature of any conflict of interest prior to
any considered action

e Torespect the privacy of others by keeping confidential information that |
acquire in the course of my professional duties protected unless a legitimate
reason to disclose exists

e To refrain form taking advantage of information received in the course of my
professional duties that is not available to the public

o Torefrain from directly or indirectly using or allowing the use of government
property for anything other than official activities

¢ To refrain from soliciting or accepting gifts or gratuities that may have a real
or perceived influence on my objectivity in carrying out official
responsibilities or placing me under obligation to the donor

e To refrain from competing with the community where I am employed or
serve as an appointed or elected official

Fairness/Justice

¢ To advocate and promote the most efficient and effective way to deliver
public services without prejudice or discrimination

¢ To publicly acknowledge that the function of government is to serve the best
interest of all citizens

e Torefrain from granting preferential treatment to family and friends when
making staffing decisions or awarding contracts

o Torefrain from retaliation or condoning retaliation against those who have
exposed corrupt of unethical behaviors

o To assess the effects of inadequate resources on diverse groups within the
service population and develop plans to remedy and implement such plans

e To behave consistently and with respect toward all citizens



SEGMENTS 2 and 3
MOVIE DISCUSSION GUIDE-Instructor Copy*

Government Employee Training - Reproduced from Advanced Concept Research

GOVERNMENT ETHICS

Objective:

By the end of the program employees will understand clearly the
expectations the citizens have of them when it comes to ethics, and that every
day they must remain very aware of what is and what is not a potential conflict of
interest between their private interests and their obligations to the public.

Overview:

Employees learn they are expected to keep confidential government
information confidential, must never show favoritism, must not seek special
privileges and must never use government property for personal use.

They learn they must not conduct government business with companies in
which they have a financial interest, they must take no outside employment that
conflicts with their official duties, and they must not accept gifts from anyone if
could be assumed it was intended to influence them in the conduct of their
duties.

*Instructor copy has comments in RED to consider and stress to the participants.

OPTION A
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DISCUSSION BEFORE VIEWING

1. What are your ethical obligations as a government employee?
(Answers will give the discussion leader an idea of the current awareness
the employees have about their ethical responsibilities, which can later be
compared with the ethical concepts in the program. The answers will also
cause the employees to begin thinking about their attention during the
viewing of the program.)

DISCUSSION AFTER VIEWING

1. Why are you expected to keep confidential government information
confidential?
(This information is always of a private nature and like taxpayer
information, medical records, criminal histories, and juvenile records, it
may be against the law to disclose it. You are also no ever permitted to use
the confidential information for your own private gain or give that
information to anyone who has not been authorized.)

2. Most of us already know government employees should never show
favoritism, but why?
(We work for all the citizens and are hired to treat all citizens equally).

3. If you violate the code of ethics, you could be disciplined. What are the
forms of discipline an employee can receive?
(Unethical behavior can result in anything from a letter of reprimand to
suspension and even termination.)

OPTION A
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4. The program states you may not personally profit from government
business. What does that mean?
(You cannot direct business to any company in which you have a direct or
indirect financial interest. You also cannot conduct personal financial
business with any company you have contact with in your role as a
government employee.}

5. It would be possible to list all the business activities that might conflict with
your duties, so if you’re thinking of engaging in outside financial interests,
what is the first thing you should do?

(The correct action is for you to first obtain proper approval from your
supervisor.)

6. When is unethical for you to receive a gift from someone?
(It is unethical for you to accept a gift under any circumstances in which it
could be reasonably assumed that the gift was intended to influence you in
the conduct of your official duties.)

7. When is it permissible to use government property for your personal use?
(Never. Use of government owned property is restricted at all times to
official government business only.}

8. You are going to meet staff members who will become good and ioyal
friends, and if you see your friend violating the government code of ethics,
what are you going to do?

(As a government employee you want to be clear in your mind that it is
your obligation to report to your supervisor immediately any illegal or
unethical behavior by fellow staff members that you observe, it is worth
remembering, experience has shown that those staff members who break
the law are unusually eventually caught, and those who protected them are
also caught. Both are disciplined.)

OPTION A
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WRITTEN DILEMMAS

INSTRUCTOR DIRECTTONS:

Break participants into small groups. Distribute the handout. “DILEMMAS.  Provide the
following instructions: Participants should read the scenarios individually and answer the
questions that follow.

When they have finished, they should discuss the DILEMMA ASSIGNED TO THEIR
GROUP in their small groups. Explain that each group will report out the key poinis of
the discussion. including:

*  The ethical issues and the values that underlie the issues:

+  FHow they would deal with the situation and the obligation of the supervisor or
manager in this situation:

« Sources they might tap into (people, positions. outside organizations. etc.) for help or
guidance.

Allow about 10 minutes to complete this small-group activity.

Reconvene the group. Ask each group to report on its discussion of their Dilemma. Make
sure that participants from other groups have an opportunity to comment on the reports
and ask questions of their peers.

Use the KEY Instructor Notes to guide the discussion and cover key points.

(Session note: If time is short. you can assign multiple groups the same situations which
will cut down on the amount of time needed for sharing. Try to get all the groups
involved in the discussion by asking the groups to report out on different aspects of the
scenario.)

Ethical bilemmas: What Would You Do?
Instructor COPY and Notes - REPRODUCED FROM ICMA

OPTION A
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For each of the following ethical dilemmas, participants are to identify the course of
action they would take, the issues that are involved, and the potential consequences of
each option. The key points following each question are designed to help you lead a
discussion of participant responses.

#1 A colleague whom you consider a friend has been taking petty cash. You have just learned
about your friend’s actions. What would you do?

Tell the appropriate authority what you know.

Keep quiet. You do not want your friend to be fired over such a small matter.

Other:

Key points: This situation pits personal and organizational loyalties againsi each
other. Even though the amount stolen may be minimal, this situation is very serious
because it involves theft of government funds. By saying nothing. a manager or
supervisor is in reality condoning the act and could be held accountable. It could also
be argued that if you say nothing. your friend might try more serious embezzlement
in the future. Some participants might believe that a better course of action would be
to confront the employee and insist that he or she come clean: if this course of action
is taken. it is critical that the manager or supervisor be prepared 1o turm in the
employee if the employee refuses (o come clean. Paying back the money is not
sufficient: the employee must admit to the theft and make restitation.

#2 You have worked with a local government supplier for many years and have developed a
good relationship with the sales representative. He mentions that he has some season tickets
for the local professional basketball games that he cannot use. He suggests that you and your
spouse accept them as a gift. What would you do?

Accept the tickets and list the tickets on your financial disclosure form. The sales
representative is a friend and is not asking for anything in return.

Turn down the offer of the tickets. You believe that the gift might compromise your
objectivity or others’ perception of your objectivity in your relationship with this and
other suppliers.

Other:

Key points: Many local governments have rules about gifis: this would be a good
time to review these rules. Regardless. it is critical that employees follow guidelines
prescribed by state financial disclosure laws. which usually require public employees
to disclose all gifts. Most government employees find that their lives are less
complicated, however. if they make it a practice not to accept gifts of any kind from
those who do business with local government.
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#3 Your local government’s policy allows for a per diem for meals when employees travel on
business. You have decided to stay with old friends rather than at a hotel and plan to eat
dinner at their home. As you fill out your travel expense form, you reflect on the per diem.
What would you do?

Claim the per diem. After all, on some trips the per diem has not covered all of your
expenses.

Claim only those expenses you incurred.
Other:

Key points: [t may be tempting to accept the per diem—afier all the employee has
saved the covernment money by forgoing a hotel stay. It is critical to be honest and
accurate when asking for reimbursement of expenses. however. and to avoid
misrepresenting expenses or misuse of travel funds. The per diem is intended to cover
expenses: if no expenses were incurred. accepting the per diem is dishonest. What
would you do?

#4 The governing body has just approved a staff recommendation to refurbish the community’s
parks with the latest playground equipment. The manufacturer of this equipment has offered
to pay for your trip to nearby resort town to see the layout of the equipment in use.

Accept the offer. The governing body has already approved the purchase, so having the
company pay for your trip is merely part of a public-private partnership that will save
the taxpayers money.

Insist on having the local government pay for the trip. You want to avoid any
appearance of influence.

Other:

Key points: This situation poses a conflict between the value of saving money for the
agency and of accepting a gift from a business that may secure a contract with the
county. If the employee believes that it is in citizens™ best interest to make the trip, the
local government should pay. [T there is nothing to be gained from the trip, the
employee should not go. regardless of who is paying. What would you do?
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#5 An employee whom you supervise is having personal problems that are affecting her work.

The employee is frequently late and has failed to meet several important deadlines. What
would you do?

Document the problems carefully, tell the employee that her performance is
unacceptable, and draft a performance improvement plan. Hold the employee
accountable for any lapses.

Look the other way. Since the problems are due to personal issues, performance will
improve once the employee resolves these issues. You sympathize with the employee
and want to avoid adding to her problems.

Other:

Key points: it is critical to address any performance problem promptiy and
objectively. Ignoring an employee’s poor performance. does a disservice to the
organization. places more responsibility on others. and 1acitly supports negative
behavior. Moreover. the employee is being paid for work that she is not doing that he
is getting paid for work he 1s not doing. which is essentially a falsification of payroll
records. The supervisor needs 1o let the employee know that her performance is
hurting the quality and timeliness of work and help develop an improvement plan tha
clearly identifies goals, the steps that the employee must take 1o improve. and the
consequences of failing 10 achieve stated goals. Since the supervisor believes thai the
performance problems are due to some personal issues, the supervisor should also
offer some support in addressing these issues, such as the local government’s
employee assistance program. The supervisor cannot mandate this help. however.

#6 You were recently promoted to a job as a building inspector. You have just learned that some

of the inspections that your predecessor claimed to have completed were never undertaken.
What would you do?

Keep the problem to yourself. Your job is to do the inspections that are scheduled now,
not to check up on someone else’s work. There is no way to hold the building official
responsible, so there is no reason to risk word getting out to the media.

Inform your supervisor or the department head, even if it means that you have to
“reinspect” the buildings.

Other:

Key points: Although there could be short-term embarrassment to the city or
department if this problem is reported. the public outcry would be far worse if
citizens learned of a “cover-up.” Moreover, if a building that had not been inspected
experienced a fire or structural problem. the government could be held liable.

OPTION A
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#7 The government recently purchased plants for several parks and has several left over after
planting them. One of your best employees has approached you to ask if he can take the
plants home. What would you do?

Let the employee take the plants. Since they are going to be thrown away otherwise,
you consider the plants a reward for good work.

Explain the employee that letting him take the plants could appear to be inappropriate.
The press might make a big deal out of this type of thing.

Other:

Key points: This situation appears innocuous. but giving the plants away could be
construed as misuse of government funds. Purchasing more of any item than
necessary is wasteful and could also be considered a breach of ethics. as ethical
decision making requires making the best use of government funds. The supervisor
needs to discuss this situation with his or her manager or department head to find the
optimal solution. If there is no other park or government property where the plants
could be used. it might be a better option 1o allow the public 10 purchase them at cost.

#8 Your spouse works for a small company that is building a new office. The company is
considering hiring a consultant to help with the permitting process and the paperwork that is
required. A colleague in the planning department has talked about getting some consulting
work on the side and suggested that he might be a good candidate. He is not directly involved
in the plan review or permitting process, but he has learned enough about these processes to
be of great help to your spouse’s company. He has asked you to talk to your spouse; making
this connection could be a real boost for your spouse’s career. What would you do?

Give him your spouse’s phone number, and let them work it out. After all, it doesn’t
really involve you.

Suggest to your colleague that such action represents a conflict of interest. Tell him that
he should not be accepting jobs as a consultant when he still has a job with the city.

Other:

Key points: Any time an employee who works for the government accepts a
consulting job in his or her area of expertise, there is a potential conflict of interest. It
simply would not look good to have an employee in the planning department
moonlighting as a consultant. It is the job of managers and supervisors to help
promote ethical decision making throughout the organization. so this should be seen
as an opportunity to educate the planning department employee about the importance
of protecting the government’s image and considering the public’s perception when
making decisions.
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#9 A prominent developer is about to put up a new housing development. You and your spouse
would love to buy one of these premier homes, but you have just sold your house and need to
move somewhere quickly—sooner than the homes will be ready. There is a waiting list on
rental units in a nearby development. You know the developer well from past experience in
the planning department; when you casually mention your dilemma, he offers to rent you a
unit temporarily at a reduced price while he builds your home.

_Turn down the offer. Although there are no legal barriers to this offer, it could be
perceived by the public or press as unethical.

____ Accept the unit. You have no influence on zoning or permit decisions, and you don’t
expect any issues involving the developer to come before the council in the near future.

Key points: It is important not to take a gift from anyone who is or may be doing
business with the aovernment. This includes most developers. Some participants
might suggest taking the unit but insisting on paying full rent. but this option also
represenis a misuse of the employee’s position with the local government. as the
employee would be receiving something that is not available 1o the general public.
There are two important issues. Furthermore. it is imporant not to assuime that just
because you are not involved with a vendor today that you wont be involved in the
future. The employee cannot be sure that he or she will not have 10 make a
recomunendation on an issue involving this developer. Even if the employee discloses
the rent subsidy and recuses him- or herself from making recommendations on future
issues. it may lead others to question the objectivity of the employee.

#10 You are on a self-directed work team that has been in place for three months. The team has
no “official” leader, but you have emerged as a leader of sorts, partly because you have more
experience than some of the other team members. Lately, you have noticed that one of the
members of the team has been absent quite a bit, and the team is struggling to figure out how
to catch up on the work that has lapsed as a result. One of the other members of the teamn
confided in you yesterday that this employee has been taking “mental health days” to use up
some of her sick leave. Your colleague asked you to keep the conversation confidential.
What should you do?

Nothing. You are not in charge, and saying something would betray your colleague’s
confidence.

Bring up the employee’s continued absence at your next team meeting. The employee
is misusing sick leave, and the team is suffering as a result. You should decide as a
team what to do.

Key points: When a self-directed work team is formed. its members need to discuss
expectations and ground rules. When one or more team members do not support the
team’s mission. the team must give that individual the feedback needed to improve
performance. The employee’s use of sick leave is having negative consequences for
the rest of the team, creating an unfair work environment. Although the supervisor is
not the government-appointed leader, he needs 10 use his leadership skills to further
the mission of the team and the organization. Point out that in cases like these ethics
and leadership are closely related.
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#11 You have been interviewing candidates for several summer jobs. The application deadline
was last week, and you expect to finish your interviews by next Friday. The mayor called you
this morning to tell you that her niece’s completed application was on the way and to ask you
to squeeze her into the interview schedule. What would you do?

Tell the mayor that the deadline for applications has already passed, so it would be
unfair to interview any additional candidates.

Schedule a meeting with the mayor’s niece, but hold her to the same standards as all the
other candidates. The important thing is to hire the best people for the job.

Other:

Key points: Unless you have extended the deadline. it would be unethical to
interview the mayor's niece. By bending the rules. you have already lowered—or
changed—ihe standards for different candidates. This is not only unethical: it may be
illegal. It is important to be direct with the mayor and clearly explain the situation.

#12 One of your employees has just received a promotion that will require him to spend
significant time out in the field. The government has strict rules about the use of cell phones:
They are to be used sparingly to call supervisors and colleagues only. You have become
aware that this employee is using the phone to check in with his son, who is alone in the
afternoons after school. What would you do?

Remind the employee of the policy regarding cell phone use and demand that he stop
using it for any other purpose.

Ignore the calls. You respect the employee’s commitment to his family, and a short cail
every afternoon has no impact on his ability to get the job done.

Other:

Key points: It is the supervisor’s job to enforce the rules. Ethics requires enforcing
the rules equally for all employees. If the supervisor feels that there should be
exceptions to the policy. he or she should bring the issue up with the department head
to change the policy. One solution may be 1o require employees to reimburse the
government for any personal calls,
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#13 You are a supervisor in the parks department. During a recent storm, one of your employees
experienced significant property damage. More than a dozen trees were knocked over, and
one tree hangs precipitously over his house, Several of the employees on your work team are
planning to work this weekend to help the employee cut up and haut away the damaged trees.
The employees have asked you if they can borrow a chainsaw from the department to use
over the weekend. What would you do?

___ Let them use the chainsaw, but remind them that it needs to be refurned first thing
Monday morning.

Dectine their request. The chainsaw is government property.
Other: -

ey points: The supervisor should take this opportunity 1o explain to the work team that any
use of government property for personal projects is a breach of cthics. Personal use adds wea
and tear to the equipment, perhaps making it nceessary 1o replace it sooner than necessary
Fhere are also liabibty 1ssues 1o consider. Insurance would be unlikely to cover an injury that
occurred off hours: the government could be held liable if someone got hurt,
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Dilemma #14

Because your job requires you to work on utilities projects all over the city, you have the use of a
marked city car, which you park at your home overnight. Your son’s preschool is next to the
public works office where your workday always begins. He is small enough to need a car seat,
which you have secured in the back seat of this vehicle. This short time together is enjoyable to
both you and your son, and you make sure to leave plenty of time to drop him off, so that you are
never late for work. One morning you suddenly realize that you were supposed to bring
breakfast treats to the preschool today. If you hurry, you can load up your son, stop by Target on
the way, and still get him and yourself where you need to be. What should you do?

You should not be driving your son around in a city car in the first place.

The morning trip to preschool is okay because it does not involve any further driving and
thus does not cost anyone anything. However, you should not make that detour to Target.

The well-being of the community’s children—yours and the others at the preschool—is
something this city prides itself on and seeks to encourage in every way. Within limits—
for instance, if Target is not too far out of the way—it is fine to use the car in all these
ways.

Key points: This car is paid for by taxpayers. Some cities have clear regulations regarding how
those with city cars can use them, and if these rules allow a trip like the morning trip to
preschool, which does not require any extra mileage, and if your supervisor knows about this and
approves it, this use may be acceptable in your city. However, even in cases such as this, seeing
a city car being used in this way may make taxpayers suspicious about your use of government’s
resources. Spotting the booster seat in the back as you work at various locations may raise
further questions. This is something city governments and employees should consider as a
general matter of policy, taking account of public perceptions as well as employees’
convenience,



Segment 2

Dilemma #15

Your city has a presence on Facebook, Twitter, Instagram, and other social media outlets. Your
job is in the parks department, and you have no interaction at work or outside work with the
people responsible for the city’s work in social media. However you enjoy spending personal
time outside of work checking out social media, and you sometimes check the city’s pages. One
day you notice that a number of negative citizen comments have been posted about “the kind of
kids” who hang out in one of the city parks. You sense racial overtones in these comments and
angrily post a comment charging these citizens with racism. The next moming, you tell your
supervisor what you have seen and written online, Have you acted ethically?

No. Because you work for the parks department, you should not post comments related
to parks department business, even on your own time.

Yes. You spoke out against racism, expressing a strongly held value of your city
government, and you were honest with your supervisor about what you had done.

Other.

Key points: It is good that you informed your supervisor of what you read online, so that the city
can be aware of this conflict in the larger community and take steps to address tensions. It is also
good that you were transparent about your own participation in the online comments. However,
as a government employee you should not post public comments on matters related to the city,
and especially on matters related to your own area of work. Your comments might be seen by
citizens as official government pronouncements, even if you say things the whole government
would support. Others in city government should be managing the city’s online presence—
including addressing any prejudicial remarks that may appear there.



INSTRUCTOR PACKET

OPTION B



SEGMENT 1

Code of Shared Ethics and Values
Preamble

For government to operate with transparency and accountability it is essential that
public officials and employees conduct themselves in ways that uphold the public
trust. The Code of Shared Ethics and Values provides guidance and support to
public servants for the promotions and maintenance of the highest standards of
personal and professional conduct. Because we wish to ensure the public
confidence in the integrity of out government entities, it is proposed that all elected
and appointed officials, employees, volunteers, and others who participate in
government shall personally commit to being trained on the values and standards
put forth in this document.

Public Service Values

Honesty/Integrity
s To exercise the moral courage to hold myseif and others accountable for our
actions
To work within the law and in a way that will bear close public scrutiny
To exhibit trustworthiness

To employ decision making that promotes the public's best interest

To avoid impropriety and refrain from misusing an official position to secure

unwarranted privileges or advantages for myself or others

* To make no private promises of any kind that may unduly influence my
puhlic duties

¢ Torefrain from engaging in business that would be directly or indirectly
inconsistent with the conscientious performance of public duties
To accept the responsibility to expose corrupt and/or unethical behavior

* To protect the public trust my exercising honesty and ensuring transparency

Respect/Civility

To treat every person with dignity and respect

To accomplish the goals and responsibilities of my individual position while
respecting my role as a member of a team and the community at large

To act in a professional, responsive and courteous manner

To reach decisions only after considering various points of view

To work with others in a spirit of tolerance and understanding

To work to build consensus and accommeodate diverse opinions

To utilize effective communication by listening, asking questions and
responding in a way that adds value to the conversation

» To support the public's right to know the truth and encourage diverse and
civil public debate in the decision-making process
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Accountability /Responsibility

e Torefrain from using official positions to secure unwarranted privileges or
advantages for myself or others

e Toremove myself from every decision-making process in which I, my
business, my associates or my family may benefit and upon removing myself
form decisions, 1 will show self-restraint and not voice my opinion on the
question

* To conduct my private affairs in a manner that minimizes the risk of real,
potential or perceived conflicts of interest

» To make full public disclosure of the nature of any conflict of interest prior to
any considered action

s To respect the privacy of others by keeping confidential information that |
acquire in the course of my professional duties protected unless a legitimate
reason to disclose exists

* Torefrain form taking advantage of information received in the course of my
professional duties that is not available to the public

* Torefrain from directly or indirectly using or allowing the use of government
property for anything other than official activities

» To refrain from soliciting or accepting gifts or gratuities that may have a real
or perceived influence on my objectivity in carrying out official
responsibilities or placing me under obligation to the donor

¢ Torefrain from competing with the community where 1 am employed or
serve as an appointed or elected official

Fairness/Justice

e To advocate and promote the most efficient and effective way to deliver
public services without prejudice or discrimination

e To publicly acknowledge that the function of government is to serve the best
interest of all citizens

e Torefrain from granting preferential treatment to family and friends when
making staffing decisions or awarding contracts

e Torefrain from retaliation or condoning retaliation against those who have
exposed corrupt of unethical behaviors

= To assess the effects of inadequate resources on diverse groups within the
service population and develop plans to remedy and implement such plans

e To behave consistently and with respect toward all citizens



SEGMENTS 2 and 3
MOVIE DISCUSSION GUIDE-Instructor Copy*

Government Employee Training - Reproduced from Advanced Concept Research

GOVERNMENT ETHICS

Objective:

By the end of the program employees will understand clearly the
expectations the citizens have of them when it comes to ethics, and that every
day they must remain very aware of what is and what is not a potential conflict of
interest between their private interests and their obligations to the public.

Overview:

Employees learn they are expected to keep confidential government
information confidential, must never show favoritism, must not seek special
privileges and must never use government property for personal use.

They learn they must not conduct government business with companies in
which they have a financial interest, they must take no outside employment that
conflicts with their official duties, and they must not accept gifts from anyone if
could be assumed it was intended to influence them in the conduct of their
duties.

*|nstructor copy has comments in RED to consider and stress to the participants.

OPTION B



SEGMENTS 2 and 3

DISCUSSION BEFORE VIEWING

1. What are your ethical obligations as a government employee?
(Answers will give the discussion leader an idea of the current awareness
the employees have about their ethical responsibilities, which can later be
compared with the ethical concepts in the program. The answers will also
cause the employees to begin thinking about their attention during the
viewing of the program.)

DISCUSSION AFTER VIEWING

1. Why are you expected to keep confidential government information
confidential?
(This information is always of a private nature and like taxpayer
information, medical records, criminal histories, and juvenile records, it
may be against the law to disclose it. You are also no ever permitted to use
the confidential information for your own private gain or give that
information to anyone who has not been authorized.)

2. Most of us already know government employees should never show
favoritism, but why?
(We work for all the citizens and are hired to treat all citizens equally).

3. If you violate the code of ethics, you could be disciplined. What are the
forms of discipline an employee can receive?
(Unethical behavior can result in anything from a letter of reprimand to
suspension and even termination.)

OPTION B



SEGMENTS 2and 3
4. The program states you may not personally profit from government
business. What does that mean?
(You cannot direct business to any company in which you have a direct or
indirect financial interest. You also cannot conduct personal financial
business with any company you have contact with in your role as a
government employee.)

5. It would be possible to list all the business activities that might conflict with
your duties, so if you’re thinking of engaging in outside financial interests,
what is the first thing you should do?

(The correct action is for you to first obtain proper approval from your
supervisor.)

6. When is unethical for you to receive a gift from someone?
(It is unethical for you to accept a gift under any circumstances in which it
could be reasonably assumed that the gift was intended to influence you in
the conduct of your official duties.)

7. When is it permissible to use government property for your personal use?
(Never. Use of government owned property is restricted at all times to
official government business only.)

8. You are going to meet staff members who will become good and loyal
friends, and if you see your friend violating the government code of ethics,
what are you going to do?

(As a government employee you want to be clear in your mind that it is
your obligation to report to your supervisor immediately any illegal or
unethical behavior by fellow staff members that you observe. It is worth
remembering, experience has shown that those staff members who break
the law are unusually eventually caught, and those who protected them are
also caught. Both are disciplined.)

OPTION B
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SEGMENT 1

Code of Shared Ethics and Values
Preamble

For government to operate with transparency and accountability it is essential that
public officials and employees conduct themselves in ways that uphold the public
trust. The Code of Shared Ethics and Values provides guidance and support to
public servants for the promotions and maintenance of the highest standards of
personal and professional conduct. Because we wish to ensure the public
confidence in the integrity of out government entities, it is proposed that all elected
and appointed officials, employees, volunteers, and others who participate in
government shall personally commit to being trained on the values and standards
put forth in this document.

Public Service Values
Honesty/Integrity

* To exercise the moral courage to hold myself and others accountable for our

actions

To work within the law and in a way that will bear close public scrutiny

To exhibit trustworthiness

To employ decision making that promotes the public’s best interest

To avoid impropriety and refrain from misusing an official position to secure

unwarranted privileges or advantages for myself or others

¢ To make no private promises of any kind that may unduly influence my
public duties

¢ To refrain from engaging in business that would be directly or indirectly
inconsistent with the conscientious performance of public duties
To accept the responsibility to expose corrupt and/or unethical behavior

* To protect the public trust my exercising honesty and ensuring transparency

Respect/Civility

To treat every person with dignity and respect

To accomplish the goals and responsibilities of my individual position while
respecting my role as a member of a team and the community at large

To act in a professional, responsive and courteous manner

To reach decisions only after considering various points of view

To work with others in a spirit of tolerance and understanding

To work to build consensus and accommodate diverse opinions

To utilize effective communication by listening, asking questions and
responding in a way that adds value to the conversation

* To support the public’s right to know the truth and encourage diverse and
civil public debate in the decision-making process
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Accountability /Responsibility

+ To refrain from using official positions to secure unwarranted privileges or
advantages for myself or others

e Toremove myself from every decision-making process in which I, my
business, my associates or my family may benefit and upon removing myself
form decisions, I will show self-restraint and not voice my opinion on the
question

» To conduct my private affairs in a manner that minimizes the risk of real,
potential or perceived conflicts of interest

¢ To make full public disclosure of the nature of any conflict of interest prior to
any considered action

s To respect the privacy of others by keeping confidential information that I
acquire in the course of my professional duties protected unless a legitimate
reason to disclose exists

s Torefrain form taking advantage of information received in the course of my
professional duties that is not available to the public

s Torefrain from directly or indirectly using or allowing the use of government
property for anything other than official activities

¢ To refrain from soliciting or accepting gifts or gratuities that may have a real
or perceived influence on my objectivity in carrying out official
responsibilities or placing me under obligation to the donor

s To refrain from competing with the community where [ am employed or
serve as an appointed or elected official

Fairness/Justice

* Toadvocate and promaote the most efficient and effective way to deliver
public services without prejudice or discrimination

o To publicly acknowledge that the function of government is to serve the best
interest of all citizens

¢ To refrain from granting preferential treatment to family and friends when
making staffing decisions or awarding contracts

e To refrain from retaliation or condoning retaliation against those who have
exposed corrupt of unethical behaviors

¢ To assess the effects of inadequate resources on diverse groups within the
service population and develop plans to remedy and implement such plans

* Tobehave consistently and with respect toward all citizens



SEGMENTS 2 and 3
MOVIE DISCUSSION GUIDE-Instructor Copy*

Government Employee Training - Reproduced from Advanced Concept Research

GOVERNMENT ETHICS

Objective:

By the end of the program employees will understand clearly the
expectations the citizens have of them when it comes to ethics, and that every
day they must remain very aware of what is and what is not a potential conflict of
interest between their private interests and their obligations to the pubilic.

Overview:

Employees learn they are expected to keep confidential government
information confidential, must never show favoritism, must not seek speciai
privileges and must never use government property for personai use.

They learn they must not conduct government business with companies in
which they have a financial interest, they must take no outside employment that
conflicts with their official duties, and they must not accept gifts from anyone if
could be assumed it was intended to influence them in the conduct of their
duties.

*Instructor copy has comments in RED to consider and stress to the participants.
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SEGMENTS 2 and 3

DISCUSSION BEFORE VIEWING

1. What are your ethical obligations as a government employee?
(Answers will give the discussion leader an idea of the current awareness
the employees have about their ethical responsibilities, which can later be
compared with the ethical concepts in the program. The answers will also
cause the employees to begin thinking about their attention during the
viewing of the program.)

DISCUSSION AFTER VIEWING

1. Why are you expected to keep confidential government information
confidential?
(This information is always of a private nature and like taxpayer
information, medical records, criminal histories, and juvenile records, it
may be against the law to disclose it. You are also no ever permitted to use
the confidential information for your own private gain or give that
information to anyone who has not been authorized.)

2. Most of us already know government empioyees should never show

favoritism, but why?
(We work for all the citizens and are hired to treat all citizens equally).

3. If you violate the code of ethics, you could be disciplined. What are the
forms of discipline an employee can receive?
(Unethical behavior can result in anything from a letter of reprimand to
suspension and even termination.)
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SEGMENTS 2 and 3
4. The program states you may not personally profit from government
business. What does that mean?
{You cannot direct business to any company in which you have a direct or
indirect financial interest. You also cannot conduct personal financial
business with any company you have contact with in your role as a
government employee.)

5. It would be possible to list all the business activities that might conflict with
your duties, so if you're thinking of engaging in outside financial interests,
what is the first thing you should do?

(The correct action is for you to first obtain proper approval from your
supervisor.)

6. When is unethical for you to receive a gift from someone?
(It is unethical for you to accept a gift under any circumstances in which it
could be reasonably assumed that the gift was intended to influence you in
the conduct of your official duties.)

7. When is it permissible to use government property for your personal use?
(Never. Use of government owned property is restricted at all times to
official government business only.)

8. You are going to meet staff members who will become good and loyal
friends, and if you see your friend violating the government code of ethics,
what are you going to do?

(As a government employee you want to be clear in your mind that it is
your obligation to report to your supervisor immediately any illegal or
unethical behavior by fellow staff members that you observe. It is worth
remembering, experience has shown that those staff members who break
the law are unusually eventually caught, and those who protected them are
also caught. Both are disciplined.)

OPTIONC
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SEGMENT 1

Code of Shared Ethics and Values
Preamble

For government to operate with transparency and accountability it is essential that
public officials and employees conduct themselves in ways that uphold the public
trust. The Code of Shared Ethics and Values provides guidance and support to
public servants for the promotions and maintenance of the highest standards of
personal and professional conduct. Because we wish to ensure the public
confidence in the integrity of out government entities, it is proposed that all elected
and appointed officials, employees, volunteers, and others who participate in
government shall personally commit to being trained on the values and standards
put forth in this document.

Public Service Values
Honesty/Integrity

* To exercise the moral courage to hold myself and others accountable for our

actions

To work within the law and in a way that will bear close public scrutiny

To exhibit trustworthiness

To employ decision making that promotes the public’s best interest

To avoid impropriety and refrain from misusing an official position to secure

unwarranted privileges or advantages for myself or others

e To make no private promises of any kind that may unduly influence my
public duties

e To refrain from engaging in business that would be directly or indirectly
inconsistent with the conscientious performance of public duties
To accept the responsibility to expose corrupt and/or unethical behavior

* To protect the public trust my exercising honesty and ensuring transparency

Respect/Civility

To treat every person with dignity and respect

To accomplish the goals and responsibilities of my individual position while

respecting my role as a member of a team and the community at large

To actin a professional, responsive and courteous manner

To reach decisions only after considering various points of view

To work with others in a spirit of tolerance and understanding

To work to build consensus and accommodate diverse opinions

To utilize effective communication by listening, asking questions and

responding in a way that adds value to the conversation

e To support the public’s right to know the truth and encourage diverse and
civil public debate in the decision-making process



SEGMENT 1

Accountability/Responsibility

To refrain from using official positions to secure unwarranted privileges or
advantages for myself or others

To remove myself from every decision-making process in which I, my
business, my associates or my family may benefit and upon removing myself
form decisions, I will show self-restraint and not voice my opinion on the
question

To conduct my private affairs in a manner that minimizes the risk of real,
potential or perceived conflicts of interest

To make full public disclosure of the nature of any conflict of interest prior to
any considered action

To respect the privacy of others by keeping confidential information that I
acquire in the course of my professional duties protected unless a legitimate
reason to disclose exists

To refrain form taking advantage of information received in the course of my
professional duties that is not available to the public

To refrain from directly or indirectly using or aliowing the use of government
property for anything other than official activities

To refrain from soliciting or accepting gifts or gratuities that may have a real
or perceived influence on my objectivity in carrying out official
responsibilities or placing me under obligation to the donor

To refrain from competing with the community where ] am employed or
serve as an appointed or elected official

Fairness/Justice

To advocate and promote the most efficient and effective way to deliver
public services without prejudice or discrimination

To publicly acknowledge that the function of government is to serve the best
interest of all citizens

To refrain from granting preferential treatment to family and friends when
making staffing decisions or awarding contracts

To refrain from retaliation or condoning retaliation against those who have
exposed corrupt of unethical behaviors

To assess the effects of inadequate resources on diverse groups within the
service population and develop plans to remedy and implement such plans
To behave consistently and with respect toward all citizens



SEGMENT 2

WRITTEN DILEMMAS

INSTRUCTOR DIRECTIONS:

Break participants into small groups. Distribute the handout. “DILEMMAS. Provide the
foilowing instructions: Participants should read the scenarios individually and answer the
guestions that follow.

When they have finished. they should discuss the DILEMMA ASSIGNED TO THEIR
GROUP in their small groups.  Explain that each group will report out the key points of
the discussion. including:

*  The ethical issues and the values that underlie ibe 1ssues:

* How they would deal with the situation and the obligation of the supervisor or
manager in this situation:

*  Sources they might tap into (people. positions, outside organizations. ete.) for help or
guidance.

Allow about 10 minutes to complete this small-group activity.

Reconvene the group. Ask each group to report on its discussion of their Dilemma. Make
sure that participants from other groups have an opportunity to conument on the reports
and ask questions of their peers.

Use the KEY Instructor Notes to guide the discussion and cover key points.

(Session note: If time is short. you can assign multiple groups the same situations which
will cut down on the amount of time needed for sharing. Try to get all the groups
involved in the discussion by asking the groups to report out on differem aspects of the
scenario. )

Ethical Dilemmas: What Would You Do?
Instructor COPY and Notes - REPRODUCED FROM ICMA

OPTIOND
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For each of the following ethical dilemmas, participants are to identify the course of
action they would take, the issues that are involved, and the potential consequences of
each option. The key points following each question are designed to help you lead a
discussion of participant responses.

#1 A colleague whom you consider a friend has been taking petty cash. You have just learned
about your friend’s actions. What would you do?

Tell the appropriate authority what you know.
Keep quiet. You do not want your friend to be fired over such a small matter.
Other:

Key points: This situation pits personat and organizational loyalties against each
other. Even though the amount stolen may be minimal. this situation is very serious
because it involves thefi of government funds. By saying nothing. a manager or
supervisor is in reality condoning the act and could be held accountable. [t could also
be argued that if you say nothing, your friend might try more serious embezzlement
in the future. Some participants might believe that a better course of action would be
10 confront the employee and insist that he or she come c¢lean; if this course of action
is taken. it is critical that the manager or supervisor be prepared 1o turn in the
employee if the employee refuses to come clean. Paying back the money is not
sufficient; the employee must admit to the theft and make restitution.

#2 You have worked with a local government supplier for many years and have developed a
good relationship with the sales representative. He mentions that he has some season tickets
for the local professional basketball games that he cannot use. He suggests that you and your
spouse accept them as a gift. What would you do?

Accept the tickets and list the tickets on your financial disclosure form. The sales
representative is a friend and is not asking for anything in return.

Turn down the offer of the tickets. You believe that the gift might compromise your
objectivity or others’ perception of your objectivity in your relationship with this and
other suppliers.

Other:

Key points: Many local governments have rules about gifis: this would be a good
time to review these rules. Regardless. it is critical that employees follow guidelines
prescribed by state financia disclosure laws, which usually require public employees
to disclose all gifts. Most government employees find that their lives are less
complicated. however. if they make it a practice not to accept gifts of any kind from
those who do business with local government.

OPTION D
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#3 Your local government’s policy allows for a per diem for meals when employees travel on
business. You have decided to stay with old friends rather than at a hotel and plan to eat
dinner at their home. As you fill out your travel expense form, you reflect on the per diem.
What would you do?

Claim the per diem. After all, on some trips the per diem has not covered all of your
expenses.

Claim only those expenses you incurred.
_____ Other:

Key points: [t may be tempting to accept the per diem——after all the employee has
saved the government money by forgoing a hotel stay. It is critical to be honest and
accurate when asking for reimbursement of expenses. however. and 1o avoid
misrepresenting expenses or misuse of travel funds. The per diem is iniended to cover
expenses: if no expenses were incurred. accepting the per diem is dishonest. What
would you do?

#4 The governing body has just approved a staff recommendation to refurbish the community’s
parks with the latest playground equipment. The manufacturer of this equipment has offered
to pay for your trip to nearby resort town to see the layout of the equipment in use.

Accept the offer. The governing body has already approved the purchase, so having the
company pay for your trip is merely part of a public-private partnership that will save
the taxpayers money.

Insist on having the local government pay for the trip. You want to avoid any
appearance of influence.

Other:

Key points: This situation poses a conflict between the value of saving money for the
agency and of accepting a gift from a business that may secure a contract with the
county. If the employee believes that it is in citizens® best interest to make the trip. the
local government should pay. 1f there is nothing to be gained from the trip. the
employee should not go. regardless of who is paying. What would you do?

OPTION D
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#5 An employee whom you supervise is having personal problems that are affecting her work.
The employee is frequently late and has failed to meet several important deadlines. What
would you do?

Document the problems carefully, tell the employee that her performance is

unacceptable, and draft a performance improvement plan. Hold the employee
accountable for any lapses.

Look the other way. Since the problems are due to personal issues, performance will
improve once the employee resolves these issues. You sympathize with the employee
and want to avoid adding to her problems.

Other:

Key points: i1 1s critical to address any performance problem prompily and
objectively. Ignoring an employee’s poor performance. does a disservice to the
organization, places more responsibility on others. and tacitly supports negative
behavior. Moreover. the employee is being paid for work that she is not doing that he
is getting paid for work he is not doing. which is essentially a falsification of payroll
records. The supervisor needs to let the employee know that her performance is
hurting the quality and timeliness of work and help develop an improvement plan thai
clearly identifies goals. the steps that the employee must take to improve, and the
consequences of failing 1o achieve stated goals. Since the supervisor believes that the
performance problems are due to some personal issues, the supervisor should also
offer some support in addressing these issues, such as the local government’s
employee assistance program. The supervisor cannot mandate this help, however.

#6 You were recently promoted to a job as a building inspector. You have just learned that some
of the inspections that your predecessor claimed to have completed were never undertaken.
What would you do?

Keep the problem to yourself. Your job is to do the inspections that are scheduled now,

not to check up on someone else’s work. There is no way to hold the building official
responsible, so there is no reason to risk word getting out to the media.

Inform your supervisor or the department head, even if it means that you have to

“reinspect” the buildings.
Other:

Key points: Although there could be short-term embarrassment to the city or
department if this problem is reported. the public outcry would be far worse if
citizens learned of a “cover-up.” Moreover, if a building that had not been inspected
experienced a fire or structural problem, the government could be held liable.
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#7 The government recently purchased plants for several parks and has several left over after
planting them. One of your best employees has approached you to ask if he can take the
plants home. What would you do?

Let the employee take the plants. Since they are going to be thrown away otherwise,
you consider the plants a reward for good work.

Explain the employee that letting him take the plants could appear to be inappropriate.
The press might make a big deal out of this type of thing.

Other;

Kkey points: This situation appears innocuous. but giving the plants away could be
construed as misuse of government funds. Purchasing more of any item than
necessary is wasteful and could aiso be considered a breach of ethics. as ethical
decision making requires making the best use of government tunds. The supervisor
needs to discuss this situation with his or her manager or department head 1o find the
optimal solution. I there is no other park or government property where the plants
could be used. it might be a beiter option 1o allow the public to purchase them at cost.

#8 Your spouse works for a small company that is building a new office. The company is
considering hiring a consuitant to help with the permitting process and the paperwork that is
required. A colleague in the planning department has talked about getting some consulting
work on the side and suggested that he might be a good candidate. He is not directly involved
in the plan review or permitting process, but he has learned enough about these processes to
be of great help to your spouse’s company. He has asked you to talk to your spouse; making
this connection could be a real boost for your spouse’s career. What would you do?

Give him your spouse’s phone number, and let them work it out. After all, it doesn’t
really involve you.

Suggest to your colleague that such action represents a conflict of interest. Tell him that
he should not be accepting jobs as a consultant when he still has a job with the city.

Other:

Key points: Any time an employee who works for the government accepts a
consulting job in his or her area of expertise. there is a potential conflict of interest. It
simply would not look good 1o have an employee in the planning department
moonlighting as a consultant. It is the job of managers and supervisors to help
promote ethical decision making throughout the organization. so this should be seen
as an opportunity to educate the planning department employee about the importance
of protecting the government’s image and considering the public’s perception when
making decisions.

OPTION D
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#9 A prominent developer is about to put up a new housing development. You and your spouse
would love to buy one of these premier homes, but you have just sold your house and need to
move somewhere quickly—sooner than the homes will be ready. There is a waiting list on
rental units in a nearby development. You know the developer well from past experience in
the planning department; when you casually mention your dilemma, he offers to rent you a
unit temporarily at a reduced price while he builds your home.

_ Turn down the offer. Although there are no legal barriers to this offer, it could be
perceived by the public or press as unethical.

___Accept the unit. You have no influence on zoning or permit decisions, and you don’t
expect any issues involving the developer to come before the council in the near future.

Key points: i1 is important not to take a gift from anyone who is or may be doing
business with the government. This includes most developers. Some participants
night suggest taking the unit but insisting on paying full rent. but this option also
represents a misuse of the employee’s position with the local government. as the
employee would be receiving something that is not availuble 10 the general public.
There are two imporiant issues. Purthermore. it is important not to assume that just
because you are not involved with a vendor today that you won't be involved in the
future. The employee cannot be sure that he or she will not have 10 make a
recommendation on an issue involving this developer. Even if the employee discloses
the rent subsidy and recuses him- or herself from making recommendations on future
issues, it may lead others 1o question the objectivity of the employee.

#10 You are on a self-directed work team that has been in place for three months. The team has
no “official” leader, but you have emerged as a leader of sorts, partly because you have more
experience than some of the other team members. Lately, you have noticed that one of the
members of the team has been absent quite a bit, and the team is struggling to figure out how
to catch up on the work that has lapsed as a result. One of the other members of the team
confided in you yesterday that this employee has been taking “mental health days” to use up
some of her sick leave. Your colleague asked you to keep the conversation confidential.
What should you do?

Nothing. You are not in charge, and saying something would betray your colleague’s
confidence.

Bring up the employee’s continued absence at your next team meeting. The employee
is misusing sick leave, and the team is suffering as a result. You should decide as a
team what to do.

Key points: When a self-directed work team is formed, its members need to discuss
expectations and ground rules. When one or more team members do not support the
leam’s mission, the leam must give that individual the feedback needed to improve
performance. The employee’s use of sick leave is having negative consequences for
the rest of the team. creating an unfair work environment. Although the supervisor is
not the government-appointed leader. he needs to use his leadership skills to further
the mission of the team and the organization. Point out that in cases like these ethics
and leadership are closely related.
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#11 You have been interviewing candidates for several summer jobs. The application deadline
was last week, and you expect to finish your interviews by next Friday. The mayor called you
this morning to tell you that her niece’s completed application was on the way and to ask you
to squeeze her into the interview schedule. What would you do?

Tell the mayor that the deadline for applications has already passed, so it would be
unfair to interview any additional candidates.

Schedule a meeting with the mayor’s niece, but hold her to the same standards as all the
other candidates. The important thing is to hire the best people for the job.

Other:

Key points: Unless you have exiended the deadline. it would be unethical 1o
interview the mayor’s niece, By bending the rules, you have already lowered—o
changed—the standards (or different candidates. This is not only unethical: it may be
illegal. It is important to be direct with the mayor and clearly explain the situation.

#12 One of your employees has just received a promotion that will require him to spend
significant time out in the field. The government has strict rules about the use of cell phones:
They are to be used sparingly to call supervisors and colleagues only. You have become
aware that this employee is using the phone to check in with his son, who is alone in the
afternoons after school. What would you do?

Remind the employee of the policy regarding cell phone use and demand that he stop
using it for any other purpose.

Ignore the calls. You respect the employee’s commitment to his famnily, and a short call
every afternoon has no impact on his ability to get the job done.

Other:

Key points: It is the supervisor’s job to enforce the rules, Ethics requires enforcing
the rules equally for all employees. If the supervisor feels that there should be
exceptions to the policy. he or she should bring the issue up with the deparunent head
to change the policy. One solution may be 1o require employees to reimburse the
government for any personal calls.
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#13 You are a supervisor in the parks department. During a recent storm, one of your employees
experienced significant property damage. More than a dozen trees were knocked over, and
one tree hangs precipitously over his house. Several of the employees on your work team are
planning to work this weekend to help the employee cut up and haul away the damaged trees.
The employees have asked you if they can borrow a chainsaw from the department to use
over the weekend. What would you do?

Let them use the chainsaw, but remind them that it needs to be returned first thing
Monday morning,.

Decline their request. The chainsaw is government property.
Other:

Key points: The supervisor should take this opportunity to explain 10 the work team that any
use of government property {or personal projects is a breach of ethics. Personal use adds wear
and tear to the equipment. perhaps making it necessary (o replace it sooner than necessary.
There are also liability issues to consider. Insurance would be unlikely to cover an injury that
occurred off hours; the government could be held liable if someone got hurt.
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Dilemma #14

Because your job requires you to work on utilities projects all over the city, you have the use of a
marked city car, which you park at your home overnight. Your son’s preschool is next to the
public works office where your workday always begins. He is small enough to need a car seat,
which you have secured in the back seat of this vehicle. This short time together is enjoyable to
both you and your son, and you make sure to leave plenty of time to drop him off, so that you are
never late for work. One morning you suddenly realize that you were supposed to bring
breakfast treats to the preschool today. If you hurry, you can load up your son, stop by Target on
the way, and still get him and yourself where you need to be. What should you do?

You should not be driving your son around in a city car in the first place,

The morning trip to preschool is okay because it does not involve any further driving and
thus does not cost anyone anything. However, you should not make that detour to Target.

The well-being of the community’s children—yours and the others at the preschool—is
something this city prides itself on and seeks to encourage in every way. Within limits—
for instance, if Target is not too far out of the way—it is fine to use the car in all these
ways.

Key points: This car is paid for by taxpayers. Some cities have clear regulations regarding how
those with city cars can use them, and if these rules allow a trip like the moring trip to
preschool, which does not require any extra mileage, and if your supervisor knows about this and
approves it, this use may be acceptable in your city. However, even in cases such as this, seeing
a city car being used in this way may make taxpayers suspicious about your use of government’s
resources. Spotting the booster seat in the back as you work at various locations may raise
further questions. This is something city governments and employees should consider as a
general matter of policy, taking account of public perceptions as well as employees’
convenience.
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Dilemma #15

Your city has a presence on Facebook, Twitter, Instagram, and other social media outlets. Your
job is in the parks department, and you have no interaction at work or outside work with the
people responsible for the city’s work in social media. However you enjoy spending personal
time outside of work checking out social media, and you sometimes check the city’s pages. One
day you notice that a number of negative citizen comments have been posted about “the kind of
kids™ who hang out in one of the city parks. You sense racial overtones in these comments and
angrily post a comment charging these citizens with racism. The next morning, you tell your
supervisor what you have seen and written online. Have you acted ethically?

No. Because you work for the parks department, you should not post comments related
to parks department business, even on your own time.

Yes. You spoke out against racism, expressing a strongly held value of your city
government, and you were honest with your supervisor about what you had done.

Other.

Key points: It is good that you informed your supervisor of what you read online, so that the city
can be aware of this conflict in the larger community and take steps to address tensions. It is also
good that you were transparent about your own participation in the online comments. However,
as a government employee you should not post public comments on matters related to the city,
and especially on matters related to your own area of work. Your comments might be seen by
citizens as official government pronouncements, even if you say things the whole government
would support. Others in city government should be managing the city’s online presence—
including addressing any prejudicial remarks that may appear there.



Train-The-Trainer Kit
Step-By-Step Instructions

INSTRUCTIONS

STEP 1. Preview Materials

Familiarize yourself with the contents of this Kit. In particular, review the Sample Agendas,
decide which option (A or B or C or D) is best for your circumstances, preview the 11-minute
movie, and preview the PowerPoint slides used during the training session.

STEP 2. Schedule the Training

Schedule the date and time for the Training, identify the attendees who will be invited, and
identify where the Training will be held. A sample notice (for posting or emailing to trainees)
to advertise the Training is included on the jump drive.

Size of Group of Trainees and Facilities Suggested:
Option A or B or C: to be set by trainer

The facilities vs. the size of the group are more important. As a general rule, for groups of 12
or fewer persons, the movie can be shown on a TV. For groups of 20 or more persons, it is
better to project a larger image using an LCD projector.

STEP 3. Audio-Visual Equipment, Handouts & Forms

Audio-visual equipment is an option for this training. In its most simple form, this equipment
will consist of a TV/DVD (or laptop), and an LCD projector. PowerPoint slides associated with
this Kit are optional and found on the jump drive.

The appropriate equipment should be obtained, staged in the room prior to the Training, and
checked out to make sure everything works correctly.

This Kit aiso contains a Handout entitled “What Would You Do?". A suitable number of
handouts should be printed prior to the event.

Suggested agendas for each of the three options are available on the jump drive. Once the
Training Agenda is selected, the Agenda should be edited to reflect the specific details of the
training event and should be printed and distributed to the trainees.

An attendee roster Is also included, which should be passed around for signatures at the
beginning of the training session, and again at the end, if desired.



STEP 4. Event-day Check

On the date of the Training, sufficiently prior to the event, all audio-visual equipment
and printed materials should be in place, in the training room. Audio-visual
equipment should be checked out and confirmed ready for operation.

STEP 5. Conduct the Training

The Trainer selects the option (A or B or C or D) that he/she wants to use during this
training session. The Trainer conducts the training session(s) in accordance with
previous suggested guidelines in this Kit.

STEP 6. Assessment/Evaluation of the Training

Assessment of this training is to be completed at the end of the session. A
suggested evaluation form is included on the jump drive.

Informal conversations with trainees following the event will usually provide useful
information about the effectiveness of the training.

The Trainer may choose to informally ask the group what they liked most and least
about the training, or to send in any suggestions for improvement, if the trainees
wish to do so.

STEP 7. File Paperwork, Collect Materials

Upon completion of the training, Trainers record the attendance, assessment notes,
and any other notes for improvements for future training sessions. These materials
will be turned in to the SHARED ETHICS ADVISORY COMMISSION.

Designated Ethics Commission person to mail the above materials is as follows:

Calvin Bellamy

President

Shared Ethics Advisory Commission
8001 Broadway, Ste. 400
Merrillville, IN 46410
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Always do right. This will gratify some people
C and astonish the rest.

Government Ethics.

By the end of the program employees will understand clearly the
expectations the citizens have of them when it comes to ethics, and
that every day they must remain very aware of what Is and what is not a
potential conflict of interest hetween their private interests and thelr
obligations to the public.

YQOU ARE INVITED TO JCIN US FOR A MOVIE ABOUT
GOVERNMENT ETHICS FOLLOWED BY A DISCUSSION WITH YOUR
CO-WORKERS.

et o

"L-‘i‘.‘i-_ \\\

Sponsored by the

Shared Ethics Commission

Where:
When:
TIME:

- Mark Twain

o

FREE TRAINING OFFERED TO YOU.



ETHICS TRAINING AGENDA

(Day), (Date) , 2015

-

{2:00 pm to 2:00 pm  :BUSINESS ETHICS

TODAY's AGENDA

i2:00amto ?2:00am i Welcome by (fill In your name)
§?:00 am to ?:00 am §0pening Comments
{ SEGMENT 1:

§Introduce Shared Ethics Advisory Commission: The Code of Shared Ethics and
7:00 am to ?:00 am : Values

Present Code.
| SEGMENT 2: §
i Presentation: Business Ethics Movie (11 minutes) i

{ SEGMENT 3: |
i Discussion questions about movie :

| SEGMENT 4:
§What Would You Do?” (written dilemmas) !

2:00 am to 7:00 am

$2:00 am to ?:00 am

1?:00 am to 7:00 am

12:00 am to ?:00 am Time for Comments and Closing Discussions
?:00 am to 7:00 am

¥
[
1
.

'
+

i Complete Evaluations and Collect

THANK YOU FOR YOUR PARTICIPATION



ETHICS TRAINING AGENDA

(Day), (Date), 2015

i2:00 pm to 7:00 pm | BUSINESS ETHICS

TODAY's AGENDA

i2:00 am to 7:00 am i Welcome by (fill in your name) :

i?:oo am to 7:00 am §Opening Comments ;

| SEGMENT 1
. ¢ Introduce Shared Ethics Advisory Commission: The Code of Shared Ethics and
:7:00 am to ?:00 am i Values

i Present Code.

{ SEGMENT 2:

i Presentation; Business Ethics Movie (11 minutes)
{ SEGMENT 3: ;
: Discussion questions about movie i

£2:00 am to ?:00 am

mdean

?7:00 am to 2:00 am

17:00 am to 7:00 am Time for Comments and Closing Discussions

E?:OD am to ?:00 am

iComp!ete Evaluations and Collect

THANK YOU FOR YOUR PARTICIPATION



ETHICS TRAINING AGENDA

(Day), (Date) , 2015

{2:00 pm to 2:00 pm i BUSINESS ETHICS

TODAY's AGENDA

17:00 am to :00 am | Welcome by (fill in your name)

§?:00 am to 7:00 am §0pening Comments

5 { SEGMENT 1:
: Introduce Shared Ethics Advisory Commission: The Code of Shared Ethics and
+7:00 am to ?:00 am i Values

Present Code.

| SEGMENT 2:
§Written Dilemmas

i Read dilemmas individually and answer individually

§?:00 am to ?:00 am

12:00 am to ?:00 am ' Divide into assigned groups
§?:DD am to 7:00 am Discuss dilemmas
1?7:00 am to ?:00 am Time for Comments and Closing Discussions :

12:00 am to 7:00 am  { Complete Evaluations and Collect

THANK YOU FOR YOUR PARTICIPATION



.MEETING SIGN~IN SHEET

Project: ETHICS TRAINING

Meeting Date:

Facilitator:

Place/Room:

Name Title

DEPARTMENT

Phone Fax
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Train-The-Trainer Kit

Event Day Checklist

No. | Description required confirmed
1 AV equipment confirmed v
2 MEETING SIGN IN SHEET - Attendee roster (1 copy) v’
2 ETHICS Training agenda (1 per participant) v’
PARTICIPANT PACKETS (1 per participant) v
4
— Choose Packet for Option A, B, C, or D
Copy of MOVIE
5 v’
—Utifized in Options A, B, and C
INSTRUCTOR PACKET
6 v’
— Choose Packet for Oplion A, B, C, or D
7 PowerPoint Slides — Choose Option A, B, or C v
8 CONFIDENCE AND ENTHUSIAM FOR TOPIC

Good Luck! Thank you for your efforts!




Wl Training Tips -REPRODUCED FROM ICMA

Training sessions need to be properly introduced, conducted, and processed. For
learning to take place, instructors must effectively introduce the goals and objectives for
each session, ask effective questions and guide group discussion, and provide closure at
the end. Take the following steps:

Prepare carefully. Review the related content in the course textbook and the lesson
outline and activities. Try to anticipate questions and difficulties that participants are
likely to have. Plan ahead, but be flexible so that you can alter your plan to accommodate
the needs of the group.

Review objectives. In most cases, each session should begin with an overview of the
session objectives and activities. Explain what you expect participants to learn from each
activity and how the objectives fit into course goals (discussed later in this section).

Accommodate the adult learner. Adults learn best when they are actively engaged
and can apply what they are learning to their own experiences and situations. Provide
ample opportunities for adults to integrate new ideas and concepts into their existing
knowledge. Use interactive learning strategies; long lectures can detract from learning.
Accommodate different learning styles by incorporating visuals (e.g., PowerPoint),
engaging participants in the discussion, recording participants’ comments on a flip charts,
and so forth.

Focus on real-life examples. It is important to tailor course materials to the
knowledge and experience of participants. Examples and anecdotes should be as up-to-
date as possible and relevant to the audience and the key points you are making.

Encourage discussion. Guided discussions work best when all class members are
. actively involved. People typically respond best to open-ended questions that are
challenging, thought provoking, and relevant to their experiences. Allow participants
time to answer when you ask a question, but be prepared to continue yourself if you do
not get the response you had anticipated. If you have trouble stimulating a discussion,
consider asking participants to write out their answers to questions ahead of time or
breaking the class into smaller groups. Participants usually are more candid when they
know one another; icebreakers and small group exercises are included in the course to
facilitate interaction. While you should encourage quieter members to participate, be
careful to avoid puiting anyone on the spot.

Guide the discussion. Discussions work best when the trainer facilitates
participation. This means bowing out when the group gets going and reappearing when
members have gone off on a tangent or need help reaching closure. If a comment is
incorrect or inappropriate, it is your job to correct it without embarrassing the participant.
Acknowledge the effort, reinforce correct portions of the comment, and clarify inaccurate
information. It is important to know where you want your guided discussion to go before
you start. Before the session, review the key ideas you want to come out of the
discussion. Use the discussion questions suggested in the lessons as a guide, but feel free



to eliminate those that are extraneous or to improvise others to make sure that your group
covers key points. Jotting down key ideas on a flipchart as you go along will help you
stay focused and summarize the discussion.

Give clear directions. It is important to explain what is expected of participants for
each activity. They need to know what they are to do, how they are to do it, and how
much time they will be given. When breaking into small groups, allow time for
participants to rearrange themselves and the furniture so that you have their full attention
before giving directions. If you are working with printed materials, be careful to allow
participants sufficient time to read them on their own. Remain available to clarify
directions throughout the sessions.

Facilitate learning. Your responsibilities include guiding the group process by
keeping things moving, including all group members in the learning process, providing
feedback, keeping participants directed toward the designated goal, and helping the group
sum up each session. When conducting small-group activities, don’t be tempted to join as
a participant. Instead, use this time to provide help where needed. Roam around the room
and observe how groups are doing, refocus them on the task at hand, answer questions,
and offer suggestions.

Process information. No matter how good the quality of a presentation or activity, it
will be useless without processing it and reviewing what was learned. Make sure you
allow ample time for questions and discussion after each presentation. When appropriate,
use a flip chart to record ideas. Look for opportunities to help participants relate the
content to their own experiences and situations.

Provide closure. It is often helpful to ask for questions at the end of the session to
make sure that there are no loose ends. Be prepared to suggest additional resources for
those who would like to explore a topic in more depth.

Look for ways to encourage participants to convert what they have learned into
action. Use discussion questions and learning activities to inspire participants to reflect
on their own situation, assess their strengths and weaknesses, and apply what they have
learned.

You can also encourage participants to use new skills by ending the session with
questions such as:

* What can you do when you return to your job to apply what you have learned?
* Who might be an ally in the strategies you might apply?
* What problems, if any, do you anticipate in applying the concepts you have learned?

Be enthusiastic! Your positive (or negative) attitude may quickly become the
prevailing mood of the group. Enthusiasm fosters a positive leaming environment.



|Adult Learners - REPRODUCED FROM ICMA

l Adults learn ...

__A.d ults learn best when ...

When they want to learn.

What they feel a need to learn.

If information is practical and realistic.
By doing.

The learning atmosphere is comfortable and informal.

Goals and objectives are clear,
A variety of methods are used.
They are actively engaged.

Their ideas are valued and respected.

They have opportunities to apply what they are learning to their experience.

They recognize how what is taught will help them do a better job.

They are challenged and encouraged (not embarrassed or downgraded).

Charactaristics of Young Learners vs Adult Learners

Young L.earners

Adult Learners

Captive audience

Voluntary learners

Subject-centered

Problem-centered

Dependent learners

independent learners

Inexperienced

Experienced

Teachers prescribe content

Learners decide content

Grouped by age or ability

Grouped by interest or need

Concerned with learning for the future

Concerned with using knowledge now

Subordinate o the teacher

Equal to the teacher/frainer




|Sample Questions - REPRODUCED from ICMA

Sometimes the toughest part of being a trainer is stimulating discussion. Here are a few
general questions that might help get a discussion going or guide it to where you want it
to go.

l Questions for clarifying issues or discussion

-

As I understand it, the problem is . Does anyone have additional thoughts or ideas
about this issue?

Would anyone care to suggest facts we need to better understand the issues involved here?

We’ve heard from some of you. Would those of you who have not spoken like to add any
ideas?

What other issues related to this problem should we discuss?

Would someone care to sum up our discussion on this issue?

I_Qt_:g§at_ipns for case studies or ethics scenarios

How would you define the problem or ethical dilemma?

What are the possible options? Which would you recommend?
What factors contributed to the problem encountered?

How could this situation have been prevented?

What would you do if you were in charge?

What should be the next steps?

Would you (hire this person, approve this expenditure, approve this policy)? Why or why
not?

What advice would you give to the person in the case study?

If the person in the case study worked for you, what would you do?

What are the benefits and the disadvantages of the approach that you have recommended?
If this approach is implemented what are the likely consequences?

What criteria would you use to judge success of the approach?



| Training Challenges - Reproduced from ICMA o}

As a trainer, what can {or should) you do about each of the following situations?

1. There are very different levels of experience in the group.

2. A participant arrives in the middle of your presentation; after introductions have been made
and the agenda has been discussed.

3. Participants are hostile and aitack the topic, the organization or the trainer,
4. A participant questions your knowledge or experience.
5. The group appears to be bored or withdrawn.

6. A small group misunderstands the instructions and answers a different set of questions than
you had expected.

7. One person monopolizes the discussion.
8. When you ask a question to begin a group discussion, you are met with total silence.
9. Several participants need to leave the training early.

10. Participants see no ethical dilemma in the scenarios they have been given.



[Deal!ng with Problem Participants- REPRODUCED FROM ICMA

RAMBLER, who gets off track or talks about issues unrelated to the topic at hand

* Look for a pause to interject with a question about how what the person is saying relates to
the topic at hand.

* Remind participants of the objectives and time constraints,
* Redirect with something like, “Your point is interesting, but we seem a bit off the subject.”

* Help the rambler link back to the discussion, e.g., “I'm sure we all have experiences dealing
with a difficult citizen, but how does that relate to unethical behavior?”

* Let the person know that he or she will have an opportunity to bring up unrelated points later
in the workshop.

DOMINATOR, who monopolizes the conversation.

* Direct questions “to those from whom we haven’t heard yet.”

* Gently interrupt when the dominator is speaking.

* Remind people that you’d like them to be brief, so that you can finish on time.
* Suggest to the dominator that you’d like to get another opinion.

* Avoid making eye contact with the dominator so that he or she does not have an opportunity
to interject.

INTERRUFPTER, who interrupts others, breaks into others’ comments, and fails to listen in eagerness to get his or
her idea across

* Ask, “How does your idea compare to what X has just said?”
° Say, “Please let X finish, then we’ll hear your comment.”

* Suggest, “To make sure we are all on the same page please listen to X's position before you
state yours.”

* Raise your hand to signal “stop” and encourage original speaker to continue.



RELUCTANT PARTICIPANT, who is hesitant, shy, and silent most of the time

* Use pairs and small groups.

* Place reluctant participants in groups that do not include immediate supervisor or higher-ups.
* Privately talk with the reluctant participant and encourage him or her to speak.

* Politely ask, “What has been your experience?”

* Ask open-ended questions that are non-threatening.

* Give positive feedback when the reluctant participant does participate.

* Never force participants to speak when they do not want to.

* If the entire group seems withdrawn, conclude the discussion and move on to a new activity
or take a short break.

ARGUER, who constantly disagrees with the trainer and participants

* Let the group deal with person, e.g., “Does anyone want to respond to that?”
* Avoid getting into a debate or argument; don’t get emotional.

* Simply state, “I understand your opinion.”

* Use humor to deflect any hostility or antagonism.

* Be patient.

SIDE CONVERSATIONS, taking place during a presentation or guided discussion

¢ Use nonverbal cues to signal that it is disrupting, e.g., a hand on the arm or shoulder of one
of the participants, a finger to the lips, or a slight shake of your head.

* Tactfully engage the participants in the larger group discussion by directing a question to one
of them (avoid putting them on the defensive or embarrassing them with a question they
cannot answer, however)

* Redirect the side conversationalists by stating, “Could we have just one discussion please?”
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