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Employee Code of Conduct

It is the responsibility of each employee to maintain a professional work
environment at all times when present at any of the Agency's facilities or otherwise
engaged in the conduct of the Agency's business. Employees are expected to consistently
exercise the highest level of professionalism and to exhibit the highest ethical standards.
All employees are expected, at a minimum, to consistently perform at a satisfactory level
in their position.

Employees are required to treat all other employees with dignity and respect and
always to conduct themselves in a courteous and professional manner at all times.
Employees are never to harass or verbally abuse other employees or those with whom the
Agency does business including, without limitation, vendors, service representatives and
the general public. Employees are required to adhere to all policies adopted by the Agency
and carry out the reasonable directives of their supervisors.

The Agency maintains a professional work environment. Employees must dress in
a manner appropriate for the conduct of the Agency's business. Outlandish or overly casual
attire is prohibited. Smoking is prohibited in all enclosed areas of the Agency. Personal
use of communication and information systems must be minimized.

Employees are prohibited from taping work-related conversations, whether such
conversations are by telephone, in person or by any medium without the written
permission of the Agency's Counsel.

Certain types of conduct may result in disciplinary action against the employee up
to and including termination from employment. This type of conduct includes, but is not
limited to, the following:

1. Insubordination defined as refusing to follow the reasonable direction of the
supervisor, defiance of or disrespect for the authority of a supervisor or other
representative of management, or refusal or failure to follow Agency rules,
procedures or regulations;

2. Poor or unsatisfactory work performance including, but not limited to, lack of
productivity or poor quality work;

3. Fighting, instigating a fight, threatening violence, disruptive behavior, harassment

or verbally abusing co-workers, supervisors, managers or those with whom the
Agency does business;
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10.

11.

12.

13.

14.

15.

16.

17.

Use of or possession of illegal drugs, alcohol or other controlled substances on
Agency property or being under the influence of same at work;

Possession of firearms or other weapons on Agency property;

Abuse or misuse of Agency property or equipment including, but not limited to, the
Agency's information or communication systems;

Theft or attempted theft of Agency property, information (proprietary or otherwise)
or time or the property of another employee or removing or attempting to remove
Agency property or information from the premises without proper authorization;

Falsification of pre-employment documents or any other misleading information
on documents or records including but not limited to timesheets;

Providing false information in an official Agency investigation or inquiry or
willfully failing to cooperate with such investigation;

Any actions that cause or contribute to an unsafe condition or health hazard or any
lack of due and proper care that may affect the employee, fellow employees or
others;

Violations of any laws, rules, regulations, rulings or alike governing the conduct of
public employees and/or public officers;

Non-compliance with all conflict-of-interest and ethics laws, rules, regulations,
rulings or alike applicable to Agency employees including, but not limited to, the
appearance of impropriety;

Any illegal or unethical behavior, whether in the course of the employee's
employment or not, that creates potential liability to the Agency by continuing to
employ the employee or which projects an unfavorable image of the Agency to the
public;

Unauthorized use of the Agency's names, stationeries and/or logos for any purpose
outside its normal course of business;

Unauthorized use of an employee's Agency title, position or stationery for the
purpose of or in furtherance of personal business or beliefs.

Conviction of a crime that creates potential liability to the Agency if the Agency
continues to employ the convicted employee or which projects an unfavorable
image of the Agency to the public;

Unauthorized dissemination of information in violation of Agency policy and
procedures including, without limitation, those pertaining to outside contacts;
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18. All forms of illegal discrimination are prohibited. Sexual Harassment and/or other
illegal discriminatory acts including, but not limited to, creating or contributing to
a hostile work environment All employees have the right to a work environment
free from illegal intimidation and harassment. Sexual harassment of Agency
employees or others with whom the Agencies does business, or engaging in acts of
illegal discrimination is prohibited. The Agency prohibits any form of illegal
physical, verbal or visual harassment. Employees who are found to have sexually
harassed others; conducted themselves in an sexually improper manner; engaged in
any form of illegal discrimination; or otherwise violated the Agency's policies and
procedures prohibiting sexual harassment and discrimination in the workplace will
be subject to strict discipline, up to and including discharge from employment;

19. Unauthorized absence from work;
20. Excessive absenteeism;

21. Excessive tardiness.
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