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Conflict of Interest, Proprietary Information, and Political Activity

Scope:  This policy applies to all employees.

Policy: Conflict of Interest - Employees shall conduct themselves in accordance with the Maryland Public Ethics Law.  The Maryland State Ethics Commission makes available a summary of that law at: http://ethics.gov.state.md.us/bluepamphlet.htm.   Employees shall avoid even the appearance of impropriety with respect to a conflict of interest in the performance of their duties and must not use their positions to inappropriately influence decisions for the personal advantage of themselves, their families, or their friends.

No employee shall engage in or have a financial interest, directly or indirectly, in any activity that conflicts or raises a reasonable question of conflict with his or her duties and responsibilities.  

Employees shall not at any time engage in any outside employment or independent consulting that would adversely affect their employment status or performance as employees at the college, create a conflict of interest, or, with the exception of constitutionally protected activities, would compromise or embarrass the college, or adversely affect professional standing.  Any full-time college employee who also holds a full-time position or its equivalent in consulting elsewhere (whether permanent or seasonal) will be deemed to have a conflict of interest and will be asked to resign from one of the full-time positions.  Full-time employees must promptly disclose in writing, on a form available from the Human Resources Office, to the college all other full-time employment or its equivalent in independent consulting.  
Employees may not purchase or influence the purchase of any goods or services for the college from a person or entity in which the employee or the employee’s family would receive financial gain without prior written disclosure of such interest to, and prior written approval by, his or her division head or the President.
Employees shall not use their position at the college or the college name in the endorsement of any commercial service, commercial product, method or device without the prior written permission of the President. 

An employee shall not accept money, gifts (other than sample items of low cost such as textbooks) or benefits from any company seeking to do business with the state or college or engage in such business, if it can reasonably be inferred that such gifts are intended to influence his or her actions at the college.

Proprietary and Confidential Information – Employees shall not disclose or use, for themselves or for others, any proprietary or confidential information or records gained 
during their employment with the college.  “Proprietary or confidential information or records” means any information regardless of whether it has been reduced to written or 

electronic form that is neither 1) generally known outside the college nor 2) made available to others by the college.  Such information includes that pertaining to the 

HR: 4025, p. 2

HRD: 1128, p. 2

college, other businesses, persons or entities and includes, but is not limited to, financial information, personnel information, marketing plans, and business projections.  

Political Activity – The College of Southern Maryland recognizes that a vibrant community is enhanced by the citizenry’s participation in the political process.  To that end, any employee may hold political office concurrent with college employment unless the employee is unable to fulfill his or her responsibilities to the college or where prohibited by the Maryland Public Ethics Law.

In accordance with state law, if an employee files for a federal, state, county, or town office, he or she shall not campaign or conduct campaign activities during working hours.  No one in the employee’s office can conduct campaigning or campaigning activities for the employee during working hours.  No college supplies, materials, or equipment may be used for campaign purposes.  If an employee wishes a leave of absence for campaigning purposes, he or she is to petition for leave without pay from the administrative vice president (for staff) or to the department chair and Vice President of Academic Affairs.
Responsibilities/Procedures:

1. The Employee Relations/Training Coordinator will annually disseminate financial disclosure forms to covered employees.

2. Covered employees, as determined by the Maryland State Ethics Commission, will comply with the financial disclosure filing requirements.

3. New employees who are covered by the financial disclosure program will attend required training.

4. Employees will disclose (using a reporting form available from the Human Resources Office) to their supervisors all activities (paid and unpaid) that may have the appearance of a conflict of interest with assigned duties and responsibilities as college employees.  

5. Supervisors will review reports and forward them to the executive level manager for review and final resolution.   The Human Resources Executive Director will coordinate resolution with the executive supervisor and employee.

6. A copy of the report with final disposition will be forwarded to the Human Resources Executive Director.

Reference:
Board policies PER: 719, 719a, 721
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For more information contact:  Human Resources Executive Director, 301 934-7724
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