GOVERNMENT ETHICS IN A NUTSHELL

Government service is a public trust.  Employees may not use their public office for their own private gain or for that of others. 

CONFLICTS OF INTEREST

· Don’t work on Department matters -- including policy matters -- if you or your spouse, general partner, minor child, employer, prospective employer, or any organization for which you serve as a director, officer, or trustee, has a financial interest in the matter, unless permitted by a regulatory exemption or waiver.

IMPARTIALITY

· Don’t work on matters if a reasonable person would question your impartiality, such as a matter involving your former employer if you left that job less than a year ago, or a contract involving your brother, unless you have been granted an authorization.

DEPARTMENT RESOURCES

· Don’t use Government property or personnel, or your official title, for other than official business unless authorized by Department policy.  The Department permits use of Department equipment for personal purposes only under certain circumstances. See http://Connected.  You MAY use: 1) Department stationery or your title for a letter when recommending someone for a Federal job, or to recommend someone based on dealings with that person in the course of your Federal employment; and 2) your Department telephone for non-official purposes, as long as the Government incurs no additional cost and it does not interfere with your ability to do your job.  However, you may not solicit funds for charitable causes during work except as part of the Combined Federal Campaign. 

ENDORSEMENTS

· Don’t endorse any product, service, or enterprise, except in rare circumstances (contact the Ethics Division).

PERSONAL OR OUTSIDE ACTIVITIES

· Don’t represent (even without pay) any person in a matter in which the United States is a party or has a direct and substantial interest, including, for example, advocating your neighbor’s interests in a Social Security Administration hearing.  There are some exceptions to this law. 

· Don’t receive compensation for teaching, speaking, or writing, that is related to your duties, and, subject to some volunteer exceptions, don’t participate in outside activities for a prohibited source without first seeking prior approval. *

GIFTS FROM OUTSIDE SOURCES

· Don’t accept gifts from a prohibited source (anyone who does or seeks business with ED, is regulated by ED, or has interests affected by your duties), or offered to you because of your position, subject to some exceptions.  Under the most commonly applicable exceptions, you may accept: 

· Modest items of food other than a meal, such as coffee, soft drinks, or donuts;

· Most plaques, certificates and trophies;

· Discounts available to all Government employees;

· Anything for which you pay market value;

· Gifts valued at $20 or less per occasion, totaling no more than $50 in a calendar year from any one source;

· Gifts clearly motivated by friendship or family relationship;

· Gifts resulting from outside business activities of employee or spouse;

· Free attendance or meal 

1. provided by the sponsor of the event for the day on which you are speaking at the event, or for a widely-attended gathering of mutual interest to a number of parties when the written determination of agency interest * has been made; or 

2. provided by someone other than the sponsor of a widely-attended gathering of mutual interest to a number of parties when more than 100 people are expected to attend, the aggregate value of the gift is under $335, and the written determination of agency interest has been made. *

GIFTS AMONG EMPLOYEES

· Don’t give a gift to, or solicit for a gift for, anyone who evaluates or rates your performance, including your supervisor, or accept a gift from a lower-paid employee.  Exceptions: you may give a gift appropriate to the occasion on special infrequent occasions, such as a wedding, or valued at $10 or less (other than cash) on an occasional basis, such as birthdays and holidays.  However, employees may not “chip in” and take their supervisor out to lunch for his or her birthday.

· Employees may solicit each other for gifts appropriate under these rules, but supervisors may never solicit donations from their subordinates, and the amount of a solicitation must be nominal.

GIFTS OF OFFICIAL TRAVEL FROM A NON-FEDERAL SOURCE 

· Don’t accept unless authorized in advance by the Chief of Staff. *

*
Form or policy available from your Executive Officer, the Ethics Division, or on ConnectEd.

This is a summary of the most frequently asked questions.  Schedule C and high level non-career employees should remember that there are additional rules not included in this summary that apply to them.  All employees should call the Ethics Division at 202/401-8309 with questions about the rules discussed above, or about seeking employment, post-employment, Hatch Act restrictions on political activities, gifts to the Department, or anti-lobbying laws.  

April 2008
