
ADMINISTRATIVE POLICYANDPROCEDURE

GENERAL MANAGEMENT STANDARD OFCONDUCT POLICY ANDPROCEDURE GM-0008

1.0 Purpose:  
Thisadministrative policyandprocedureestablishesthestandardofconductapplicabletoall
NorthCountyTransitDistrict (NCTD) officers, employees, agents, andBoardmembers andis
consistentwithBoard-approvedpolicies, rules, andregulations. Everystaffmemberwillbe
informedofthispolicy, andthispolicywillbeplacedonNCTD’sDocumentManagement System
DMS). Thispolicyisintendedtocomply, inpart, withtheprovisionsofFederalTransit

Administration (FTA) Circular4220.1F. Additionally, incompliancewiththispolicy, allstaff
designatedintheBoard-adoptedConflictofInterest Code, mustcompleteaStatementof
EconomicInterestsannuallywhileworkingatNCTD.  

2.0 Scope:  
Thisadministrative policyandprocedureappliestoallNCTDofficers, employees, agents, and
Boardmembers.  

3.0 Definitions:  
3.1 “ Designated Staff” – AnyNCTDstaffmemberwhoisrequired tofileastatement

ofeconomic interestspursuanttotheCaliforniaPoliticalReformActof1974 (Form
700), asamended, andanyotherstaffwhoisengagedinorotherwiseinvolvedin
theawardoradministrationofthird-partycontractsofNCTD.  

3.2 “ Gift” – Anypaymentoritemtotheextentthatconsiderationofequalorgreater
valueisnotreceived, includingarebateordiscountinthepriceofanythingof
value, unlesstherebateordiscountisbeingofferedtothegeneralpublicinthe
regularcourseofbusiness, andexcludingpaymentsthatareexemptfromthe
definitionofgiftsunderthePoliticalReformActandregulationsadoptedbythe
FairPoliticalPracticesCommission, suchasinformationalmaterial, giftsthatare
returnedordonatedtoacharitywithin30dayswithoutbeingclaimedasatax
deduction, giftsfromcertainfamilymembers, campaigncontributions,  
inheritances, personalizedplaquesortrophies, hospitality (includingfood,  
beverages, andlodging) providedbyanindividual inhisorherhome, andpresents
exchanged betweentheofficialandanindividualotherthanalobbyistonholidays,  
birthdays, orsimilaroccasionsprovidedthatthepresentsexchangedarenot
substantiallydisproportionate invalue.  GiftstoaBoard, committeeorstaff
member’simmediatefamilywhichconferaclearpersonalbenefitontheBoard,  
committeeorstaffmemberaregiftswithinthisdefinition.  

3.3 “ NCTDBoardMember” – AmemberoftheBoardofDirectorsofNCTD.  

3.4 “ NCTDDecision” – (a) Thedrafting, introduction, consideration, reconsideration,  
adoption, defeat, orrepealofanyordinanceorresolutionofNCTD; (b) the
amendmentofanyordinanceorresolutionofNCTD; (c) areportbyNCTDstaffto
theBoardoracommittee; (d) contractsofNCTD; (e) quasi-judicialdecisionsof
NCTD, including: (1) anydecisiononalanddevelopmentpermit, map, orother
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matter; or (2) anydeclarationofdebarment; (f) appointmentofanypersontoany
positionwithinNCTD; and (g) anyothergovernmental decisionmadebytheBoard,  
anycommitteeorstaffmemberofNCTDasdefinedbythePoliticalReformAct
andRegulationsadoptedbytheFairPoliticalPracticesCommission.  

3.5 “ Person” – Anyindividual, businessentity, trust, corporation, association,  
committee, oranyotherorganizationorgroupofpersonsactinginconcert,  
whetherforprofitornotforprofit.  

3.6 “ Position ofSubstantial Responsibility” – Meansapositioninwhichapersontook
partpersonallyandsubstantiallybyrenderingadecision, approval, ordisapproval
foradepartment’sprojects; bymakingaformalwrittenrecommendation; by
conductinganinvestigation; byrenderingadviceonasignificantbasis; orbyusing
confidential information.  

3.7 “ Staff” – AllNCTDofficers, employees, agents, Boardmembersandconsultants
delegatedspecifieddecision-makingauthorityorwhoperformthedutiesofan
officeroremployeeofNCTD.  

4.0 Responsibility:  

AllNCTDStaffmembersareexpectedtocomplywiththispolicyaswellasallotherapplicable
stateandfederallawsandregulationsregardingemploymentbypublicagencies including, but
notlimitedto, conflictofinterest laws.  

5.0 Policy/Reference:  
None

6.0 General Principles:  

Staffmustabidebythefollowingprincipleswhendoingtheirwork:  

6.1 Staffistoimplement thepoliciesanddecisionsofNCTDinanimpartialmanner.  
Inparticular, staffshallcomplywithallapplicable lawsregardingconflictsof
interest, including, butnotlimitedto, theCaliforniaPoliticalReformActandthe
provisionsoftheCaliforniaGovernment CoderegardingProhibitedInterestsin
Contracts, astheselawsmaybeamendedfromtimetotime.  

6.2 Staffistotreattheircolleaguesandmembersofthepublicfairlyandconsistently,  
inanon-discriminatory mannerwithproperregardfortheirrightsandobligations.  
Inthisregard, staffshouldperformtheirdutiesina professionalandresponsible
manner. Theyshouldensurethattheirdecisionsandactionsarereasonable, fair,  
andappropriate tothecircumstance, baseduponconsideration ofalltherelevant
factsandsupportedbyadequatedocumentation.  
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6.3 StaffistopromoteconfidenceintheintegrityofNCTDandalwaysactinthepublic
interestandnotintheirprivateinterestwhileconductingNCTDbusiness. Staff
shouldprotectthereputationofNCTD. Theyshouldnotengageinactivities, at
workoroutsideworkthatwouldbringNCTDintodisrepute.  

6.4 Staffis toproviderelevantandresponsibleservicetothepublicandotherstaff,  
providingnecessaryandappropriateassistance. Theyshouldprovideinformation
promptlyandinanappropriate formatthatiseasyfortherecipienttounderstand.  
Theinformationshouldbeclear, accurate, andcomplete.  

6.5 Staffshouldkeepuptodatewithadvancesandchangesintheirareaofexpertise
andlookforwaystoimproveperformanceandachievehighstandardsofwork.   
Theyshouldusetheirauthority, availableresources, andinformationonlyforthe
work-relatedpurposeintended.  

7.0 Guide toEthical Decision Making:  
Toassistinfosteringaclimateofethicalawareness, conduct, anddecisionmakingatNCTD, staff
mayfinditusefultorefertoorconsider, eitherbythemselvesoriftheyare uncertain, in
conjunctionwiththeExecutiveDirectorand/orGeneralCounsel, thefollowingfivepoints:  

7.1 Isthedecisionorconductlawful?  

7.2 IsthedecisionorconductconsistentwithNCTD’spoliciesandgoals?  

7.3 Whatwilltheoutcomebeforthestaffmember, otherstaff, NCTD, andothers?  

7.4 Dotheseoutcomesraiseaconflictofinterestorleadtoprivategaintoanyperson,  
includingbutnotlimitedtothestaffmemberorthestaffmember’sfamilyatNCTD’s
expense?  

7.5 Canthedecisionorconductbejustifiedintermsofpublicinterest, andwouldit
withstandpublicscrutiny?  

8.0 Recognizing aConflict ofInterest:  
InadditiontotheprovisionsofthePoliticalReformAct, asenforcedbytheFairPoliticalPractices
Commission, whichprohibitapublicofficialoremployeefromparticipating inNCTDdecisions in
whichhe/ sheknowsorhasreasontoknowhe/shehasafinancial interest, aconflictofinterest
existswhenitislikelythatastaffmembercouldbe influenced, orcouldbeperceivedtobe
influenced, byapersonal interestincarryingout his/herdutiesofemployment. Actingfor the
benefitofprivateinterestsinsteadofforthebenefitofthepublicmayconstituteofficialmisconduct.  
Insomecases, biasin decision-makingmaycauseinvalidationofadecision. Somerelated
intereststhatmaygiverisetoaconflictofinterestinclude:  

8.1 PersonalbeliefsorattitudesthatinfluencetheimpartialityofNCTDdecisions;  

8.2 Personalrelationships withthepeopleNCTDisdealingwiththatgobeyondthe
levelofaprofessionalworkingrelationship;  
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8.3 Secondaryemploymentthatcompromises theintegrityoftheemployeeand
NCTD.  

8.4 InallpurchasesforNCTD, anypracticeswhichmightresultinunlawfulactivityare
prohibited, including, butnotlimitedto, rebates, kickbacks, orotherunlawful
considerations. NCTDstaffarespecifically prohibitedfromparticipatinginthe
selectionprocesswhenthosestaffhaveaclosepersonal relationship, family
relationship, orbusinessrelationship, outsideofNCTDbusiness, withapersonor
businessentityseekingacontract. Anindividualstaffmembermayoftenbethe
onlypersonawareofthepotentialforconflict. Itis, therefore, eachindividual’s
responsibility toavoidanyfinancialorotherinterestthatcouldcompromise the
impartialperformanceofhis/herdutiesanddiscloseanypotentialoractualconflict
ofinteresttotheExecutiveDirector.  

8.5 Ifastaffmemberisuncertainwhetheraconflictexists, he/sheshoulddiscussthe
relatedinterestmatterwiththeDirectorofHumanResourcesandattemptto
resolveanyconflictsofinterestthatmayexist. Toresolveanyconflictofinterest
thatoccurs, orcouldoccur, arangeofoptionsisavailable, dependinguponthe
significanceoftheconflict.  Theseoptionsinclude:  

Recordingthedetailsofthedisclosureandtakingnofurtheractionbecause
thepotentialforconflictisminimalorcanbeeliminatedbydisclosureor
effectivesupervision;  

Thestaffmemberrelinquishing thepersonal interest;  

Thestaffmemberbeingremovedfromthetask/activity/situationwherethe
conflictcouldoccur.  

8.6 TheHumanResourcesManagershouldpresentdisputesoverallegedconflictsof
interesttoGeneralCounselforresolution.  

9.0 Prohibition Against Financial Interest inaContract:  
9.1 ItisunlawfulforanyNCTDBoardmember, committeemember, officer, orstaff

membertobefinancially interested inanycontractmadebythemintheirofficial
capacity.  

9.2 ItisunlawfulforanycontracttobemadebytheNCTDBoardoranycommittee
establishedbyNCTD’sBoardifanyindividualmemberofthegoverningbodyhas
afinancial interestinthecontract.  

9.3 Forpurposesoftheprohibitionssetforthaboveinsubsections1and2ofthis
section, theterm “financial interest” meansanyinterest, directorindirect, other
thanaremoteinterest (applicabletoBoardorcommitteemembersonly) oranon- 
interest, asdefinedinCaliforniaGovernmentCodesections1091etseq., which
wouldpreventtheindividual involvedfromexercisingabsoluteloyaltyand
undividedallegiancetothebestinterestsofNCTDandthepublic.  
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9.4 AnyBoardorcommitteememberwitharemoteinterestinaprospectivecontract
ofNCTDmustdisclosetheexistenceoftheremoteinteresttotheBoard,  
committeeorotherbodyonwhichhe/ sheisamemberifthatBoard, committeeor
bodyhasanyroleincreating, negotiating, reviewing, orapprovingthecontract; the
interestmustbenotedintheofficialrecordoftheBoard, committeeorbody; and
theindividualmustabstainfrominfluencingoranticipating inthecreation,  
negotiation, review, orapprovalofthecontract.  

9.5 SpecialProhibitionsApplicabletoFTA-FundedContracts: Inadditiontoallofthe
foregoingprohibitions, noemployee, officer, agentorBoardmemberengagedor
involvedintheawardoradministrationofthird-partycontractsshallparticipate in
theselection, award, oradministrationofacontractsupportedwithFederalTransit
Administration assistanceifaconflictofinterest, realorapparent, wouldbe
involved. Suchaconflictwouldarisewhenanyofthefollowingindividualshasa
financialorotherinterest inthefirmselectedforaward:  

Theofficers, employees, agents, andBoardmembers;  

Anymemberofhisorherimmediatefamily;  

Hisorherpartner; or

Anorganizationwhichemploys, orisabouttoemploy, anyoftheabove.  

10.0 Prohibition Against Influencing NCTD Decisions Affecting Economic
Interests

Itisunlawful foranyNCTDBoard, committeeorstaffmembertomake, participateinmaking, or
inanywayattempttousehis/herofficialpositiontoinfluenceagovernmental decisionofNCTD
inwhichhe/sheknowsorhasreasontoknowitisreasonably foreseeable thattheNCTDdecision
willhaveamaterial financialeffecton:  

10.1 theBoard, committeeorstaffmemberoramemberofhis/herimmediate family,  
ifthematerialfinancialeffectisdistinguishable fromitseffectonthepublic
generally; or

10.2 anyofthefollowingeconomic interests:  

10.2.1 anybusinessentityinwhichtheBoard, committeeorstaffmemberora
memberofhis/ herimmediatefamilyhasinvested; and

10.2.2 anybusinessentityforwhichtheBoard, committeeorstaffmember, ora
memberofhis/ herimmediatefamilyisadirector, officer, partner, trustee,  
oremployee, orholdsanypositionofmanagement; and

10.2.3 anyrealpropertywhichtheBoard, committeeorstaffmember, ora
memberofhis/ herimmediatefamilyhasinvested; and

Original Date: Revision Date:  
PAGE 5OF8

02/12/2014 12/072020



ADMINISTRATIVE POLICYANDPROCEDURE

GENERAL MANAGEMENT STANDARD OFCONDUCT POLICY ANDPROCEDURE GM-0008

10.2.4 anypersonfromwhomaBoard, committeeorstaffmember, oramember
ofhis/ herimmediatefamilyhasreceived (orbywhomyouhavebeen
promised) incomewithintwelve (12) monthspriortotheNCTDdecision.  

10.2.5 Forpurposesofthissection, “materialfinancialeffect” hasthesame
meaningasthattermisusedinTitle2, sections18705through18705.5of
theCaliforniaCodeofRegulations.  

11.0 Prospective Employment:  
11.1 Itisunlawful foranyBoard, committee, orstaffmembertomake, participate in

making, orusehis/herofficialpositionwithNCTDtoinfluenceanNCTDdecision
involvingtheinterestsofapersonwithwhomheorsheisseeking, negotiating, or
securinganagreementconcerningfutureemployment.  

11.2 Itisunlawful foranypersonwhohasamatterpendingbeforeNCTDtonegotiate,  
directlyorindirectly, knowinglyorwillfully, thepossibilityof futureemploymentof
aBoard, committeeorstaffmemberwhoismaking, participating inmaking, or
usinghis/herofficialpositiontoinfluence, anNCTDdecisionconcerningthat
matter.  

12.0 Restrictions Concerning Contracts and Procurements byCurrent and
Former Employees:  

Notwithstanding anyothersectionofthisPolicy, NCTDshallnotcontractwith, and shallreject
anybidorproposalsubmittedby, thepersonsorentitiesspecifiedbelow, unlesstheExecutive
Directorfindsthatspecialcircumstances existwhichjustifytheapprovalofsuchcontract:  

12.1 PersonsemployedbyNCTD;  

12.2 Profit-makingfirmsorbusinesses inwhichNCTDemployeesserveasofficers,  
principals, partners, ormajorshareholders;  

12.3 Personswho, withintheimmediatelyprecedingtwelve (12) months, were
employedbyNCTDand (1) wereemployedinpositionsofsubstantial responsibility
intheareaofservicetobeperformedbythecontract, or (2) participatedinany
wayindevelopingthecontractoritsservicespecifications; and

12.4 Profit-makingfirmsorbusinesses inwhichtheformeremployeesdescribedin
subsection (c) serveasofficers, principals, partners, ormajorshareholders.  

12.5 NCTDshallprohibitallcontractorsandconsultantsundercontracttoprovide
goodsorservicestoNCTDfromassigningpersonstoworkundersuchcontract
who, withintheimmediatelyprecedingtwelve (12) months,  wereemployedby
NCTDand (1) wereemployedinpositionsofsubstantial responsibility intheNCTD
department thatawardedorwillawardthecontract, or (2) participated inanyway
indevelopingthecontractoritsspecifications.  

Original Date: Revision Date:  
PAGE 6OF8

02/12/2014 12/072020



ADMINISTRATIVE POLICYANDPROCEDURE

GENERAL MANAGEMENT STANDARD OFCONDUCT POLICY ANDPROCEDURE GM-0008

12.6 PersonsleavingNCTD’semployment whowereemployedinpositionsof
substantial responsibilityorwhoparticipated indevelopingcontractsor
specificationswhileatNCTDshouldavoidparticipating indevelopingaproposal
orbiddocument inresponsetoanNCTDsolicitationorinnegotiatingcontract
termsonbehalfofanyoneotherthanapublicemployerforaperiodoftwelve (12)  
monthsafterleavingNCTD’semployment inordertoavoidaconflictofinterestif
eitherofthefollowingconditionsexist: (a) thesolicitationorcontractisissuedby
theperson’sformerNCTDdepartment, or (b) theformerNCTDemployee
participated indevelopingthesolicitationorcontractspecifications.  

13.0 Acceptance ofGifts, Benefits, orGratuities:  
Pursuantto thePoliticalReformAct, asenforcedbytheFair PoliticalPracticesCommission,  
officers, employees, agents, andBoardmembers shall notacceptgiftsorbenefits thatare
intendedto, arelikelyto, orwillbeperceivedtocausethemtoactinapartialmannerinthecourse
oftheirduties, inclusiveofallrequirementsandthresholdsasidentified therein. Designatedstaff
willneithersolicitnoracceptgifts, gratuities, favors, oranythingofmonetaryvaluefrompotential
orcurrentconsultantorcontractor, partytosub-agreements, orothercontractingparties in
violationoftherequirementsofthePoliticalReformAct.  

14.0 Reporting Corrupt Conduct:  
StaffisurgedtoreportsuspectedcorruptconducttotheExecutiveDirector and/orGeneral
Counsel.  AnonymousreportscanbemadeviatheDistrict’sWhistleblower Hotline. Employees
areurgedtoreportsuspectedcorruptconducttotheExecutiveDirector, otherexecutivestaffor
NCTD’sWhistleblower Hotline, whichcanbeaccessedthroughwww.nctd.ethicspoint.comor
855) 877-6048.  

15.0 Records:  
TheManagerofAdministration shallretaincopiesofalloriginalapprovedandsuperseded
administrative policiesandprocedures inkeepingincompliancewithNCTDAdministrative Policy
andProcedureGM-0000, PolicyandProcedure Development andManagement.  

16.0 Appendices:  
None

17.0 Training Requirements:  

TheGeneralCounselDepartment willconductannualtrainingtokeepallNCTDofficers,  
employees, agents, andBoardmembersawareofanychangestothispolicy. TheDirector of
HumanResourceswillprovideassistanceasnecessary.  
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18.0 Approval Information:  

SENIOR LEGAL COUNSEL GENERAL COUNSEL CHIEFADMINISTRATIVE
SIGNATURE SIGNATURE OFFICER SIGNATURE

R. JacobGould 12/07/2020 LoriA. Winfree 12/03/2020 KarenLTucholski 12/03/2020
SeniorLegalCounsel GeneralCounsel ChiefAdministrativeOfficer

REVISION RECORD:  

TheRevisionRecordshallincludealistingofallsubstantivechangesmadetoanAdministrative
PolicyandProcedure. TheRevisionRecordshallalsobeusedasthelocationtoexplainifthe
documenthasbeendesignated INACTIVE.  

DATE REVISION NO. DESCRIPTION

02/12/2014 ADOPTION

10/30/2014 1 ANNUAL REVIEW, NO CHANGES.  

03/23/2015 2 ANNUAL REVIEW, NO CHANGES.  

10/28/2016 3 ANNUAL REVIEW, SECTIONS 10.2AND 10.3UPDATED.  

04/09/2018 4 ANNUAL REVIEW, ADDITION OF REVISION LANGUAGE.  

05/23/2019 5 ANNUAL REVIEW, SECTION 13UPDATED

12/07/2020 6 ANNUAL REVIEW
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