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POLICY AND PROCEDURES  

This policy is a guide for agencies and departments regarding general issues of 
employee conduct. It is understood, however, that individual departments may need to 
have more specific guidelines and may wish to issue guidelines that are appropriate to 
their program function and the roles of their employees.  

REQUIRED CONDUCT  

1. It shall be the duty of employees to fulfill to the best of their ability the duties and 
responsibilities of their position. Employees shall pursue the common good in 
their official activities, and shall uphold the public interest, as opposed to 
personal or group interests.  

2. Employees shall devote their full time, attention, and effort to the duties and 
responsibilities of their positions during their scheduled work time, except when 
other activities are authorized by law, rule, or contractual agreement, or are 
approved by the appointing authority.  

3. Employees shall conduct themselves in a manner that will not bring discredit or 
embarrassment to the State of Vermont, whether on or off duty.  

4. Employees shall respect the legitimate privacy interests of their co-workers, 
superiors, and employer, both as to personal property and work product in the 
workplace. Employees have access only to information which is necessary for 
the performance of their job duties except as otherwise approved by their 
employer. Employees who wish to have access to information which is not 
required for the performance of their jobs may exercise their right as a citizen to 
request information under Vermont's access to public records statute (See 3 VSA 
315).  

PROHIBITED CONDUCT  

1. Employees shall not use, or attempt to use, their positions to obtain special 
privileges or exemptions for themselves or others.  

2. Employees shall not use, or attempt to use, State personnel, property, or 
equipment for their private use or for any use not required for the proper 
discharge of their official duties.  



3. Employees are not permitted to solicit or accept any form of compensation from 
anyone except their employer for activities which are related to their position, 
unless it is provided for by law or approved by the employer. Prohibited 
compensation shall include any gift, reward, loan, gratuity or other valuable 
consideration, including free meals, provided to employees, their immediate 
family, or business associate(s). Activities related to the position include papers, 
talks, demonstrations, or appearances connected with the job. However, this 
prohibition shall not extend to uncompensated activities or compensation 
received for activities not related to the employees' jobs which are done on their 
own time.  

4. Employees shall not engage in any employment, activity, or enterprise which has 
been or may be determined by the appointing authority to be inconsistent, 
incompatible, or in conflict with their duties as a State employee or with the 
duties, functions or responsibilities of the agency by which they are employed. 
The mere appearance of impropriety may constitute a conflict of interest. 
Employees shall consult with their appointing authority prior to engaging in such 
employment, activity, or enterprise. Employees whose employment, activity or 
enterprise pre-dates this policy or their employment with the State shall promptly 
consult with their appointing authority to resolve any issue of conflict of interest.  

5. Employees may not engage in any outside employment, activity, or enterprise 
during work hours.  

6. Employees shall not disclose, directly or indirectly, information which they receive 
or have access to by virtue of their official duties, either for the private gain or 
benefit of themselves or others, except as authorized by their superiors or by law.  

7. Employees shall not discriminate against, intimidate, nor harass any employee 
because of race, color, religion, creed, ancestry, sex, marital status, age, national 
origin, handicap, membership or non-membership in the VSEA, filing a complaint 
or grievance, or any other factor for which discrimination is prohibited by law.  

  


