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EMPLOYEE CODE OF CONDUCT  

 
OLTA has earned a reputation for honesty, integrity, and the faithful discharge of the 
public trust and confidence in the way it conducts its business. All employees of OLTA 
must uphold his reputation and conduct themselves in a manner that will enhance that 
reputation at all times. 
 
All employees must comply with the minimum standards of this code of conduct.. 
Failure to comply will be sufficient grounds for disciplinary action including, but not 
limited to, dismissal for cause. 

A. Personal Gain 
 
Employees shall not use their employment status to obtain personal gain from those 
doing or seeking to do business with the OLTA. 
 
Employees should neither seek nor accept gifts, payments, service fees, special 
privileges, pleasure or vacation trips, accommodations, or loans from any person 
(except, in the case of loans, from persons in the business of lending and then only on 
conventional terms) or from any organization or group that does, or is seeking to do 
business with the OLTA. 
 
The foregoing does not apply to small gifts provided to OLTA in appreciation for service 
(i.e. flowers). 

B. Conflict of Interest 
 
Employees must avoid all situations in which their personal interests conflict or might 
conflict with duties to the OLTA. 
 
Employees should seek to avoid acquiring any interests or participating in any activities 
that would tend to: 
 

• Deprive OLTA of the time or attention required to perform their duties properly, or 
• Create an obligation or distraction, which would affect their judgment or ability to 

act solely in the OLTA’s best interests. 
 
In certain instances, ownership of or participation in a business enterprise might create 
or appear to create such a conflict. Employees are required to disclose in writing, or as 
maybe otherwise authorized, all business, commercial, or financial interests or activities 
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where such interests or activities might reasonably be regarded as creating an actual or 
potential conflict with their duties or employment. 
Every employee of OLTA is required to see that actions taken and decisions made 
within his or her jurisdiction are free from influence of any interests that might 
reasonable be regarded as conflicting with those of the OLTA. 
 
If personal or financial benefit is improperly gained by an employee, directly or 
indirectly, through a spouse or child or relative as a result of his or her employment, or 
by use or misuse of the OLTA‘s property, or through release of information that is 
confidential to the OLTA’s business, then the employee must account in writing to OLTA 
for any benefit received. Employees must act in such a manner that their conduct will 
bear the closest scrutiny; not only actual conflicts of interest but also the very 
appearance of conflict should be avoided. 
 

C. Confidentiality 
 
Employees should not use for their own purposes, or disclose for the use of others, 
information obtained as a result of their employment with the OLTA. 
 
Certain of the OLTA’s records, reports, papers, plans, and methods are considered by 
OLTA to be confidential. Employees are prohibited from revealing information 
concerning such matters without proper authorization. 
 

D. Acknowledgement by Employee 
 
All employees are required to sign below in acknowledgement that they have read, 
understood, and agreed to adhere to this Employee Code of Conduct. 
 
 
 
 
 
 

 
Date     Employee Name 
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