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Purpose of Research, Mississippi! Inc.  The purpose of this Corporation is to promote 
medical research and related education for charitable, scientific, and educational purposes 
consistent with Title 38 U.S.C. Sections 7361 – 7366. 
 
The foundation's main focus is to administer funds for projects that have been approved by 
the VA Research & Development Committee, and for educational programs that have been 
approved by the Education and Training Committee.  Funding sources from other 
government entities (e.g. CDC, NIH), other non-profit, voluntary agencies, private proprietary 
(e.g. drug) companies, and general donations supporting research and education can be 
administered by the Foundation.  The corporation, however, does not administer VA 
appropriated funding or accept funds for personal gains and/or accomplishments.  The 
corporation supports activities by purchasing supplies and equipment, paying salaries, 
supporting travel and paying for any other research and/or education activities necessary to 
promote and support research and educational missions. 
 
Research, Mississippi! Inc., is an Equal Employment Opportunity employer in compliance 
with all Department of Veterans Affairs guidelines and federal laws.  The corporation is 
overseen by a Board of Directors, which sets policy governing the day-to-day activities.  
Meetings of the Board of Directors are held at least quarterly. 

 
“Research, Mississippi! Inc.” (hereinafter “the corporation”) has a hiring process that is 
non-discriminatory and selects employees based solely upon their qualifications.  
Research, Mississippi! Inc. and its human resources will comply with the following 
policies.   

 
1.  Hiring Authority  

The executive director of the Research, Mississippi! Inc. (or designee) is the only 
person with the legal authority to appoint, reappoint, terminate or change any 
employee's work status or pay.   Oral, written statements or promises concerning 
employment status made by any other individual are not binding upon the 
corporation unless confirmed by the executive director (or designee) in writing. 

2.  Job Descriptions  
 
Job descriptions/statements of work will be provided to employee upon hire, and 
a copy will be maintained in the employee file.   
 
4.  Employment Application  



 
Optional Application for Federal Employment (OF 612) must be completed by all 
employees, and must hold a WOC appointment.  
http://www.opm.gov/forms/pdf_fill/of612.pdf.  
 
5.  Hiring of Relatives  
 
An applicant who is closely related to an employee is not normally eligible for 
employment in a position that would result in one family member directly 
reporting to or reviewing the performance of another. Exceptions require the 
advance approval of the senior management team. "Closely related" is generally 
interpreted to mean spouse, life partner, parents, children, siblings, 
grandparents, in-laws, relatives through marriage, or members of the same 
household. Employees in a supervisory relationship who become related while 
working at the NPC must end the supervisory relationship by resigning or 
transferring to an open position in another department. 
 
6.  Reference Checks  
 
Reference checks will be a condition of employment for the Corporation’s 
prospective employees and may be done prior to making an offer of employment. 
(Note: A reference check is different from a “background check” which may be 
performed after hiring.) Areas that may be discussed include verification of 
position, title, salary, dates, job knowledge, work habits, productivity, 
independent thinking, attendance, and motivation. 
 
7.  Equal Opportunity Employer  
 
Research, Mississippi! Inc. will not discriminate in hiring based on pregnancy, 
sex, race, color, national origin, citizenship, physical or mental disability, religious 
belief, past or current membership in a military branch, and age. Federal law also 
prohibits employers from discriminating against applicants who have declared 
bankruptcy or refuse to take a polygraph examination. 
 
8.  “At Will” Employee Disclaimer 
 
All applicants for employment with Research, Mississippi! Inc. will complete an 
employment disclaimer form (otherwise known as an “at will” statement). The 
purpose of the disclaimer is to inform the applicant that their employment will be 
“at will," is not for any specific duration, and may be terminated at any time 
without cause, and with or without advance notice. A disclaimer form can help 
avert claims of wrongful discharge.  Although Research, Mississippi! Inc. 
reserves the right to terminate “at will” employees at any time, the corporation will 
not fire employees for an illegal or discriminatory reason such as race, creed, 
sex, color, national origin, religion, age, marital status, physical or mental 

http://www.opm.gov/forms/pdf_fill/of612.pdf


disability, union activity, sexual orientation, pregnancy, medical condition, 
parental status, or military status. 
 
9.  Citizenship 
 
Federal law mandates that all new hires must complete section 1 of INS Form I-9 
by the close of business on the first day of work and must furnish proof of 
employment eligibility or citizenship (i.e., original documents) within the first three 
days of employment.  Proof may take the form of a U.S. passport or certificate of 
U.S. citizenship; or one each from a list of documents that establishes identity 
and from a list that establishes employment eligibility provided on the INS Form 
1-9.  (Non citizen employees must keep proof of citizenship current or may be 
suspended until proper documentation is provided).  
 
10.  Ethical Conduct 
 
As outlined in the ‘Oversight and Accountability of Corporations’ section in the 
VHA Handbook 1200.17, the Department of Veterans Affairs has mandated 
additional regulations for VA non-profit research and education corporations. One 
specific requirement is the mandatory yearly verification by the corporation’s 
Executive Director verifying that each NPC board member, officer, and employee 
has certified an awareness of, and compliance with such laws and regulations 
pertaining to conduct and conflicts of interest in the same manner required of 
Federal Employees.  Refer to Appendix A. 
In addition, 38 U.S.C. § 7366 (c)(2) requires that each employee must certify that 
he or she will comply with the federal laws and regulations applicable to Federal 
employees with respect to conflicts of interest. The Standards of Ethical Conduct 
are codified in 5 CFR Part 2635. 
 
11.  Employee Handbooks 
 
Each employee will be provided the Research, Mississippi! Inc. Handbook of 
Personnel Policies, and must sign an acknowledgement stating that he or she 
has received a copy.  
 
12.  Probationary Period 
 
Newly hired employees will serve a probationary period of 90 days from the date 
of hire.  Upon notice, the corporation may extend this period for up to 60 days, for 
further evaluation of the new employee’s progress. 
 
Employees are expected to become familiar with the policies, procedures and 
services of NPC and the VAMC during the introductory period. It is also the time 
when new employees are expected to learn and understand their responsibilities 
of their job. Any questions regarding job responsibilities, policies or procedures 
should be directed to the supervisor or Research, Mississippi! Inc. 



Administration. Understanding these responsibilities is essential to successful 
employment. 
 
13.  Job Abandonment 
 
An employee who is absent from work for three or more consecutive days 
without notification or permission of the supervisor will have abandoned his/her 
job. The employee will be considered to have voluntarily terminated his or her 
employment. Any wages and vacation pay due will be sent to the employee's 
home address during the next normal pay period. Any obligations or equipment 
(i.e., travel tickets, unearned vacation, computers, etc.) to the NPC will be 
deducted from the final paycheck. 
 
14.  Staff Reductions 
 
Layoffs or staff reductions are terminations resulting from a variety of reasons but 
may include reorganization, a reduction in supporting funds, termination of a 
project, or the deletion of work functions. The PI or supervisor, in consultation 
with the executive director, will select positions or classes to be deleted. Seniority 
and qualifications (i.e., knowledge, skills, and abilities) may be considered if there 
is more than one employee in the same class. 
 
15.  Confidential Information 
 
Employees may possess or have access to confidential information. This may 
include study data, patient identifiers, and results as well as access to VA 
computer records or databases or another company’s proprietary information. It 
is each employee’s responsibility to keep this information confidential even when 
no longer employed by this corporation. An employee who discloses confidential 
information will be disciplined up to and including termination and may expose 
themselves to legal action. If an inquiry involving confidential information is made 
from outside this organization or this VAMC, direct the question to a supervisor, 
the corporation executive director or the administrative officer of R&D. 
 
16.  Conflict of Interest policy 
 
All NPC employees are subject to federal statutes and regulations applicable to 
federal employees with respect to conflicts of interest in the performance of 
official duties. At the time of hire, each employee signs and submits to the NPC a 
"Standards of Ethical Conduct and Related Responsibilities of Employees" (copy 
attached) statement certifying awareness of, and compliance with, these laws 
and regulations. 
 
We expect employees to avoid situations that may cause their personal interests 
to conflict with the interests of our NPC or to compromise its reputation or 
integrity. A conflict of interest, or the appearance of one, occurs when you or a 



member of your immediate family uses your position with us for personal benefit 
through an investment, association, or business relationship that interferes with 
your ability to exercise independent judgment on our behalf.  Disclose any 
unavoidable conflicts of interest to your supervisor 
 
Employees may not accept meals or other gifts of more than a nominal value 
from salespeople, vendors, suppliers, or any other solicitors.  A request for an 
exception to this rule must be submitted to your supervisor before acceptance.  
 
We encourage you to disclose potential conflicts to your supervisor when 
situations occur that could cause concerns about conflicts of interest.  
See Attached Conflict of Interest Policy and Procedures.  
 
17.  Drug Free Workplace Policy 
 
To ensure the high standards necessary to conduct the Corporations’ business, 
and to comply with the requirements of the Drug-Free Workplace Act of 1988, the 
Corporation instituted this drug-free and alcohol-free workplace policy. The 
Corporation’s purpose in implementing this policy is to provide a drug-free and 
alcohol-free workplace in order to ensure a safe, healthy, and productive work 
environment for all employees. In addition to being concerned about your well-
being, there is equal concern that the Corporation’s reputation and image is not 
compromised in any way. The Corporation’s policy concerning drug and alcohol 
use and abuse is as follows: 

 
 You must report to work in a fit condition to perform your duties. Being 

under the influence of drugs or alcohol is not acceptable.  
 The Corporation prohibits the unlawful manufacture, distribution, 

dispensing, possession, or use or abuse of illicit drugs, alcohol, or 
prescription drugs if used in a way that is illegal or counter to published 
policy controlled substance in the workplace. The workplace includes the 
Corporation’s offices and all premises used to further our programmatic 
objectives.  

 You will not be terminated for voluntarily seeking assistance for a 
substance abuse problem. However, performance, attendance, or 
behavioral problems may result in disciplinary actions up to and including 
termination.  

 If you are taking physician-prescribed medication, you must notify your 
supervisor if there is likelihood that such medication could affect your job 
performance and safety.  

 A conviction for drug or alcohol abuse crimes will be considered to 
be in violation of our substance abuse policy. You may be subject to 
termination or required to submit to a bona fide drug or alcohol 
abuse rehabilitation program. The Corporation will inform 
appropriate law enforcement authorities of any drug-related crime 
that occurs in the workplace.  



 "Drugs" means any substance taken into the body, other than alcohol, 
which may impair one's mental faculties and/or physical performance.  

 "Abuses" means any use of any illegal drug, or use of any drug, 
including alcohol, over the counter, or prescription drugs when use 
is not in conformance with prescription requirements or 
circumstances where use is not permitted. 

 
The Corporation will educate and inform its employees about the health 
consequences of drug and alcohol abuse. All current employees will be made 
aware of this policy through distribution of the employee handbook and 
educational materials provided through our Corporation drug-free awareness 
program.  
 
18.  Harassment 
 
The Corporation does not condone or excuse harassment of any kind.  
Corporation policy prohibits employees from discriminating against or harassing 
their colleagues based on gender, sexual preference, religion, mental or physical 
impairment, age, race, marital status, creed, color, or national origin.  The 
Corporation will take immediate steps to address complaints of racist or ethnic 
slurs, or harassment based on age, disability, sexual preference, or any 
characteristic protected by law.  

An employee who believes he or she has been the victim of any kind of 
harassment should report the incident immediately to his or her supervisor or to 
the director of human resources or to the Executive Director.  The director of 
human resources will investigate all such complaints.  

19.  Sexual Harassment Policy 
 
This organization is committed to maintaining a work environment that is free of 
harassment of any kind, including sexual harassment. Sexual harassment is 
defined as unwelcome or unwanted sexual conduct, requests for sexual favors, 
and verbal, nonverbal, or physical conduct of a sexual nature that adversely 
affects the employee’s employment terms or conditions or creates an 
intimidating, hostile, or offensive work environment. Such conduct is strictly 
prohibited and will not be tolerated. 
 
Corporation encourages the reporting of all perceived incidents of sexual 
harassment either through an informal or a formal procedural mechanism. 
Anyone who retaliates against an employee who reports harassment will be 
subject to disciplinary action. 
 
To resolve a complaint of sexual harassment informally, either notify the offender 
that his or her behavior is unwelcome or, if you are uncomfortable discussing it 
with the offender, notify anyone in your supervisory chain or the supervisor of the 



alleged harasser. The supervisor will then attempt to resolve the situation. If the 
alleged harasser is the executive director, notify a member of the board of 
directors. 
 
To initiate the formal procedure, notify someone in your supervisory chain, the 
director of human resources, or another member of Corporation management. 
The director of human resources or another member of the senior management 
team will investigate your complaint. To the extent possible, the complaints, 
interviews with colleagues, and any documents discovered or generated during 
the investigative process, will remain confidential. The results of the investigation 
will be reported to the executive director who will determine a course of action. 
The response can include various kinds of disciplinary action including 
termination. 
 
If the alleged harasser is the executive director, a committee of the board will be 
established to investigate the complaint and determine a course of action. The 
committee will be charged with initiating and conducting the investigation within a 
reasonable period of time. 
The Corporation will conduct follow-up interviews to determine that the 
appropriate steps were taken and the issues were resolved. 
 
Corporation also encourages all employees to report sexual harassment 
involving Corporation employees and third parties conducting business with 
Corporation employees. The director of human resources will investigate any 
such complaints, to the extent practicable. The Corporation senior management 
team will determine what, if any, action to take. 
 

20.  Compensation  

Paychecks will generally be distributed (or direct deposited if elected by the 
employee)on the 5th of the month.  If the payday should fall on a holiday or 
weekend, checks will be distributed on the previous working day, if possible.  All 
appropriate wage and payroll deductions shall be taken out of each paycheck as 
required by law.  Each employee is required to complete his/her time and 
attendance record promptly in accordance with established procedures. 

21.  Office Hours 
 
This corporation currently has the following standard business hours: Monday 
through Friday, 8:00 a.m. to 4:30 p.m. While the regular workweek for many 
employees extends during regular business hours, Monday through Friday, 
individual schedules may vary to include weekends, evenings or nights according 
to laboratory or departmental needs. The employee’s immediate supervisor 
determines the work schedule and it is the employee’s responsibility to 
understand this schedule. Employees working an eight-hour day are entitled to 



an unpaid half-hour lunch break and two 15-minute rest periods per day. 
Supervisors generally schedule breaks. Breaks may not be taken in conjunction 
with the lunch break or used to shorten the workday. All employees are provided 
a time sheet to complete daily. 
 
The standard workday is 8.5 hours including a half-hour unpaid lunch break and 
the workweek consists of 40 working hours. 
 
22.  Overtime 
 
Overtime work may be required due to demands of in business workflow. It is 
both necessary and important that employees shall be available, sometimes on 
short notice, to work overtime when circumstances require. Work performed by 
non-exempt employees in excess of forty (40) hours in a work week will be paid 
at the rate of time one and one-half (1 1/2) of the employee's regular rate of pay. 
Employees must receive authorization by a supervisor prior to working overtime. 
Failure to receive authorization prior to working overtime will result in discipline 
with possible termination. Employees exempt from overtime under law (i.e., 
executive, administrative and professional employees) shall not receive overtime 
compensation. 
 
23.  Employee Benefits   

Annual Leave 

RMS provides regular, full time employees with paid annual leave and accrues for 
such leave as it is earned.  Annual leave is earned in accordance with the 
following schedule: 

 Less than 3 years of service:  8 hours per month 

 3-15 years of service:  12 hours per month 

 15+ years of service:  16 hours per month 

Procedures 

The Executive Director tracks accrued and used Annual leave via the 
QuickBooks software.   

RMS has a board-approved policy whereby terminated employees are paid for 
accrued, but unused annual leave. The annual leave accrual liability is calculated 
to ensure that the amount in the accrued leave account is sufficient to cover the 
liability for earned, but unused leave. 

 
Annual Leave Carry-Over 
We recommend all employees take time off and encourage the use of annual 
leave.  Employees may carry over 4 weeks or 160 hours of annual leave at the 
end of the calendar year.  Any accrued leave in excess of 4 weeks or 160 hours 
will be forfeited December 31st of each calendar year. 



Sick Leave 
RMS provides regular, full time employees sick leave accrued at 8 hours per 
month. 
 
Paid Holidays 
New Year’s Day 
President’s Day 
Independence Day 
Columbus Day 
Thanksgiving Day 
Martin Luther King, Jr. Day 
Memorial Day 
Veterans Day 
Christmas Day 
 
 
24.  Maternity Leave 
Employees are entitled to leave for the actual period of disability associated with 
pregnancy and childbirth.  If the employee is eligible for family leave under the 
Family Medical Leave Act (FMLA), described below, FMLA leave will run 
concurrently with the period of maternity disability.  Once the maternity disability 
period has concluded, an eligible employee may take up to twelve weeks of 
unpaid leave. The leave is unpaid unless the employee has unused sick and/or 
annual leave.  Sick leave must be used during this leave.  This policy will be 
administered according to the federal FMLA and the regulations interpreting it 
and any applicable state law.   
 
 
Family and Medical Leave Act of 1993: 
 
1. Entitlement - Pursuant to the Family and Medical Leave Act (FMLA), full-
time and part-time employees who have been employed for at least the previous 
12 months are entitled to receive up to 12 administrative workweeks of unpaid 
leave during any 12 month period for specific family and medical reasons. 
 

(a) The birth of a child of the employee and the care of such child; 
 

(b) The placement of a child with the employee for adoption or foster 
care; 

 
(c) The care of a spouse, child, or parent of the employee, if such 

spouse, child, or parent has a serious health condition.  A "serious health 
condition" is defined as an illness, injury, impairment, or physical or mental 
condition that involves: 
 



(1) inpatient care in a hospital, hospice & or residential medical 
care facility; or 

 
(2) continuing treatment by or under the supervision of a health 

care provider 
 

(d) A serious health condition of the employee that makes the 
employee unable to perform the essential functions of his or her position.  
  
2. In order to receive leave under the FMLA, the employee must specify that 
he or she is requesting such leave.  An employee who meets the criteria for 
leave and has complied with the requirements and obligations under the FLMA 
may not be denied family and medical leave. 
 
3. An employee may elect to substitute paid time for such as annual leave, 
sick leave, or compensatory time, for leave without pay under the FLMA, 
consistent with applicable laws and  
regulations.  An employee may not retroactively substitute paid time for leave 
without pay under the FMLA. 
 
4. Notice of Leave - When the need for leave is foreseeable, an employee 
must provide a minimum of 30 days-notice of his or her intent to take leave under 
the FLMA.  If a birth, placement for adoption or foster care, or medical treatment 
must begin within less than 30 days, the employee must provide such notice as 
is practical, given the individual situation. 
 
 
 
1. Medical Certification –  
 

(a) Leave to care for a spouse, child, or parent of an employee or for 
the employee's own serious health condition must be supported by certification 
issued by the health care provider and provided to the leave approving official in 
a timely manner.  A certification form is provided at Attachment E-3. 

 
(b) The medical certification supporting the need for leave to care for 

an employee's spouse, child, or parent must include a statement that the 
employee is "needed to care for" the patient.  This requirement is broadly 
construed to accommodate leave for psychological comfort, as well as physical 
care or to arrange for third party care for the patient.  The medical certification 
must also include a statement that the patient requires assistance for basic 
medical, hygiene, nutritional, safety, or transportation needs or that the 
employee's presence would be beneficial or desirable for the care of the patient. 
The employee is required to indicate on the form the care he or she will provide 
and an estimate of the time period during which care will be provided. 
  



(c) The medical certification supporting the need for leave for the 
employee's serious health condition must include a statement that the employee 
is unable to perform the essential functions of his or her position. 

  
(d) If an employee is unable to provide the requested medical 

certification before leave is to begin, leave must be granted on a provisional 
basis pending final written medical certification. 
  
6. Protection of Employment and Benefits - An employee who takes leave 
under the FLMA is entitled upon return from leave to be returned to the same 
position status, and other terms and conditions of employment. 
 
 
 
25.  Employee Evaluation 
 
The immediate supervisor will evaluate all staff on an annual basis consistent 
with the organization’s official Employee Evaluation Form.  Employee Evaluation 
Forms will be signed by the employee and the immediate supervisor and 
reviewed by the Executive Director.   Such evaluations will be placed in the 
employee’s personnel file. 
 
26.  Grievance Procedures 
 
It is the policy of the organization to allow all employees the opportunity to voice 
concerns in a confidential manner.  Employees with grievances or complaints 
should first discuss the issues with their immediate supervisor.  If the individual is 
not satisfied with the resolution of the issue, the employee may request a 
meeting with the Executive Director or President. 
 
27.  Disciplinary Actions 
 

 First offense:  verbal warning 

 Second offense:  written warning 

 Third and subsequent offenses:  Possible suspension or termination.   
 
Written warnings will be signed by the employee’s immediate supervisor and 
Executive Director.  These warnings will be placed in the employee’s personnel 
file.  If a 12-month period expires without an additional violation, the written 
warning will be expunged from the employee’s personnel file.  
 
28.  Whistleblower Protection 
 
RMS is committed to providing the best possible working conditions for its 
employees.  Part of this commitment is encouraging an open and frank 
atmosphere in which any problem, complaint, suggestion or question receives a 



timely response.  Employees must also be allowed to report inappropriateness 
within the entity's financial management, violations of laws, rules or regulations, 
gross mismanagement, gross waste of funds, abuse of authority and any 
substantial danger to public health or safety.  
 
Individuals are encouraged to report to any director any activity that they believe 
to be illegal or improper.  Employees are protected against retaliatory actions 
resulting from reporting unethical conduct and any employee who feels that 
adverse action has been taken toward him/her due to a report of improper activity 
should notify a director as soon as possible.  
 
In addition, if a situation occurs where an employee believes that they have been 
subject to workplace reprisal for whistle-blowing, they may also utilize the 
VAMC's Alternative Dispute Resolution (ADR) Program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Research MS Inc. 
1500 Woodrow Wilson Dr.  

Jackson, MS 39216 

EMPLOYMENT APPLICATION DISCLAIMER 

 
 
In consideration of my employment I agree to conform to the employment 
policies of the Corporation. I agree that my employment is “at will”; it is not to be 
nor is implied to be for any specific duration, and that I may resign or be 
terminated at any time, without advance notice, with or without cause or the 
requirement for me or the Corporation to have followed any particular procedure. 
I also agree that my employment is not subject to any express or implied, written 
or oral contract or promise and that the Corporation’s employee handbook (if 
any) and personnel-related documents as they now exist or may be issued or 
revised in the future, are not to be regarded as such by me. I further agree that 
no supervisor, manager or Member of the Corporation has any authority to make 
any oral or written promise or agreement inconsistent with the foregoing, other 
than the Executive Director of the Corporation, in writing, signed by him/her. 
 
 
 
_____________________________________________ 
Employee’s Signature 
 
 
_____________________________________________ 
Employee’s Printed Name 
 
 
_____________________________________________ 
Date Signed 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



Appendix A 
 

THE STANDARDS OF ETHICAL CONDUCT 
 
Effective February 3, 1993, the Standards of Ethical Conduct for Employees of 
the Executive Branch at 5 CFR Part 2635 replace the many individual agency 
standards of conduct regulations with a uniform set of standards applicable to all 
employees of the Executive branch.  Where necessary, individual agencies have 
authority to issue supplemental regulations. 
 
Because they are intended to answer questions about the ethical conduct of 
more than a million individuals employed by more than 100 different Federal 
agencies, the new Standards of Ethical Conduct are detailed.  They contain 
many examples and will readily answer most ethical questions employees will 
have.  The attached synopsis has been prepared by the Office of Government 
Ethics to give employees enough familiarity with the contents of the regulations 
to recognize ethical issues when they arise and to assist in looking up relevant 
provisions in the regulations.  Because the synopsis provides only a shorthand 
reference to lengthier provisions in the regulations, an employee must refer to the 
regulations themselves in resolving ethical issues that actually arise or may seek 
the advice of an agency ethics official. 

 
SYNOPSIS OF SUBPART A – GENERAL PROVISIONS 

 
THE PRINCIPLES OF ETHICAL CONDUCT. The following principles of ethical 

conduct apply to all officers and employees of the executive branch and many 

form the basis for specific standards set forth in the regulation. 

 
Public service is a public trust requiring employees to place loyalty to the 
Constitution, the laws and ethical principles above private gain. 

  
Employees shall not hold financial interests that conflict with the 
conscientious performance of duty.  
 
Employees shall not engage in financial transactions using nonpublic 
Government information or allow the improper use of such information to 
further any private interest. 
 
An employee shall not, except pursuant to the exceptions in subpart B, 
solicit or accept any gift or other item of monetary value from any person 
or entity seeking official action from doing business with, or conducting 
activities regulated by the employee’s agency, or whose interest may be 



substantially affected by the performance or nonperformance of the 
employee’s duties. 
 
Employees shall put forth honest effort in the performance of their duties. 
 
Employees shall make no unauthorized commitments or promises of any 
kind of purporting to bind the government. 
 
Employees shall not use public office for private gain. 
 
Employees shall act impartially and not give preferential treatment to any 
private organization or individual. 
 
Employees shall protect and conserve Federal property and shall not use 
it for other than authorized activities. 
 
Employees shall not engage in outside employment or activities, including 
seeking or negotiation for employment, that conflict with official 
Government duties and responsibilities. 
 
Employees shall disclose waste, fraud, abuse and corruption to 
appropriate authorities. 
 
Employees shall satisfy in good faith their obligations as citizens, including 
all just financial obligations, especially those—such as Federal, State and 
local taxes—that are imposed by law. 

Employees shall adhere to all laws and regulations that provide equal 
opportunity for all Americans regardless of race, color, religion, sex, 
national origin, age, or handicap. 
 
Employees shall endeavor to avoid any actions creating the appearance 
that they are violating the law or these Standards of Ethical Conduct. 

 
BASIC CONCEPTS. 

 
Employees shall apply the principles stated above in weighing the 
propriety of conduct not otherwise addressed in the regulations. 

 

SYNOPSIS OF SUBPART B – GIFTS FROM OUTSIDE SOURCES 

 
BASIC PROHIBITION ON GIFTS FROM OUTSIDE SOURCES.  An employee 
shall not solicit or accept a gift given because of his official position or from a 
prohibited source.  A prohibited source is defined as any person, including any 
organization more than half of whose members are persons: 



 
 Seeking official action by his agency; 
 
 Doing or seeking to do business with his agency; 
 
 Regulated by his agency; or 
  
 Substantially affected by the performance of his duties. 
 
DEFINITION OF A GIFT.  The term “gift” includes almost anything of monetary 
value. However, it does not include: 
 

Coffee, donuts and similar modest items of food and refreshments when 
offered other than as part of a meal; 
 
Greeting cards and most plaques, certificates and trophies; 
 
Prizes in contests open to the public; 
 
Commercial discounts available to the general public or to all Government 
or military personnel; 
 
Commercial loans and pensions and similar benefits. 
 
Anything paid for by the Government, secured by the Government under 
Government contract or accepted by the Government in accordance with 
a statute; 
 
Anything for which the employee pays market value; 

 
EXCEPTIONS.  Subject to the limitations noted below, there are exceptions 
which will permit an employee to accept: 
 

Unsolicited gifts with a market value of $20 or less per occasion, 
aggregating no more than $50 in a calendar year from any one source 
(this exception does not permit gifts of cash or investment interests); 

 
 Gifts when clearly motivated by a family relationship or personal 
friendship; 
 

Commercial discounts and similar benefits offered to groups in which 
membership is not related to Government employment or, if membership 
is related to Government employment, where the same offer is broadly 
available to the public through similar groups, and certain benefits offered 
by the professional associations or by persons who are not prohibited 
sources; 



 
 Certain awards and honorary degrees; 

 
Gifts resulting from the outside business activities of employees and their 
spouses; 

 

SYNOPSIS OF SUBPART C – GIFTS BETWEEN EMPLOYEES 

 
BASIC PROHIBITION ON GIFTS BETWWEEN EMPLOYEES.  An employee 
shall not: 

 
 Give or solicit for a gift to an official superior; or 
 

Accept a gift from a lower-paid employee, unless the donor and recipient 
are personal friends who are not in a superior-subordinate relationship. 

 
DEFINITION OF A GIFT.  The term “gift” has the same meaning as in subpart B.  
However, carpooling and similar arrangements are excluded where there is a 
proportionate sharing of the cost and effort involved. 
 
DEFINITION OF AN OFFICIAL SUPERIOR.  The term “official superior” includes 
anyone whose official responsibilities involve directing or evaluating the 
performance of the employee’s official duties or those of any other official 
superior of the employee.  The term is not limited to immediate supervisors but 
applies to officials up the supervisory chain. 
 
EXCEPTIONS.  Subject to a limitation on using any exception to coerce a gift 
from a subordinate, there are exceptions that: 
 

On an occasional basis, including birthdays and other occasions when 
gifts are traditionally exchanged, permit giving and accepting: 
 
 Items other than cash aggregating $10 or less per occasion; 
 
 Food and refreshments shared in the office; 
 
 Personal hospitality at a residence; 
 
 Appropriate hostess gifts; and 
 
 Leave sharing under OPM regulations; 
 
On infrequent occasions of personal significance, such as marriage, an on 
occasions that terminate the superior-subordinate relationship, such as 



retirement, permit giving and accepting gifts appropriate to the occasion; 
and 
 
Permit voluntary contributions of nominal amounts to be made or solicited 
for gifts of food and refreshments to be shared in the office or for group 
gifts on occasions such as marriage or retirement described in the 
preceding paragraph. 

 
SYNOPSIS OF SUBPART D – CONFLICTING FINANCIAL INTERESTS 

 
DISQUALIFYING FINANCIAL INTERESTS.  Under the criminal conflict of 
interest statute, 18 U.S.C. 208, an employee is prohibited from participating in an 
official capacity in any particular matter in which, to his knowledge, he or certain 
other persons have a financial interest, if the particular matter will have a direct 
and predictable effect on his own or that person’s financial interest. 
 

APPLICABILITY.  In addition to matters that affect his own financial 
interests, this prohibition applies to particular matters that affect the 
financial interests of; 
 
 The employee’s spouse, minor child or general partner; or 
 

Any person the employee serves as officer, director, trustee, 
general partner or employee; 

 
The prohibition also applies to particular matters that affect the financial 
interests of a person with whom the employee is negotiating for or has an 
arrangement concerning future employment.  However, this aspect of the 
statute is addressed more specifically in subpart F. 
 
DISQUALIFICATION.  Disqualification can be accomplished simply by not 
participating in the matter.  Although an employee should notify the person 
responsible for his assignment of the need to disqualify, a written 
disqualification statement is necessary only if required by an ethics 
agreement or requested by an agency ethics official or the person 
responsible for the employee’s assignment. 
 
SOLUTIONS OTHER THAN DISQUALIFICATION.  Disqualification is not 
required if the financial interest is the subject of one of the statutory 
waivers described in subpart D or if the employee has sold or otherwise 
divested the conflicting interest. 

 
PROHIBITED FINANCIAL INTERESTS.  In general, employees may acquire and 
hold financial interests subject only to the disqualification requirement imposed 
by 18 U.S.C. 208.  However, some agencies have statues that prohibit 
employees from acquiring or holding particular interests.  In addition, subpart D 



gives agencies the authority by supplemental regulation to prohibit employees 
from acquiring or holding certain financial interests.  Agencies also may prohibit 
an individual employee from holding financial interests where disqualification 
would impair the employee’s ability to perform the duties of his position or 
adversely affect the agency’s missions.   An employee directed to divest a 
financial interest may be eligible for special tax treatment of the transaction. 
 

SYNOPSIS OF SUBPART E – IMPARTIALITY IN PERFORMING OFFICIAL 
DUTIES 

 
CONSIDERATION OF CERTAIN PERSONAL AND BUSINESS 
RELATIONSHIPS.  Even though his disqualification may not be required under 
subpart D, an employee should not participate in an official capacity in certain 
matters without first obtaining specific authorization if, in his judgment, persons 
with knowledge of the relevant facts would question his impartiality in those 
matters. 
 
MATTERS COVERED.  The matters covered include a particular matter involving 
specific parties.  If the employee knows that it is likely to affect the financial 
interests of a member of his household or that one of the following persons is a 
party or represents a party in the matter: 
 

A person with whom the employee has or seeks a business or 
other financial relationship; 
 
A member of the employee’s household or relative with whom the 
employee has a close personal relationship; 
 
A person the employee’s spouse, parent or child serves or seeks to 
serve as officer, director, trustee, general partner, agent, attorney, 
consultant, contractor or employee; 
 
A person the employee has, in the past year, served as officer, 
director, trustee, general partner, agent, attorney, consultant, 
contractor or employee; or 
 
An organization, other than a political party, in which the employee 
is an active participant. 

 
DISQUALIFICATION.  Disqualification can be accomplished in the same manner 
as when required under subpart D for disqualifying financial interests. 
 
AUTHORIZATION TO PARTICIPATE.  Notwithstanding the employee’s 

determination that his impartiality would  be questioned, the agency designee 



can authorize the employee to participate in the matter based on a determination 

that the Government’s Interest in the employee’s participation outweighs the 

concern that a reasonable person would question the integrity of agency 

programs and operations.  The authorization permitted by subpart E cannot be 

given, however, if the employee’s disqualification is also required by subpart D. 

 
OTHER APPLCATION OF THE PROCESS.  Employees are urged to use the 
process set forth in subpart E to decide whether they should or should not 
participate in other matters in which their impartiality is likely to be questioned. 
 
EXTRAORDINARY PAYMENTS FROM FORMER EMPLOYERS.  An employee 
is disqualified for 2 years from participating in any particular matter in which his 
former employer is a party or represents a party if, prior to entering Federal 
service, that employer gave him an extraordinary payment in excess of $10,000. 
 

A routine severance and other payment made under an established 
employee benefits plan would not be an extraordinary payment. 

 
 There is authority to waive all or part of this disqualification requirement. 
 

SYNOPSIS OF SUBPART F – SEEKING OTHER EMPLOYMENT 

 
DISQUALIFICATION WHILE SEEKING EMPLOYEMENT.  An employee is 
prohibited from participating in an official capacity in any particular matter that, to 
his knowledge, has a direct and predictable effect on the financial interests of a 
person with whom he is seeking employment.  For this purpose, “employment” 
means any form of non-Federal employment or business relationship involving 
the provision of personal services. 
 
DEFINITION OF SEEKING EMPLOYMENT.  The term “seeking employment” 
includes bilateral negotiations with another, mutually conducted with a view to 
reaching an agreement regarding possible employment.  It also includes conduct 
short of negotiations, such as sending an unsolicited resume or other 
employment proposal.   It can include employment contacts by or through an 
agent or intermediary.  However, it does not include simply: 

 
 Rejecting an unsolicited employment overture; 
 
 Requesting a job application; or 
 



Sending an unsolicited resume or other employment proposal to a 
person affected by performance of the employees duties only as a 
member of an industry or other discrete class. 

  
Having once begun, an employee generally continues to be seeking 
employment until he or the prospective employer rejects the possibility of 
employment and all discussions end.  However, an employee is no longer 
seeking employment with the recipient of his unsolicited resume or other 
employment proposal after two months have passed with no indication of 
interest in employment discussions from the prospective employer. 

 
DISQUALIFICATION.  Disqualification can be accomplished in the same manner 
as when required under subpart D for disqualifying financial interests. 
 
SOLUTIONS OTHER THAN DISQUALIFICATION.  If the employee’s conduct in 
seeking employment amounts to negotiations, the employee can participate in 
the matter affecting his prospective employer only if granted an individual waiver 
described in subpart D.  If his conduct falls short of negotiations, the employee 
may be authorized to participate using the procedures set forth in subpart E. 
 
DISQUALIFICATION BASED ON AN EMPLOYMENT ARRANGEMENT. An 
employee may not participate in a particular matter that, to his knowledge, has a 
direct and predictable effect on the financial interests of anyone with whom he 
has an arrangement concerning future employment.  In this case, an employee 
may be able to participate in a particular matter affecting a prospective employer 
only if he has received an individual waiver described in subpart D. 
 

SYNOPSIS OF SUBPART G – MISUSE OF POSITION 

 
USE OF PUBLIC OFFICE FOR PRIVATE GAIN.  An employee shall not use his 
public office for his own private gain or for the private gain of friends, relatives or 
persons with whom he is affiliated in a non-governmental capacity, or for the 
endorsement of any product, service or enterprise.  In particular, an employee 
shall not use his Government position, title or authority: 
 

In a manner intended to induce another to provide any benefit to himself 
or to friends, relatives or affiliated persons; 

 
In a manner that could be construed to imply that his agency or the 
Government sanctions or endorses his personal activities or those of 
another; or 
 
To endorse any product, service or enterprise except in furtherance of 
statutory authority to do so, in accordance with agency programs to give 



recognition for achievement or to document compliance with agency 
standards or requirements. 

 
USE OF NONPUBLIFC INFORMATION.  An employee shall not engage in a 
financial transaction using nonpublic information or allow the improper use of 
nonpublic information to further his own private interests or those of another.  
Information that is “nonpublic” includes information the employee knows or 
reasonably should know: 
 

Is routinely exempt from disclosure under the Freedom of Information Act 
or protected from disclosure by statute: 

 
 Is designated as confidential by an agency; or 
 

Has not actually been disseminated to the general public and is not 
authorized to be made available to the public on request. 

 
USE OF GOVERNMENT PROPERTY.  An employee has a duty to protect and 
conserve Government property and to use Government property only for 
authorized purposes.  Authorized purposes are those for which Government 
property is made available to the public or those purposes authorized in 
accordance with law or regulation. 
 
USE OF OFFICIAL TIME.  Unless authorized in accordance with law or 
regulation to use such time for other purposes, an employee shall use official 
time in an honest effort to perform official duties.  And, an employee shall not 
encourage, direct, coerce or request a subordinate to use official time to perform 
activities other than those required in the performance of official duties or those 
authorized in accordance with law or regulation. 
 
SYNOPSIS OF SUBPART H – OUTSIDE ACTIVITIES 
 
GENERALLY.  In addition to the standards set forth in subpart H, an employee’s 
outside employment and other activities must comply with all ethical 
requirements set forth in the subparts A through G of the regulation, including the 
requirement to avoid even the appearance of using public office for private gain.  
For example, the prohibition against use of Government property for 
unauthorized purposes would prohibit an employee from using the agency 
photocopier to reproduce documents for his outside organization. 
 
RESTRICTIONS IMPOSED BY OTHER LAWS. An employee’s outside 
employment and other activities must comply with applicable laws other than the 
Standards of Ethical Conduct.  Several are listed in subparts H and I.  Outside 
activities frequently raise questions about the following: 
 



The restrictions in 18 U.S.C. 203 and 205 on employees engaging 
in representational activities before the United States. 
 
The constitutional prohibition against accepting any office, title or 
compensation from a foreign government; and 
 
The Hatch Act, which prohibits most employees’ participation in 
certain partisan political activities. 

 
PRIOR APPROVAL FOR OUTSIDE ACTIVITIES.  When required by 
supplemental agency regulation, an employee shall obtain approval before 
engaging in outside employment or activities. 
 
CONFLICTING OUTSIDE ACTIVITIES.  An employee shall not engage in 
outside employment or activities prohibited by statute or by supplemental agency 
regulation, or that would materially impair the ability to perform his official duties 
by requiring his disqualification under subpart D or E. 
 
RESTRICTIONS ON RECEIPT OF COMPENSATION.  With certain exceptions, 
Presidential appointees to full-time noncareer positions shall not receive any 
outside earned income for outside employment or other outside activities 
performed during that appointment.  Higher-level noncareer employees may not, 
in any calendar year,  receive outside earned income which exceeds 15 percent 
of the rate of pay for Level II of the Executive Schedule.  These noncareer 
employees also are prohibited from receiving any compensation for teaching 
without prior approval, serving as officers or board members of outside entities 
practicing certain professions or being affiliated with firms or other entities that 
practice those professions. 
 
SERVICE AS AN EXPERT WITNESS.  In the absence of specific authorization, 
an employee shall not represent anyone other than the United States as an 
expert witness in any proceeding before a court or agency of the United States if 
the United States is a party or has a direct and substantial interest.  The 
restriction applies even though no compensation is received.  A less restrictive 
standard applies to special Government employees. 
 
TEACHING, SPEAKING AND WRITING.  An employee shall not receive 
compensation for teaching, speaking or writing that is related to his official duties. 

 
DEFINITION OF RELATED TO DUTIES.  Teaching, speaking or writing is 
“related to an employee’s official duties” if: 

 
 The activity is undertaken as part of his official duties; 
 



The invitation to engage in the activity was extended primarily 
because of his official position rather than expertise on a particular 
subject matter. 
 
 

I certify that I am aware of and am in compliance with the Federal laws and 
regulations applicable to Federal employees with respect to conduct and 
conflicts of interest related to the performance of my official functions. 
 
 
 
 
____________________  _________________________ ____________ 
Signature    Printed Name   Date 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix B 
 

Research, Mississippi! Inc. 
 

EMPLOYEE RESPONSIBILITIES AND CONDUCT 
 
 

 
 
   

I. PURPOSE:    The Purpose of this policy is to publish the policy, 
procedures, and responsibilities of employees at the Research, 
Mississippi! Inc., Inc. 

 
II. POLICY:  
 

A.  It is the policy of the non-profit foundation that employees have the 
right to expect fair and considerate treatment, decent working 
conditions and sincere concern on the part of the non-profit foundation 
for them as an individual.  The non-profit foundation, in return, expects 
employees to serve diligently, loyally and cooperatively; to avoid 
misconduct and other activities in conflict with their employment; to 
exercise courtesy and dignity; and otherwise to conduct themselves in 
a manner reflecting credit upon themselves and this non-profit 
foundation. 

 
B.  All Non-profit foundation Employees:  

 
1. All non-profit foundation employees are not allowed to accept any 

gifts, samples, gratuities, favors, entertainment, loans, meals, food, 
refreshments incidental to meetings, or anything of monetary value 
from sales representative; will be allowed to accept minor gifts such 
as a pen or mug.  These should be “handout items” and of minimal 
monetary value; 

 
2. Shall not counsel or advise Veterans or their dependents in matters 

outside of their official duties, but will refer them to the appropriate 
designated official; 

 
3. Shall not enter into any financial transaction, including purchases, 

sales or the borrowing or lending of money, with patients or their 
friends or relative; 

 
4. Shall not be involved in decision-making activities which would 

constitute a conflict or interest (e.g., an employee initiating referrals 



or otherwise contracting with outside institutions, agencies or firms 
in which he/she held a material financial interest) or exploit 
professional or organizational relationships for person gain; 

 
5. Shall not procure intoxicants or drugs for, or attempt to sell 

intoxicants or drugs to patients, or give or attempt to give 
intoxicants or drugs unless officially prescribed for medicinal use; 

 
6. Must maintain a professional relationship with patients while they 

are under care and treatment at the Non-profit foundation and must 
not have contact with patients other than in the course of official 
duty.  

 
C. Guidelines for Patients/Staff Interactions:     All health care system staff 

shall act in a manner that   promotes professional, ethical and 
therapeutic relationships between staff and patients or staff and 
patients’ significant others.  Participation in any types of activities or 
relationships with patients or patients’ significant others which is 
contrary to the best interest of the Department of Veterans Affairs (VA) 
and the Veterans it serves may be cause for disciplinary and/or 
adverse actions.  Specific behaviors referred to include, but are not 
limited to, emotional, sexual, and financial involvement with patients’ 
significant others.  

 
III.     DEFINITION: 
 

A. Acceptable Behavior: All staff is expected to conduct themselves in a 
professional, respectful and cooperative manner. 

 
B. Disruptive Behavior:  Behavior that interferes with the orderly conduct 

of foundation business, from patient care to committee work, as it has 
a direct impact on patient safety.  Examples of disruptive behavior may 
include, but are not limited to: 

 
1. Behavior that disrupts the operation of the facility; 

 
2. Behavior that affects the ability of others to do their job; 

 
3. Behavior that creates a “hostile work environment” for fellow 

employees; 
 
4. Behavior that interferes with an individual’s ability to practice 

competently; 
 
5. Behavior that adversely affects or impacts the community’s 

confidence of the facility’s ability to provide quality patient care; 



 
6. Sexual harassment and/or misconduct, assault, fraud, throwing 

equipment, records, or inappropriate behavior; 
 
7. Attacks (verbal or physical) leveled at other members of staff, 

foundation personnel or patients that are personal or go beyond the 
bounds of fair professional conduct (example: shouting, pushing, 
shoving, rude, loud or foul comments, profanity, vulgarity, 
intimidating or threatening language or behavior); 

 
8. Harassment, whether verbal or non-verbal, physical or visual that is 

based on a person’s status, such as sex, color, race, ancestry, 
national origin, age, disability, job status or other recognized group 
status; 

 
9. Impertinent and inappropriate comments or drawings made in 

patients medical records or other official documents that may stray 
from factual information to subjective opinion; 

 
10. Non-constructive criticism addressed to its recipient in such a way 

as to intimidate, undermine confidence, belittle or imply stupidity or 
incompetence; 

 
11. Refusal to accept or disruptive acceptance of assignments, on-call 

responsibility, or participation in committee or departmental affairs 
regarding anything but his or her own terms; 

 
12. Refusal to attend to a patient in his or her care or to answer a 

summons to help a patient in distress or respond to an emergency 
call; 

 
13. Unauthorized handling, possession or us of any drugs or alcoholic 

beverage on premise or working under the influence of controlled 
substance or intoxicants; 

 
14. Falsification of medical or other records; and 

 
15. Retaliation against any member of the health care team who has 

reported an instance of disruptive behavior. 
 

C. Inappropriate Behavior: Conduct that is unsuitable, unacceptable, 
unbecoming, improper, wrong or unprofessional in the work place. 

 
 
 
 



IV.       RESPONSIBILITIES:  
 

A. The Co-Chairs of the Ethics Advisory Committee are responsible for 
orienting all new employees of the non-profit foundation to the policy 
governing employee conduct on the job. 

 
B. Service chiefs are responsible for discussing the policy with all 

employees at least annually and for initiating appropriate disciplinary 
action. 

 
C. Employees are responsible for adhering to this policy. 

 
 
V.         PROCEDURES: 
 

A. New Employee Orientation will include discussion of this policy. 
 

B. Supervisors will discuss this policy with all employees and state that 
employees are subject to disciplinary action for non-adherence. 

 
C. Supervisors will document their annual discussion of this policy with all 

employees in the supervisor’s service (e.g., staff meeting minutes, 
record of training). 

 
D. New employees will sign the attachment to this memorandum, which 

certifies that they read, understand and agree to abide by the contents 
of this numbered memorandum.  The signed attachment will be sent to 
Human Resources Management and filed in the employees’ Official 
Personnel Folder.  

 
E. Employees who witness another employee’s non-adherence to this 

policy are expected to report the incident to their supervisor. 
 

        
  
 
 
Federico Gonzalez-Fernandez, MD, PhD 
President  
 
       ATTACHMENT: Employee’s Acknowledgement 
 
       EXPIRATION DATE: 
 
 
 



Appendix C 
 

RESEARCH, MISSISSIPPI! INC. 

CONFLICT OF INTEREST POLICY AND PROCEDURES 
(Effective June 16, 2016) 

 

(Replace “RMS” with Name of RMS or Acronym.  Additionally, RMSs may have 
different titles for the “chair” and “executive director” positions; modify the policy 
as needed to reflect the title associated with the responsibility of the position.) 

I. Purpose 

This policy is designed to protect the interests of Research, Mississippi! Inc. 
(RMS) by providing guidance on participation in RMS matters that might permit 
an officer, director, or employee to choose personal interests over the interests of 
RMS, or that might call into question the employee’s independence, impartiality, 
or integrity of service to RMS. 

II. Application of Policy 

A. Pursuant to 38 U.S.C. § 7366(c), as amended by Public Law 111-163, §§ 

801-806, all directors, officers, and employees of RMS are subject to this conflict 

of interest policy.  This policy is intended to supplement, but not replace, 

applicable Federal and state laws and Department of Veterans Affairs (VA) 

regulations and policies governing conflicts of interest, including those VA 

policies pertaining to research conflicts of interest. 

B. VA employees statutorily mandated to serve as RMS Directors as part of 

official VA duty (“Statutory VA Directors”) and RMS employees who hold a VA 

Without Compensation (WOC) appointment, or who are detailed or assigned to 

VA under the Intergovernmental Personnel Act, are subject to the Federal conflict 

of interest laws and regulations, which control if in conflict with this policy. 

III. General Policy 

A. Unless authorized by the RMS Board of Directors, an RMS Director, officer, 

or employee is prohibited from participating as part of his RMS duties in any 

matter in which he has a Conflict of Interest or the appearance of a Conflict of 

Interest.  To participate in a matter means to engage in an aspect of the decision-

making process through recommendation, approval, disapproval, investigation, 

advice-giving, or the like, or through the active supervision of a subordinate who 



is so engaged. 

B. The final determination of the existence of a Conflict of Interest or the 

appearance of a Conflict of Interest rests with the Board of Directors of RMS. 

C. Each Director, officer or employee has an obligation to inform the Executive 

Director as soon as he believes that he has a real or potential Conflict of Interest 

or appearance of a Conflict of Interest that could affect his participation in an 

RMS matter. 

IV. Definitions 

A. Business Associate:  A “Business Associate” is any person or entity, other 

than the RMS, with whom an RMS officer, director, or employee:  1) engages in 

the exchange of goods or services for remuneration (other than routine consumer 

transactions); 2) served within the past year as officer, director, trustee, general 

partner, agent, attorney, consultant, contractor or employee; or 3) or any of their 

Relatives serves, seeks to serve, or has an arrangement to serve as officer, 

director, trustee, general partner, agent, attorney, consultant, contractor, or 

employee. 

B. Close Relationship:  A Director, officer, or employee of RMS has a Close 

Relationship with Relatives, members of his household, and Business Associates 

such as general partners. 

C. Conflict of Interest:  A Conflict of Interest exists when the interests of a 

director, officer, or employee is or appears to be competing with the interests of 

RMS.  A director, officer, or employee may be considered to have a conflict of 

interest whenever he or someone with whom he has a Close Relationship has an 

existing financial or other material interest that affects or appears to affect the 

independence, objectivity, or integrity of the director, officer, or employee in the 

discharge of his RMS responsibilities.  Additionally, personal and business 

relationships may cause “dual loyalties” that are unrelated to personal financial 

gain, but nonetheless may raise conflict of interest concerns.   

D. Financial or Other Material Interest:  An RMS director, officer, or employee 

has a “Financial Interest” if through business, investment, or Relatives he has an 

ownership or investment interest in, or a compensation arrangement with, any 

entity or individual with whom RMS has or is contemplating a transaction or 

arrangement. 

E. Key Employee:  An RMS employee with decision-making authority. 



F. Relatives:  For purposes of this policy, “Relatives” are the spouse, parent, 

child, and any other relative by blood or marriage with whom an RMS officer, 

director, or employee has similarly close personal ties, as well as any other 

member of his household.   

V. Disclosure 

A. Duty to Disclose.  All RMS directors, officers, and employees have a duty to 

disclose actual or potential Conflicts of Interest or appearance of a Conflict of 

Interest in accordance with this Policy. 

B. Disclosure Documents.  The Board of Directors shall approve the content of 

the template Disclosure Questionnaire (Attachment A) and the Affirmation of 

Compliance statement (Attachment B) and any future substantive changes to 

them. 

C. Disclosure Procedures 

1. All RMS directors, officers, and employees will complete a 

Disclosure Questionnaire and an Affirmation of Compliance upon initiating their 

association with RMS.  The completed documents are to be submitted to the 

RMS Executive Director. 

2. All RMS directors, officers, and Key Employees will submit to the 

Executive Director a new Disclosure Questionnaire and Affirmation of 

Compliance statement any time a change in circumstances may result in a 

potential conflict of interest, but at least annually. 

3. Employees other than Key Employees will submit to the Executive 

Director a new Disclosure Questionnaire and Affirmation of Compliance 

statement any time a change in circumstances may result in a potential conflict 

of interest. 

D. Review 

1. The Executive Director shall conduct a preliminary review of all 

Disclosure Questionnaires.   

2. The Executive Director will provide to the Board of Directors any 

Disclosure Questionnaire of a director, officer or Key Employee that contains a 

disclosure (i.e. a “yes” response).  The Board will determine whether a conflict 

exists and if so, how to manage the conflict, if possible.  Disclosure 

Questionnaires containing no disclosures and the Affirmation of Compliance 



statements need not be submitted to the Board of Directors. 

3. The Executive Director will provide to the Chair of the Board (or 

equivalent position) and the employee’s supervisor, the Disclosure 

Questionnaire of a non-Key Employee that contains a disclosure.  The Chair, 

supervisor, and Executive Director will determine if the disclosure represents a 

real or potential Conflict of Interest that requires consideration by the Board. 

E. Sanctions.  Failure to disclose as required by this Policy may result in 

sanctions, up to and including dismissal from RMS.  

F. Tracking.  The Executive Director shall ensure that all RMS personnel fulfill 

their disclosure requirements and shall ensure that written documentation 

showing fulfillment of such requirement is maintained for three years.  

G. Confidentiality.  Disclosure Questionnaires may contain confidential 

information and will be treated as confidential documents.   

H. Storage and Retention.  The Executive Director will maintain Disclosure 

Questionnaires and Affirmations of Compliance statements with the official 

records of RMS in a secured container.  The Disclosure Questionnaires and 

Affirmation of Compliance statements will be retained for at least three years with 

the most recent version of each retained until the end of the individual’s RMS 

relationship.   

VI. Requirement for Board Review of Potential Conflicts 

A. Whenever there is reason to believe that a potential conflict exists between 

any interest of an RMS board member, officer, or employee, and their duty to the 

RMS, the Board will promptly convene a meeting to determine whether a Conflict 

of Interest exists and the appropriate response.   

B. Any response by the Board will include, but may not necessarily be limited to, 

invoking the procedures described below with respect to a specific proposed 

matter.  

C. If there is reason to believe that a potential conflict affects VA interests, the 

Board will bring the potential conflict to the attention of the appropriate VA 

authorities which may include the facility Research Conflict of Interest Committee 

or a VA OGC Deputy Ethics official.  

 



VII. Procedures for Determining and Managing Conflicts of Interest 

A. When a potential conflict exists between the interests of RMS and a director, 

officer, or employee, the Board will consider the matter during a meeting of the 

Board.  The affected individual shall recuse himself from participating in the 

potential Conflict of Interest and from the Board meeting at which the potential 

Conflict of Interest is considered. 

B. Procedures.  Until such time as the Conflict of Interest is resolved, the 

affected individual shall recuse himself from participating in the matter that 

invoked the potential Conflict of Interest concern. The following procedures will 

apply: 

1. Board Review.  A director, officer, or employee who has a potential conflict 

of interest with respect to a proposed RMS decision, policy or transaction or 

arrangement (an “interested party”) will not participate in any way in, or be 

present during, the deliberations and decision-making vote of RMS with respect 

to such matter.  However, that person will have an opportunity to provide factual 

information about the proposed conflict and/or matter regarding the potential 

conflict.  Also, the Board may request that an interested party be available to 

answer questions.  Board options include, but are not limited to: 

a. Allowing the proposed matter to go forward upon finding it in the best 

interests of RMS;   

b. Prohibiting the proposed matter from going forward if it is found to have 

been irreparably tainted by the Conflict of Interest;  

c. Approving mitigating actions (including but not limited to recusal, limitation 

of duties, transfer or reassignment, additional supervisory review or other action 

considered appropriate by the Board); or 

d. Recommending an alternative arrangement.  

2. Vote.  A decision by the disinterested members of the Board will be made 

by vote of a majority of members in attendance at a meeting for which a quorum 

is present. An interested director will not be counted for purposes of determining 

whether a quorum is present, or for purposes of determining what constitutes a 

majority vote of directors in attendance.  Any person who is the subject of such 

vote shall not be present. 

 
3. Minutes.  The minutes of the Board meeting will reflect that the conflict 



disclosure was made to the Board, the vote taken and, when applicable, the 

abstention from voting and participation by any interested party.  Whenever 

possible, the minutes should frame the decision in such a way that it provides 

guidance for consideration of future conflict of interest situations.  

 
VIII. Violations of Conflict of Interest Policy 

A. If a director, officer, employee, or the supervisor of an RMS employee, has 

reason to believe that any other director, officer, or employee has failed to 

disclose an actual or potential conflict of interest, such person has a 

responsibility to inform the chair of the Board or the executive director of their 

belief and its basis.  In such event or should the chair of the Board, executive 

director, or any member of the Board become aware of a possible violation of this 

Policy, the chair of the Board, executive director, or other Director will refer the 

matter to the Board.  The Board will inform the person of the allegation and will 

allow the person an opportunity to explain the alleged failure to disclose. 

B. If, after affording an RMS director, officer, or employee with a potential or 

actual conflict an opportunity to disclose all material facts, the Board decides that 

such an individual has in fact failed to disclose a possible conflict of interest, the 

Board will determine the corrective steps to be taken and/or disciplinary action.  

IX. Training 

A. Requirements 

1. All Directors, officers, and employees (including those with VA WOC 

appointments to conduct VA research or education activities) shall receive 

training on this Policy within ninety (90) days of hire or affiliation with RMS. 

2. Directors, officers, and Key Employees shall receive training on this Policy 

annually thereafter.  

B. Tracking.  The Executive Director shall ensure that all RMS personnel fulfill 

their training requirements and shall ensure that written documentation of such 

training is maintained for three years. 

C. Sanctions.  Failure to fulfill the Training requirement may result in sanctions 

up to and including dismissal. 

 



Appendix D 

RMS Conflict of Interest Confidential Disclosure Questionnaire 

Please complete the questionnaire below, indicating any potential conflicts of 
interest. If you answer "yes" to any of the questions, provide a written description 
of the details in the space allowed. Attach additional sheets as needed.  Submit 
your completed form to the RMS executive director. 

A.  Financial Interests. A conflict may exist when an RMS director, officer or 
employee or any of their relatives may directly or indirectly benefit or profit as a 
result of a decision, policy, transaction or arrangement made by RMS.   

During the past 12 months (for each “yes” response, please describe below or on 
a separate page): 

1. Has RMS proposed to contract or contracted to purchase or lease goods, 
services, or property from you, a relative or a business associate? 

 Yes  No 

2. Are you related to any current or prospective RMS director, officer or 
employee, or to the supervisor of any RMS employee? 

 Yes  No 

3. Have you, a relative or a business associate been provided with a gift, 
gratuity or favor of a substantial nature from a person or entity that does business 
or seeks to do business with RMS? 

 Yes  No 

4. Have you, a relative or business associate been gratuitously provided use of 
the facilities, property, or services of RMS? 

 Yes  No 

5. Are you, a relative or a business associate in a position to benefit financially 
from decision, policy, transaction or arrangement made or to be made by RMS? 

 Yes  No 



B.  Other Interests.   A conflict may also exist when an RMS officer, director, 
employee or any of their relatives may obtain a non-financial benefit or 
advantage that they would not have obtained absent their relationship with RMS, 
or when their duty or responsibility owed to RMS conflicts with a duty or 
responsibility owed to some other organization. 

During the past twelve months, please circle yes or no (for each “yes” response, 
please describe below or on a separate page.): 

1.  Did you obtain for yourself or any other person or organization preferential 
treatment, promotion, recognition or a non-salaried appointment as a 
consequence of your association with RMS? 

 Yes  No 

2.  Did you make use of confidential information obtained from RMS for your own 
benefit or for the benefit of any person or organization other than VA or your 
RMS? 

 Yes  No 

3.  Did you take advantage of an opportunity or enable any person or 
organization to take advantage of an opportunity that you had reason to believe 
would be of interest to RMS? 

 Yes  No 
4.  Were you in a position to benefit in a nonfinancial way from a decision, policy, 
transaction or arrangement made by RMS? 

 Yes  No 

Other - Describe any other circumstances or relationships you or a relative may 
have that you believe may assist RMS in protecting its interests and preventing 
conflicts of interest: 

_____________________________ __________________________ ____ 
Name  Signature Date 



Appendix E 

RMS Conflict of Interest Affirmation of Compliance 

I have received and carefully read the Conflict of Interest Policy for directors, 
officers and employees of RMS and have considered the literal expression of the 
policy as well as its intent.  By signing this affirmation of compliance, I hereby 
affirm that I have read, understand and agree to comply with the RMS Conflict of 
Interest Policy.  I further understand that RMS is a nonprofit organization and that 
in order to maintain its federal tax exemption it must engage primarily in activities 
that accomplish one or more of its tax-exempt purposes without personal 
inurement, other than by salary.  

Except as otherwise indicated in the Disclosure Questionnaire and attachments 
below, I hereby state that neither I nor any relative or business associate has any 
conflict of interest, financial or otherwise that may be seen as competing with the 
interests of RMS.  Also, neither I nor any of my relatives or business associates 
benefit from any action, policy or transaction made by RMS in a manner that has 
not been previously disclosed. 

If any situation should arise in the future that I believe may involve me in a 
conflict of interest, I will promptly and fully disclose the circumstances as 
appropriate: 

 For members of the Board, officers and the executive director:  the chair of 

the Board 

 For key administrative employees:  the executive director 

 For employees directly or indirectly engaged in VA research or education:  

supervisor and the executive director 

I further certify that the information set forth in the Disclosure Questionnaire and 
attachments, if any, is true and correct to the best of my knowledge, information 
and belief. 

_____________________________________ 
Name (Please print) 

_____________________________________ ________ 
Signature Date 

For directors, officers and key employees:  Annual reaffirmation 

_____________________________________ _________ 
Signature Date 



 
Attachment A 

 
EMPLOYEE’S ACKNOWLEDGEMENT 

 
 
TO:   RMS Board of Directors  
 
SUBJ:  Policy of Non-profit foundation on Employee Responsibility and 
Conduct 
 
I hereby acknowledge receipt of Policy Memorandum, “Employee 
Responsibilities and Conduct” and certify that I have read all of the policies and 
instructions in this memorandum and will abide by them during the term of my 
employment. 
 
 
 
____________________________   
Print Employee’s Name 
 
 
 
 
_____________________________    
Employee’s Signature 
 
 
_________________ 
Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
    

Research, Mississippi! Inc. 

1500 Woodrow Wilson Dr 
Jackson MS 39216 

Receipt of Employee Handbook 

 
 
I acknowledge that I have received a copy of the NPC Employee Handbook and 
that I am responsible for reading and understanding the policies and procedures 
described therein. 
 
I agree to abide by the policies and procedures contained within the handbook. I 
understand that the policies and benefits contained in this employee handbook 
may be changed, modified or deleted at any time. I further understand that 
neither this manual nor any other communications by a management 
representative is intended to be a contract of employment and that my 
employment with the NPC is strictly “at will” and may be terminated at any time 
with or without cause or notice. 
 
If I have any questions regarding the content or interpretation of this handbook, I 
will bring them to the attention of the NPC office. 
 
 
 
 

Name: _____________________________________ 
 
 
Signature: __________________________________ 
 
 
Date: ______________________________________ 
 
 
Date Hired: _________________________________ 

 
 
 
 
 
 
 
 
 


