Duffy, Daniel F’_@:ﬂ-‘— 8&5_-5,

From: quayer@coned.com

Sent: Thursday, June 14, 2012 3:15 PM

To: Cuify, Daniel

Ce: Taorres Rojas, Genara; Van Duyne, Sheree
Subject: Freedom of Information Online Request Form
Information:

First Name: Rossalyn

Last Name: Quaye

Company: Consolidated Edison Company of New York, Inc.
Mailing Address 1: 4 Irving Place
Mailing Address 2: Room 16185
City: New York

State: NY

Zip Code: 10003

Email Address: quaver@coned.com
Phone: 212-460-6549

Required copies of the records: No

List of specific record(s):
I am requesting a copy of the Port Authoritys Code of Ethics that governs board and employee conduct, [ am
specifically interested in conflict of interest and gift rules.



THE PORT AUTHORITY OF NY &NJ

Daniel D. Duffy
FOI Administrator

July 31, 2012

Ms. Rossalyn Quaye

Consolidated Edison Co. of New York
4 Trving Place Room 1618S

New York, NY 10003

Re: Freedom of Information Reference No. 13255

Dear Ms. Quaye:

This is a response to your June 14, 2012 request, which has been processed under the Port
Authority’s Freedom of Information Code (the “Code”) for a copy of the Port Authority's Code
of Ethics that governs board and employee conduct.

Material responsive to your request and available under the Code can be found on the Port

Authority’s website at hitp://www.panynj.gov/corporate-information/foi/13255-O.pdf. Paper
copies of the available records are available upon request.

Please refer to the above FOI reference number in any future correspondence relating to your
request.

Very truly yours,

Daniel D.
FOI Administrator

225 Park Avenue South
New York, , MY 10003
72212435 3642 F 212435 7555
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BOARD OF COMMISSIONERS - CODE OF ETHICS

It is the policy of The Port Authority of New York and New Jersey that the
Commissioners and employees reflect the highest standards of integrity in the public service. As
the governing body of the Port Authority, the Board of Commissioners has from time to time
expressed its continuing belief that it is essential that the conduct of the Commissioners and
employees of the Port Authority hold the respect and confidence of the peoples of the States of
New York and New Jersey and that the public know that no conflict exists between private
interests and official duties.

To this end, the Board, on April 10, 1980, directed the Executive Director to promulgate
a Code of Ethics for the staff to provide a clear statement of the principles governing the conduct
of Port Authority employees and those doing business with the Port Authority. Accordingly,
there has been a Code of Ethics and Financial Disclosure, as amended from time to time, for staff
for the last twenty-eight years. In addition, from time to time the Board has expressed its
continued commitment to the highest principles of ethical conduct, updating its ethics policy to
indicate that each Commissioner shall conform to the conflict of interest laws applicable to
unsalaried officers of their respective States.

The Port Authority’s By-Laws, as adopted by the Board on May 22, 2008 (the By-Laws),
provide for the Governance and Ethics Committee to, among other items, recommend, develop
and maintain a Code of Ethics for the Board.

On the recommendation of the Governance and Ethics Committee in accordance with
Article VIII, Section G-5 of the By-Laws, the Board is adopting a Code of Ethics incorporating
applicable requirements of law (which are substantially similar in the States of New York and
New Jersey with respect to unsalaried public officers) and Port Authority policy to govern the
conduct of Port Authority Commissioners.

Whereupon, the following resolution was unanimously adopted with Commissioners
Bauer, Chasanoff, Coscia, Grayson, Hochberg, Holmes, Pocino, Sartor, Silverman and Steiner
voting in favor; none against:

RESOLVED, that the Code of Ethics for Port Authority Commissioners set
forth immediately below, which shall also apply to such Commissioners when acting
as Directors of Port Authority wholly owned entities, is hereby adopted.

Code of Ethics for Port Authority Commissioners
1. Standards of Conduct
Each Commissioner shall ‘comply with all applicable laws, rules and

regulations applicable to the Commissioner as an unsalaried public officer from
his/her state of appointment.
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If a Commissioner believes he or she has an actual or potential conflict of
interest with respect to a particular matter, the Commissioner shall promptly notify
General Counsel. If a Commissioner receives a contact from a lobbyist seeking to
solicit or secure a Port Authority contract at any point in the procurement process, the
Commissioner shall report the contact to General Counsel.

2. Disclosure

Solely for purposes of providing financial disclosure to General Counsel,
each Commissioner shall furnish General Counsel annually with financial
information consistent in format and substance with the information required to be
filed by unpaid officers who hold policy-making positions in the state of his or her
appointment. Subsequent to providing this annual information, during the year each
Commissioner shall furnish General Counsel with any material changes in the
information provided, and call to General Counsel’s attention any other specific
relationships with firms with which the Port Authority or one of its wholly owned
entities does, or may do, business.

Commissioners shall disclose, on an annual basis, any outside business
dealings that they, their employers, or their immediate family members (which for
purposes of providing this disclosure shall be limited to their spouses or domestic
partners and dependent children) have had with the Port Authority during the
previous year. Such disclosure shall be made in a certification submitted by each
Commissioner to General Counsel, who shall cause a schedule incorporating the
information provided in such certifications to be provided to the Board and posted on
the Port Authority’s Internet Web site.

3. Camﬁaign Contributions
A Commissioner shall not request or demand that any Port Authority
employee make or offer to make any monetary contribution to the political campaign

of a Commissioner, or to any political campaign committee for the specific benefit of
a Commissioner.

-end-
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serving in the Public Interest:

The Guide to
Port Authority
Ethical Standards

THE PORT AUTHORITY OF VY & N1J



Foreword

This guide was first issued in 1988 under the title “The
Port Authority Way: A Guide to Ethical Standards.” It
is designed to reinforce your familiarity with and under-
standing of the Port Authority’s Code of Ethics and
Financial Disclosure and ethics policies. It is not
intended to be exhaustive, and it cannot contain the full
detail of every single policy.

As you read through this guide, please remember that
there is no way to address every conceivable circum-
stance that might arise. You must exercise intelligence,
common sense and good judgment to apply the princi-
ples in this guide to each situation you encounter. This
guide provides basic guidelines and references to more
detailed Administrative Policy Statements (AP’s), Port
Authority Instructions (PAI’s), the General Rules and
Regulations for All Port Authority Employees, Office
Memoranda and other sources of policy information
familiar to us. The Appendix to this guide provides a
listing of those sources, which are available to each and
every employee. This guide will be updated from time
to time to reflect changes or additions as appropriate.
If you have questions, you should read the documents
referred to or consult the appropriate people (see
“Where to Go For Assistance and Advice,” Page 37).

November 2000
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Introduction

All of us who are associated with The Port Authority of
New York and New Jersey take pride in an organization
which is considered to be one of the outstanding public
agencies in the nation. We have achieved this reputation
because of our high standards of performance, clear
dedication to our mission, and strong belief in our core
values: Responsibility, Quality, Accountability, Integrity.

To emphasize our high ethical standards, the Port
Authority (PA) has published, over the years, adminis-
trative policies and publications to provide standards for
employee conduct and performance. Each of us is
expected to be familiar with these instructions and poli-
cies and to act in a manner consistent with the spirit as
well as the letter of these standards. For example, you
should not, by your conduct, give the appearance that
anyone can improperly influence you, nor should you
act in a way that might reasonably lead to the conclu-
sion that you are engaged in acts which are in violation
of the public trust.

This guide contains several examples which illustrate
what would (or would not) constitute a violation of
certain policies or provisions. While some of these may
appear to be obvious to you, many of the examples
have been written so as to be clear to any reader.

Our standards of ethical conduct call for a high degree
of discipline and judgment in carrying out our work
responsibilities. It is our intention to enforce these
standards diligently to maintain the level of integrity to
which we all mutually aspire. Accordingly, a breach of

our standards or other wrongful behavior will subject
an employee to disciplinary action, including dismissal
when warranted.

It should be clear, however, that by maintaining a com-
mitment to do what is right and fair with respect to the
public we serve and the organization as a whole, we will
sustain and continue to strengthen the well-deserved
reputation that the PA has earned for SERVING IN
THE PUBLIC INTEREST.



The Code of Ethics and
Financial Disclosure

The Code of Ethics and Financial Disclosure has been
established to help the Port Authority and its employ-
ees maintain the highest levels of honesty, ethical con-
duct and public trust.

The provisions of the Code of Ethics and Financial
Disclosure apply to every employee. (Note: This is so
regardless of whether or not an employee must file a
Financial Disclosure Statement.)

An employee should not by his/her conduct give a rea-
sonable basis for the impression that any person can
improperly influence him/Zher or unduly benefit from
his/her favor in the performance of his/her official
duties.

Conflict of Interest

We are responsible for conducting business solely in the
public interest. Each of us bears a responsibility to
avoid financial or other interests which could create a
conflict between our official responsibilities and our
personal affairs.

A conflict of interest exists when an employee partici-
pates directly or indirectly in a Port Authority transac-
tion when the employee knows that he/she (or a mem-
ber of his or her immediate family) has a financial or
other interest in the transaction or in a business
involved in the transaction, or is negotiating or has an
arrangement concerning prospective employment with
persons or businesses involved in the transaction.



In any case where an employee believes his/her situ-
ation at work might present a conflict or other ethi-
cal issue, the employee must immediately disclose
the details to the attorney designated by General
Counsel under the Code of Ethics and Financial
Disclosure.

Example: Bob’s daughter is a high-ranking officer and
part owner in Acme Corporation. Bob may not, in the
course of his Port Authority duties, administer a con-
tract or otherwise participate in transactions between
the Port Authority and Acme Corporation.

Example: Margaret’s duties include typing leases and
she is acquainted with an individual employed by Big
Firm, Inc., which is renegotiating a lease with the Port
Authority. Even though she is typing this lease, if she is
not involved in the transaction through decision,
approval, disapproval, recommendation, influence,
advice, investigation or audit, or the individual is not a
member of her immediate family, Margaret does not
have a conflict of interest.

References: AP 20-1.15, General Rules and Regulations

Post-Employment Restrictions

People who have served as Port Authority employees are
covered by the post-employment restrictions contained
in the Code of Ethics and Financial Disclosure.

The post-employment restrictions address ethics prob-
lems that sometimes arise when a Port Authority
employee leaves Port Authority service to work else-

where. These restrictions are necessary to prevent Port
Authority employees who know they are leaving Port
Authority service from, consciously or otherwise, giving
favorable treatment to potential employers or acting so
as to situate themselves better for contemplated
employment elsewhere. Port Authority policy mini-
mizes the potential for impropriety or the appearance of
impropriety by prohibiting participation in any capacity,
by a former Port Authority employee, on behalf of any-
one other than the Port Authority, in connection with
any contract, including a lease or a claim, in matters
where the Port Authority is a party or has a direct and
substantial interest, for one (1) year after an individual
leaves the Port Authority.

An exception to the one-year bar has been established
for individuals who were not required to file a Financial
Disclosure Statement (see “Financial Disclosure,”
below) prior to leaving Port Authority service and
whose employment has been terminated because of par-
ticipation in a retirement incentive program, or because
of economy, consolidation or abolition of functions,
curtailment of activities or other reduction in the work
force.

A former Port Authority employee is permanently barred
from participating in any capacity, on behalf of anyone
other than the Port Authority, in connection with any
contract, including a lease, or a claim in which the former
employee participated directly or indirectly while a Port
Authority employee, where the Port Authority is a party
or has a direct and substantial interest.



An exception to both the one-year bar and the perma-
nent bar has been established for (i) individuals working
in government service; and (ii) certain individuals who
were lower-level temporary Port Authority employees
performing routine, ministerial tasks, provided that in
either case the former employees were not required to
file a Financial Disclosure Statement.

Contracts with current Port Authority employees for
post-employment consulting work for the Port
Authority (or its subsidiaries) require prior approval of
the Board of Commissioners. Contracts with former
Port Authority employees for consulting work for the
Port Authority (or its subsidiaries) require prior
approval of either (i) the Board of Commissioners (if
the former employee was subject to financial disclosure
requirements) or (ii) the Ethics Board.

Example: Peter leaves his job with the Engineering
Department to work for an engineering consulting
firm. He may take the job, provided that he does no
work in connection with any Port Authority contract or
claim in matters where the Port Authority is a party or
has a direct and substantial interest, within one year of
leaving his job.

Example: Four years after leaving her job with the
Port Commerce Department in the planning division,
Olivia is hired by a developer to implement a land
transaction between the developer and the Port
Authority contemplating the development of a shop-
ping center on a parcel of land the developer rents from
the Port Authority. If she had participated through
decision, approval, disapproval, recommendation, influ-
ence, advice, investigation or audit in the land transac-
tion while at the Port Authority, she is prohibited from
accepting the job.

Example: Dave, a Port Authority clerical aide who is a
temporary employee working in a file room, leaves the
Port Authority to work for a temporary employment
agency. Dave was not required to file a Financial
Disclosure Statement. He may take an assignment to do
filing work for the Port Authority (as the employee of
the temporary agency) within one year of his departure
from Port Authority service.

Example: Brenda decides to participate in a Port
Authority retirement incentive program, and leaves her
position as a financial analyst in the Aviation
Department. Since she was required to file a Financial
Disclosure Statement, she may not work for a consult-
ing firm on a Port Authority contract within one year
of leaving her Port Authority job.

References: AP 20-1.15

Confidential Information

In the course of work, employees often acquire or
become entrusted with confidential information con-
cerning Port Authority business, finances, or other sen-
sitive matters. Such information should not be dis-
closed to non-Port Authority individuals without prior
authorization. Should an active or former employee
knowingly make use of confidential information for his
or her own or another person’s actual or anticipated
gain, such action would constitute a breach of the Port
Authority’s ethical standards.

If any person attempts to in any way disclose informa-
tion of a commercial nature to any Port Authority
employee and there is any suggestion that the informa-
tion is submitted in confidence and that compensation



for the use of the information is expected, the employee
must immediately advise the person that he/she cannot
accept any such information relating to the Port
Authority or to their Port Authority duties in confi-
dence and that he/she has no authority to commit the
Port Authority to pay for any information or its use.
This policy relates only to information submitted with
the primary aim of financial profit to the submitter, and
its provisions do not apply to transactions that arise in
the normal course of Port Authority business. The
objective of the policy is to protect the Port Authority
against claims alleging that information of a commercial
nature disclosed to the Port Authority was used by it
either in violation of a confidential relationship or in
violation of an implied promise to pay for it.

(Any questions concerning what confidential informa-
tion may or may not be disclosed should be brought
first to the attention of your unit supervisor or depart-
ment head, as appropriate, for instruction.)

References: AP 20-1.15, PAI and AP 20-6.02, General
Rules and Regulations

Financial Disclosure

The Port Authority uses a number of methods to focus
attention on our individual ethical responsibilities, chief
among which is the Financial Disclosure Statement fil-
ing requirement under the Code of Ethics and
Financial Disclosure. This Statement allows employees
to consider and document their outside financial and
other interests, and serves to remind employees about
the importance of avoiding situations where certain
aspects of their private lives may come into ethical con-
flict with their duties and responsibilities as Port
Authority employees.

By making information about the activities and invest-
ments of covered individuals available to the attorney
designated under the Code of Ethics and Financial
Disclosure and the public, the Port Authority and the
people it serves can better determine the existence of a
conflict of interest or potential violation of public trust.

Every employee at or above Level B-97, and other
employees designated from time to time by their direc-
tor based on the nature of the employee’s job responsi-
bilities, must complete a Financial Disclosure Statement
and submit it to the Law Department on or before May
1 of each year. Such employees who have not previous-
ly filed a Statement must file within 30 days of hiring or
promotion, as well. Information is requested concern-
ing the employee and certain members of his or her
family.

A filer may, at the time a Statement is completed, certify
as to the lack of an interest or involvement in a Port
Authority transaction on the part of a spouse or unmar-
ried dependent child, in lieu of making certain detailed
disclosure with respect to such family member.

The information disclosed in the Statement is subject to
internal and public inspection within the limits provid-
ed in the Code of Ethics and Financial Disclosure and
the Port Authority’s policy and procedure on Freedom
of Information. The Code requires each Statement
submitted to the Law Department to be filed under
lock and key, with limited internal access to a State-
ment. When a member of the public asks to inspect a
Statement, the employee who filed it is advised of the
request and the identity of the requester before a deci-
sion is made on the request. The employee is advised
of the final decision, when made.



A filer may, at any time, request in writing to the Law
Department that any item disclosed in the Statement be
withheld from public inspection because public inspec-
tion of that item would be an unwarranted invasion of
privacy. Such request must state specifically the reason
why the item should not be disclosed. The decision as
to whether such request is granted shall be communi-
cated to the employee at least ten (10) days prior to
final disposition of the request for public inspection of
that Statement.

References: AP 20-1.15, PAI and AP 15-2.03, General
Rules and Regulations, Financial Disclosure Statement
(and instructions), Form PA 3375

Personal Conduct

Employees are expected to be scrupulous in their conduct
with regard to the public and in business dealings, as well
as in their relationships with other employees.

General Personal Conduct

Relations with fellow employees, as well as those with
the public and supervisors, should be handled with tact
and courtesy at all times. It is important that public
and business contacts be conducted with politeness and
respect. Polite handling of complaints and criticisms,
and immediate corrective action or reference to a super-
visor, are necessary. An employee’s name and/or num-
ber shall be given promptly to anyone on request.

No employee shall commit any act or neglect any duty
which in any way is prejudicial to good order, disci-
pline, or efficiency, or reflects unfavorably upon the
good name and reputation of the Port Authority, or
adversely affects the interests of the Port Authority or
those of the general public.

References: General Rules and Regulations

Using Influence and Seeking Privileges

Attempts by employees to obtain preferential treatment
through influence, political or otherwise, are strictly
prohibited. No employee may, directly or indirectly,
use or attempt to use his or her employment with the
Port Authority to secure unwarranted privileges,
exemptions, or other benefits for himself or herself or



for others. No transportation or any kind of special
treatment is to be solicited or accepted from Port
Authority patrons or tenants.

Furthermore, in no instance should employees use their
Port Authority employment to secure jobs with Port
Authority contractors, tenants or others with whom we
do business on behalf of members of their own or of
another employee’s family.

Example: Stu is a Port Authority employee whose car
is towed from his apartment development because the
vehicle’s registration expired. He is told by his
Building Manager that in order to claim the vehicle he
will have to pay the $90 towing fee as well as $15 per
day in storage charges. When Stu contacts the towing
company to arrange to reclaim the vehicle, he realizes
that the company is the same one that has the exclusive
vehicle towing contract for his facility. Stu may not try
to use his status as a Port Authority employee to
attempt to get a discount or waiver of fees for the tow
job.

References: AP 20-1.15, General Rules and Regulations

Gifts and Gratuities

Employees are not to offer or accept gifts or gratuities of
any kind, or accept cash, cash discounts or other favors
which might tend to obligate them to any individual or
organization which does or is likely to do business with
the Port Authority. Where retail discounts are available to
the general public or where retail discounts are available
to all employees (Port Authority and non-Port Authority)
who work at a multi-tenant facility, such discounts may be
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accepted. Gratuities may be accepted where they are
specifically authorized (such as tips to Redcaps). In
addition, employees should not accept any kind of special
treatment from patrons, tenants, or organizations doing
business or which are likely to do business with the Port
Authority. Further, supervisors should never solicit
contributions from any employee under their supervision.

Gifts of trifling value (for example, souvenir T-Shirts,
coffee mugs) may be accepted as long as they are not
intended to influence or reward the recipient. Clear-
ance should be obtained from the employee’s director.

If an employee is compelled to accept a gift other than
one of trifling value, it should be brought to Port Autho-
rity offices to be put in the custody of the Port Authority.

Example: Patricia is an Accountant in the Comp-
troller’s Department. Her responsibilities include pro-
cessing payments to a vendor, Tom Mackenzie. During
the holiday season, Tom sends Patricia a basket of cheer
valued at $300 to thank her for providing assistance
during the year. Patricia should advise her supervisor of
the gift she received and return the basket of cheer to
the vendor with a letter indicating that it cannot be
accepted under Port Authority policies.

Example: Jane, a Senior Property Representative, travels
to Asia to meet with potential tenants for the World
Trade Center. As is their custom, they present her with
a gift. Since it would be an affront for Jane not to
accept the gift, she should accept it. Jane should turn
the gift over to the Port Authority’s custody for possible
public display.

11



Attempts to bribe Port Authority employees represent
flagrant attacks on the integrity of the agency and its
employees. To assist the Port Authority in preserving
the highest level of integrity, employees should be per-
ceptive and alert to such overtures and take the follow-
ing action when bribery overtures are made: (i) avoid
any statement or implication that the employee will or
will not accept the bribe; (ii) attempt to hold the matter
in abeyance; (iii) report the matter directly to the Office
of the Inspector General promptly or as soon as practi-
cal; and (iv) avoid unnecessary discussion of the matter
with anyone.

References: PAI 20-1.06, AP 20-1.15, General Rules
and Regulations

Attendance at Business/Social Functions

Attendance at business-related luncheons and dinners is
generally permissible under our policies. Staff should
first focus on whether the business meeting needs to be
over a meal, at all. Additionally, individual departmen-
tal guidelines regarding approval and other matters
must be complied with. Regarding business-related
meals, if an employee initiates the appointment, the
employee should pay for his/her meal. When the other
person initiates it, the Port Authority employee should
pay for his/her own meal, unless he/she has an on-
going business relationship with the other person, in
which case reciprocal (alternating) payment of compa-
rable bills is permissible on an occasional basis.

Attendance by Port Authority staff at social events as
the guest of anyone with whom the Port Authority
does, or is likely to do, business, should be handled
with discretion. If failure to attend would be an embar-

12

rassment to the Port Authority, or if there is other
demonstrable value to the Port Authority in attending,
prior approval in writing from the director should be
obtained. Good judgment should be used in limiting
the number of Port Authority staff attending.

If an employee attends a social function on his/her own
time and at his/Zher own cost, there is no need for
director approval.

If ten (10) or more staff members representing the Port
Authority are attending an event, regardless of who
pays, the prior written approval of the Chief of Staff is
also required.

If an employee is offered a gift, door prize or raffle win-
nings other than of trifling value at a social/business
event, he or she:

e cannot accept it if the Port Authority paid for
his/her attendance (even if the employee personally
pays for the raffle ticket);

« cannot accept it if the employee is the guest of a Port
Authority business partner or third party, and if the
Port Authority authorized his/her attendance;

« can accept it if the employee paid for all costs and
if personal or vacation time is used.

Where all Port Authority employees who work at a
multi-tenant facility are invited to a holiday party or
open house (along with all others who work at the
facility), their attendance is appropriate. If attendance
is somehow targeted to a more restricted group of
employees and other facility workers, the situation
should be treated and dealt with as attendance at a
social event, as described above.

13



Example: John is a Manager at Port Newark and he
attends (at the Port Authority’s expense) a dinner spon-
sored by an association of port tenants. A raffle takes
place for a four-day Bermuda cruise. If John wins the
cruise, he cannot accept the prize, since the Port
Authority paid for him to attend this function.

References: PAI 20-1.06, AP 30-3.51

Outside Employment

Port Authority employees are required to request and
obtain permission from their unit head and their direc-
tor to engage in compensated non-Port Authority
employment (including but not limited to self-employ-
ment, sole proprietorship, partnership, family-owned
corporation, etc.). Permission may be granted provided
that the work performed, whether for others or oneself,
is in accord with the Code of Ethics and Financial
Disclosure, is not prejudicial to the Port Authority’s
interests and the employee’s job duties do not suffer.
Such permission must be obtained at least on an annual
basis. Permission to engage in outside employment
does not relieve employees from compliance with the
Code of Ethics and Financial Disclosure.

Supervisors should not solicit or engage any employee
under their supervision to perform outside employment.

Example: Betty, who works in the Aviation
Department, is in regular and continuous contact with
Never Ice, a company that provides de-icing chemicals
and delivery systems for airplanes and runways. Her

14

Port Authority duties involve the award and administra-
tion of supply and services procurement contracts for
Port Authority airport facilities. One of these contracts
is with Never Ice. She may not be retained by Never Ice
as an expert witness on airport de-icing procedures in a
lawsuit involving a 1985 accident in Philadelphia.

Example: Archie is an Associate Designer (Electrical)
in the Engineering Department. He may do “free-
lance” artwork and drafting work on his own time for
certain corporate clients, provided he gets prior written
approval from his unit head and director, on the basis
that (1) his Port Authority duties will not suffer, (2)
such outside employment is not prejudicial to the Port
Authority’s interests, and (3) he does not participate in
Port Authority transactions involving his outside clients
(and so does not have a conflict of interest under the
Code of Ethics and Financial Disclosure).

References: PAl and AP 20-1.04, AP 20-1.15, General
Rules and Regulations, Office of the Executive Director -
Office Memoranda 9-81 and 15-87

Political Activities

Given the unique bi-state character of the Port Authority,
independent of state and local elections, the agency since
its inception has carried out its responsibilities in a
non-partisan manner for the public good. Accordingly,
partisan political involvement is inappropriate.
Employees must not use their official authority or influ-
ence to interfere with elections or nominations for any
federal, state, county, or municipal office or actively

15



work to affect their results. Employees may, however,
pursue non-partisan candidacies for membership on the
board of a public agency or institution, such as a Board
of Education, provided that their department or office
head and the Director of Human Resources decide that
the holding of such local office will not conflict or
interfere with the discharge of their Port Authority duties.

In addition, employees may not directly or indirectly
induce or counsel other employees to make any
political contribution and may not actively participate
personally or in support of partisan political campaigns.

There is no intent to interfere with employee rights as
citizens to vote and express personal views on political
subjects and candidates. Employees may make reason-
able voluntary campaign contributions to any regularly
constituted political or campaign organization for its
general expenditures. By “reasonable” is meant an
amount not so much as to make the employee a
prominent contributor, identified with either the
candidate or the party.

Example: Veronica wishes to become a candidate for
an unpaid appointment, nomination or election to her
local school board. Neither the Code of Ethics and
Financial Disclosure nor the policy on Outside Employ-
ment is applicable. However, she may accept such
appointment, nomination or electoral office only if her
director and the Director of Human Resources decide
that her holding this office will not conflict or interfere
with her Port Authority duties.

References: PAI and AP 20-1.07
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Employment of Relatives

In pursuit of its policy to seek the best qualified
candidates to fill position vacancies, the Port Authority
allows its staff to refer relatives for employment
consideration because such referrals have proven over the
years to be a good complement to our other applicant
sources. Selection of the best qualified candidate is
made from a pool of all applicant sources, within certain
restrictions.

Relatives of employees in positions graded at or above
Level B-95 (or the equivalent in other Pay Plans) may not
be hired. Relatives of other employees may be hired only
with the approval of the Director, Human Resources
Department. Relatives may serve in the same organiza-
tion unit, but only in other than a supervisory-subordi-
nate relationship, and only with the concurrence of the
Human Resources Department. A supervisory-subordi-
nate relationship for the purpose of this policy includes
direct supervision, supervision exercised through interme-
diate supervisors, and certain quasi-supervisory relation-
ships (such as lead positions and group leaders).

Furthermore, in no instance should employees use their
Port Authority employment to secure jobs with Port
Authority contractors, tenants or others with whom we
do business on behalf of members of their own or of
another employee’s family.

When an employee refers a relative for employment, it
is the responsibility of that employee to instruct the rel-
ative to indicate the relationship on the application
form. Any staff member who becomes aware of a situa-
tion which may be in conflict with this policy should
immediately contact the Director of Human Resources.

References: PAI and AP 20-1.13, AP 20-1.15
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Discrimination and Harassment

The Port Authority, as part of its commitment to equal
employment opportunity, prohibits acts of discrimina-
tion or harassment on the part of any employees on the
basis of sex, race, color, religion, age, national origin, or
disability. Furthermore, sexual harassment (including
but not limited to unwelcome sexual advances, requests
for sexual favors, and other verbal and physical conduct
of a sexual nature) is also prohibited. Behavior consti-
tutes sexual harassment when:

« submission to such conduct is made, either explic-
itly or implicitly, a term or condition of an individ-
ual’s employment; or

« submission to or rejection of such conduct by an
individual is used as the basis for employment deci-
sions affecting such individual; or

« such conduct has the purpose or effect of substan-
tially interfering with an individual’s work perfor-
mance or creating an intimidating, hostile, or
offensive working environment.

In prohibiting such discrimination and harassment, the
Port Authority reaffirms its belief that every employee
must be treated with dignity and respect. We expect all
employees to support our policy by acting in accordance
with it and by bringing any violations of this policy to our
attention. Any complaints should be referred to the
Manager, Office of Equal Opportunity in the Human
Resources Department, or to your immediate supervisor
(or, if this is not possible, to a higher level manager), or to
the Employee Complaint Representative for your
department or office.

References: Office of the Executive Director - Office
Memoranda 8-87, 4-92 and 3-98, Human Resources
Department Bulletin 94-1
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Solicitations by Employees

No employee shall, without the express written
approval of the Executive Director, solicit or accept
from any Port Authority patron, tenant or other person
doing business with the Port Authority, either for him-
self/herself or any organization or group, any of the
following: a contribution, gift, subscription, or other
thing of value, either directly or through the medium
of tickets to benefits or other functions, advertising
space in programs, or any device whatsoever.

Supervisory employees are never to solicit contributions
from those under their supervision.

No transportation or any kind of special treatment is to
be solicited or accepted from Port Authority patrons or
tenants.

Example: Chris is a Manager in the Office of
Business and Job Opportunity. In addition to his work
responsibilities, Chris also volunteers his time at
UNICEF. During the holiday season, Chris assists
UNICEF by selling greeting cards to support a specific
cause. Chris cannot ask any employee that he supervis-
es nor any person or firm that does business with the
Port Authority to purchase these cards.

Example: Fred is a Port Authority line department
advertising manager. He may solicit orders from indi-
viduals and firms doing business with the Port
Authority for advertising in a magazine published by
the Port Authority.

References: PAI 15-5.01, General Rules and Regulations
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Lost and Found

Port Authority employees are not entitled to claim lost
articles found by them on Port Authority property.
Articles found at Port Authority facilities are to be
placed in the custody of the Property Clerk designated
by the facility manager. Any article found on a bus, air-
craft or other public conveyance at a facility is to be
delivered to the carrier by the finder.

Example: Kevin is an Information Agent at the PABT.
While waiting to take his bus home one evening, he
finds a laptop computer at the bus gate. Kevin may not
keep the laptop computer and must immediately turn it
in to the designated Property Clerk at the PABT.

References: PAI and AP 15-5.02, General Rules and
Regulations, Appropriate Facility Rules and Regulations

Proper Use of TransitChek and
Employee Pass Privileges

As a benefit of employment, certain employees are eligi-
ble to receive facility passes which provide for free pas-
sage at Port Authority tunnels and bridges when the
employee is a driver or passenger in a standard passen-
ger automobile, or for parking at designated airport ter-
minal parking lots. These passes may only be used by
such Port Authority employees, who must be prepared
to present Port Authority photographic identification
when any pass is used. They may not be used by a
spouse or other family member unless the employee is
present in the car.
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As a benefit of employment, certain employees are
eligible to participate in the TransitChek Program, which
encourages the use of public transportation by providing
eligible employees with a transit subsidy towards their
daily commute to and from the workplace. Employees
who elect to participate in the program are not eligible to
receive facility passes for commutation, except in those
cases where the use of a vehicle is necessary to access
public transportation. TransitCheks obtained through
participation in this program may only be redeemed at
designated transit outlets for commutation passage.
MetroCards are provided to program participants whose
commutation solely involves use of transit services that
accept MetroCards. Employees whose only public transit
commutation is on PATH may elect to receive a PATH
QuickCard in place of TransitCheks.

Employee facility passes, TransitCheks, QuickCards and
MetroCards provided to program participants are not
transferable.

Example: Karen is a Port Authority secretary who
lends her mother her car to go to Manhattan. Karen
cannot allow her mother to use her employee passes
(which are in the car) as these passes are not transferable.

References: PAI and AP 40-1.01, AP 40-1.02

21



Port Authority Contracts, Funds,
Equipment & Property

Contract Administration

Staff who are involved in the development, selection and
administration of Port Authority contracts are entrusted
with a substantial responsibility, as these functions directly
impact upon the expenditure of public funds. The
long-standing policies and procedures in this area are
addressed in many forms, including the By-Laws,
delegations of authority, the Authorization Procedures
Manual, Office Memoranda, departmental procedure
manuals and bulletins.

Employees engaged in these activities must be mindful
not to put themselves in a situation which causes
a conflict of interest, whether actual or potential,
including situations which may give the appearance of a
conflict of interest.

No Port Authority employee or consultant shall
participate in any way in preparation, award or
negotiation of a contract or in review or resolution of a
claim in connection with such a contract if the employee
or consultant has a financial interest in the contractor or
potential contractor or if the employee or consultant has
an arrangement for future employment or for any other
business relationship with the contractor or potential
contractor. If the possibility of such an arrangement is the
subject of previous or current discussion, or if the
employee has reason to believe it will be the subject of
future discussion, or if the employee has any financial
interest (substantial or not) in the contractor or potential
contractor, or if an employee has reason to believe that
any other situation exists which might be viewed as a
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conflict of interest regardless of the employee’s opinion,
then in every such case the employee must disclose such
information to his/her supervisor prior to the employee
becoming involved in the contract. The supervisor
shall advise his/her department head, who shall bring
the matter to the attention of the Law Department’s
designated ethics attorney, assigned by General Counsel
to consider questions of conflicts of interest. This does
not attempt to state the complete responsibilities of an
employee to avoid conflicts of interest. Sound
judgment and common sense must always be applied.

Example: Bob is the Contract Administrator for the
ABC Coldspot Refrigeration contract at LaGuardia
Airport. When Bob’s home air conditioner breaks
down, the ABC technician on the airport job site offers
to take a look at it. The technician diagnoses and
repairs the problem, for which Bob is billed and pays
the bill. Even though Bob made full payment (at
ABC'’s regular service rates), his utilization of ABC for
this work gives the appearance of impropriety in view of
his role as Contract Administrator.

References: AP 20-1.15, Office of the Executive Director
- Office Memorandum 8-78

Safeguarding Funds and Property

All employees are responsible for complying with mea-
sures developed for safeguarding funds and property.
In general, employees may not remove, take custody of,
or dispose of Port Authority property without
authorization. Any employee knowing or having good
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reason to believe that there has been a theft, fraud, or
other unlawful act affecting Port Authority assets or
tenants’ receipts from which Port Authority revenues
may be determined should report such acts or beliefs to
his/her division or facility manager who will notify
their director for further action. An employee and/or
supervisor should also notify the Office of the Inspector
General if such acts are believed to involve
wrongdoing, fraud, waste or abuse.

Example: Tom is a manager whose department’s
offices are being renovated. As a result, Tom no longer
needs a desk lamp that had previously been in his old
office. Even though Tom no longer needs the lamp, he
may not remove it and give it to his daughter for her
college dormitory room.

References: PAI’s and AP’s 15-5.03, 25-3.01, General
Rules and Regulations, Office of the Executive Director -
Office Memorandum 11-92

Disposition of Port Authority Property

No Port Authority property, regardless of value, may be
sold or otherwise conveyed to any Port Authority
employee or member of his/Zher immediate family, and
no Port Authority employee shall knowingly buy any
property that at any time belonged to the Port
Authority. Employees should also be aware that Port
Authority tools, materials and equipment are not to be
removed from Port Authority property without prior
authorization.

Example: Regina is a Buyer in the Procurement
Department, and her responsibilities include coordinating
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the disposition of Port Authority pool vehicles which are
being retired and sold to auction houses. She knows
that all employees, including herself, are barred from
purchasing any of these vehicles at auction. She also may
not suggest that her husband or any other member of her
immediate family purchase one of the vehicles.

References: PAl and AP 25-3.01, General Rules and
Regulations

Employee Business Expenses

It is mandatory that employees exercise prudent
judgment when incurring expenses which are to be paid
by the Port Authority. The Port Authority reimburses
employees for reasonable expenses they incur that are
directly related to its business. It is incumbent on
employees to obtain receipts when necessary and to
assure the expenses were incurred only for the purposes
represented on the request for reimbursement.
Employees should seek guidance from their supervisors
on whether a specific activity would be considered an
appropriate and reasonable business expense.

References: PAIl’'s and AP’s 15-3.01, 15-3.05, and
30-3.02, PAI’s 15-3.04 and 30-3.01, AP 30-3.51

Use of Port Authority Vehicles

The Port Authority has established a Passenger Vehicle
Program to supplement public transportation, as
required, for the performance of official Port Authority
business. Vehicles may be operated only by authorized
personnel, on authorized trips, and no passengers are to
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be transported other than authorized Port Authority
employees, official guests and non-employees involved
in official functions and activities. In general, vehicles
may not be used for commuting to and from private
residences unless appropriate authorization is granted.
All operators of Port Authority vehicles are subject to
applicable Port Authority, state, and municipal motor
vehicle regulations.

Example: Bill works at the World Trade Center and has
a 7:00 AM meeting scheduled for the next day at
LaGuardia Airport, so he has received authorization to
take a pool vehicle home overnight. He and his wife
have made plans to meet his friends for dinner that
evening. Although the place at which he is meeting
them is on his way home (as is his wife’s office), he may
not use the Port Authority vehicle to pick up his wife
and travel to the dinner.

References: PAI and AP 15-3.02

Personal Telephone Charges

Personal phone calls are permitted to certain local area
codes within the limits described in the current policies
on this subject. Employees are required to make
reimbursement for other personal phone calls.
Employees are expected to exercise prudent judgment
to ensure that the length and frequency of calls are kept
to a minimum.

References: PAI 30-3.03, AP 30-4.01
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Port Authority Information

Public Access to Port Authority Records
and Public Release of Information

The Port Authority subscribes to the principle that the
public has the right of access to records within the
purview of the Port Authority’s established Freedom of
Information policy. All records, including records
stored electronically, are available for public inspection
or copying, except those specifically exempted. Deter-
minations of what information is available under the
Port Authority’s Freedom of Information policy are
made by the Secretary of the Port Authority and
requests which are denied may be appealed to General
Counsel. For Freedom of Information requests that
come from members of the media, or that could involve
the media, the Office of the Secretary will consult with
the Director of Media Relations.

Any information disseminated regarding our policies or
activities must be accurate and consistent. The responsi-
bility for releasing information to the media when a
Freedom of Information request is not involved is
therefore centralized in the office of the Director of the
Media Relations Department, with the approval of
other directors and above, as appropriate.

It is now possible to disseminate Port Authority data and
information directly from one’s computer terminal.
However, no data may be released to the public without
the reviews as described in the preceding paragraphs.
Exception to this is data and information already
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officially published and released by the agency (e.g., Port
Authority Annual Report, Official Statement, etc.).

References: PAl's and AP's 15-1.01, 15-2.03 and 50-1.01

Information Technology/Computing
Resources

Port Authority information is a corporate asset.
Responsibility for computer information security rests
with all employees and contractors.

Computer and communications equipment, systems and
data must be protected from accidental or deliberate
unauthorized access, theft, modification or loss. Port
Authority computing resources include, but are not limit-
ed to personal computers, software, peripherals, data stor-
age and devices, personal digital assistants, local and wide
area network components, Port Authority-provided dial-
up connections, E-mail, Internet access, laptops, termi-
nals, remote access and any other means of automated
information exchange or data access. Port Authority com-
puter resources are purchased for Port Authority business
purposes, and employees and contractors may not use
such computer resources for the production of income for
any person or organization other than the Port Authority,
or in support of any purposes not related to Port
Authority business. While incidental personal and non-
commercial use of these resources is permitted as
described in the current policies on this subject,
employees are expected to exercise prudent judgment
regarding the frequency and length of time of such
incidental personal use, to ensure that all computing
resources are used for their intended purpose of Port
Authority business.
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Access to computer information should be limited to
that required by the requester to perform his/Zher job.
All owners and users of information (including employ-
ees and contractors) are accountable for understanding
their responsibilities and obligations in the use and pro-
tection of computer information.

Employees and contractors may not duplicate any
licensed software or its related documentation for use
either on Port Authority premises or elsewhere unless
the duplication is expressly authorized by agreement
with the licenser. Computer software and documenta-
tion are covered under copyright laws and are usually
licensed for use on only one computer. Unauthorized
duplication of software may subject employees to both
civil damages and criminal penalties under the U. S.
Copyright Law.

Any software developed by or for the Port Authority is
agency property, is subject to agreements entered into
by the Port Authority with other parties or covered by
use and release restrictions, and may not be destroyed
or released without authorization from the responsible
director.

Example: Marcus is an Economic Analyst in a line
department whose responsibilities include drafting
comprehensive reports which combine charts and
graphs with text. He produces these using a desktop
publishing program on his office PC. He often thinks
that he could work more productively on these reports
if he could install the same software on his home PC.
He should not take the software from the office and
install it on his home computer unless this arrangement
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is agreed to by his supervisor and is consistent with
the terms and conditions of the software licensing
agreement.

References: Computer Information Ownership and
Access Standard, Computer Information Security
Standards, AP 15-4.03

When necessary for official or business purposes, the
Port Authority reserves the right to access, inspect,
monitor and/Zor log all computing activity and
resources. For example, the Port Authority reserves the
right to inspect computer resources to ensure that actu-
al use is consistent with this policy. The Port Authority
may use data, logs, diaries and archives in accordance
with its normal business practices and policies (includ-
ing compliance with requests from appropriate legal
authorities and regulatory agencies) and for adherence
with this policy.

Depending upon content, data stored on users’ individ-
ual devices or on network/shared devices may consti-
tute records of the Port Authority and the organiza-
tional data retention schedules (Record Retention
Manual) and policies on access to such data (the
Freedom of Information policy) are applicable. E-mail
is automatically deleted from a user’s mailbox and
backup storage 120 days from the date of receipt, with-
out notice.

When using Port Authority accounts and sending elec-
tronic mail over the Internet, the expression of personal
opinions not germane to the carrying out of Port
Authority business could be misconstrued as an official
position of the Port Authority. This could cause embar-
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rassment for all involved, and should be avoided. Also
to be avoided in the course of using Port Authority
computing resources are:

(i) transmission, retrieval, creation, viewing, display or
storage of any pornographic, harassing, threaten-
ing, abusive, defamatory, obscene or
sexually explicit materials, or materials which con-
tain ethnic slurs or racial epithets, or which gener-
ally disparage others based on their race,
religion, national origin, sex, sexual orientation,
age, disability, religious beliefs or political affilia-
tion, or which contain other unlawful material.

(if) accessing other computing resources without
authorization, or attempting to circumvent
authorization procedures or controls;

(iii) dissemination or printing of any material
(including articles and software) that violates
copyright laws or software licensing agreements;

(iv) transmitting confidential, proprietary or business-
sensitive information;

(v) interfering with or disrupting network users,
services or equipment either within the Port
Authority or on the Internet;

(vi) conducting marketing or business transactions;

(vii) solicitation of funds and other activities for
religious or political causes or outside business;

(viii) conducting wunauthorized not-for-profit
business activities;
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(ix) private advertising of products or services;
(X) any activity meant to foster personal gain;

(xi) obtaining or utilizing unauthorized entertainment
software, music or games;

(xii) permitting access by unauthorized users; and
(xiii) conducting employee organization business.

Electronic mail practices such as *“spamming”
(unauthorized mass mailings to Port Authority
employees or external recipients or postings to bulletin
boards), hostile communications, “chain letters,”
“spoofing” (taking the identity of another person for
the purpose of concealing one’s own identity), or
knowingly transmitting software containing harmful
components such as a virus, are prohibited.

Information to be posted on behalf of the Port
Authority must be reviewed by Corporate
Communications.

References: AP’s 15-1.10, 15-4.03

Falsification/Accuracy of Records

Honesty and accuracy are fundamental. No employee
may knowingly cover-up or falsify any records, business
transaction or other official document of the Port
Authority or submitted to the Port Authority. Submis-
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sion by an employee of any knowingly falsified informa-
tion, business transaction or record is cause for dis-
missal and, if warranted, notification to law enforce-
ment agencies. There is no excuse for a false or
misleading report or business record (including, but
not limited to, time reports, medical and dental claims
submitted to health benefits providers, benefits applica-
tions, petty cash, and expense accounts).

It is imperative that employees be honest and accurate.
In presenting information, if you are not sure of all the
facts or details, or their completeness, be sure to indi-
cate the limits to which you can vouch for its accuracy.
An employee who fills out an Expense Account or a
Petty Cash Voucher with information, receipts or other
documentation which is incorrect, is subject to disci-
plinary action.

References: General Rules and Regulations, PA Form
618, AP’s 30-3.02, 30-3.51, Business Expense Account
Management Guide.

Patent Policies

The Port Authority’s policies cover patentable inven-
tions by Port Authority employees conceived and devel-
oped in the course of their duties, and also patentable
inventions by outsiders resulting from the disclosure to
them of ideas conceived by Port Authority employees in
connection with their duties.

The patent policies are to ensure that royalties received
by employees as a result of patentable inventions are
equally shared between the employee and the Port
Authority; to prevent situations in which the Port
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Authority might be liable to pay royalties for the use of
patents or inventions by Port Authority employees; and
to allow for royalty-free license to be granted to other
public agencies in New York and New Jersey.

Whenever a Port Authority employee in the course of
his or her duties conceives an idea for a new or unusual
material, piece of equipment or process, the idea may
not be disclosed to anyone outside the employ of the
Port Authority until the employee’s director or manag-
er has consulted with the Law Department.

Example: Dan, a Maintenance Supervisor, invents a
special tool for installing radio antennas. Dan should
not disclose this idea to anyone outside of the Port
Authority until his director or manager consults with
the Law Department.

References: PAI and AP 20-6.01

Discipline

Violation of any of the rules and policies outlined here
or other rules promulgated by the Port Authority can
cause any employee to be subject to discipline, includ-
ing termination of employment, regardless of rank, sta-
tus, tenure, or classification.

With respect to the disciplinary process, employees
should consult the applicable AP’s, PAI’s or Memo-
randa of Agreement to obtain information regarding
discipline for their classification.

34

References: PAl and AP 20-1.10, 20-1.11

Your Rights and Responsibilities

All employees must cooperate in authorized investiga-
tions of any act, omission or occurrence in or upon
Port Authority property (including but not limited to
misconduct, accidents, crime and the like), provided,
however, that this rule shall not require any employee
to give evidence against himself or herself in connection
with the investigation of an alleged act of misconduct
on his/her part.

References: General Rules and Regulations
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Supervisory/Managerial
Responsibilities

A supervisor is responsible for establishing and main-
taining an ethical workplace. As a result, supervisors
must not only practice personal ethical conduct, but are
responsible for the ethical behavior of their employees,
including taking appropriate action as situations war-
rant. A supervisor must, therefore, never attempt to
influence employees to commit unethical acts or acts
that appear to present a conflict of interest, or condone
such acts. If employees raise ethical questions or con-
cerns to a supervisor, he/she must forward these con-
cerns to the appropriate authorities. To help keep
employees aware of ethical standards and proper ethical
conduct, supervisors are responsible for making all per-
tinent executive policies available to all employees.
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Where To Go For Assistance and
Advice

Your Supervisor/Manager

Your supervisor/manager should generally be your first
point of contact to obtain advice and counsel. Each
employee has the right to expect that ethical concerns
which are raised to his/her supervisor or manager will
be addressed and acted upon if warranted. If your
supervisor/manager is unsure of the appropriate way of
handling a matter, he/she should refer you to the
appropriate staff member in your director’s office or to
one of the resources noted in the following paragraphs
for assistance.

The Port Authority Ethics Board

The members of the Port Authority Ethics Board are
appointed by the Executive Director. The Ethics Board
reviews certain specific questions of staff and general
ethics policies and makes determinations in this regard.

Waiver Granting Criteria: The Port Authority Ethics
Board is authorized under the Code of Ethics and
Financial Disclosure to make a determination that in an
appropriate instance, there is a significant reason to
waive the provisions of the Code in the interest of the
Port Authority. In reaching determinations as to
whether a request for a waiver should be granted, the
Ethics Board (i) engages in a fact-gathering process to
consider all necessary and appropriate facts/information
bearing on the decision; (ii) considers any other appropriate
factors (e.g., policy issues other than those reflected in the
Code) and their proper weight in coming to the decision;
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(iit) provides both senior staff and the interested
department(s) with the opportunity to comment on the
Port Authority’s interest in the waiver; (iv) acts within
its mandate as set forth in the Code; and (v) ensures
that its decisions reflect a consistent application of the
standards of the Code.

Requests for Advisory Opinions: If you have any ques-
tions about your own activities or the application of the
Code of Ethics and Financial Disclosure, you should
contact the attorney designated by General Counsel to
provide guidance (see “Designated Ethics Attorney”
below). A formal request for an advisory opinion must
be in writing and must deal with a real, not hypotheti-
cal, situation.

Designated Ethics Attorney: General Counsel has
designated an attorney to make determinations regarding
the propriety of employee actions under the Code of
Ethics and Financial Disclosure. To reach the designated
ethics attorney contact the Office of General Counsel at
(212) 435-6910.

The Office of the Inspector General

The Office of the Inspector General reports directly to
the Executive Director. The Office assists in maintaining
the integrity of the Port Authority through investigative
programs that include inquiry into allegations of criminal
behavior and serious administrative misconduct by
employees, and attempts by non-Port Authority
employees to corrupt or unlawfully interfere with Port
Authority operations. All matters referred to this Office
will be handled in the strictest confidence. Individuals
may express concerns and complaints in writing to: The
Port Authority of NY & NJ, Office of Inspector
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General, One World Trade Center, Suite 7767, New
York, NY 10048, or by calling the 24-hour “hot line”
at (212) 435-6400 or (973) 961-6600 ext. 6400, or
by 24-hour pager at (917) 788-6277, or via E-mail
to rv-etten@panynj.gov, or via Internet at
www.panynj.gov/igZigmainl.htm, or in person by
stopping in at the World Trade Center office.

The Manager, Office of Equal Opportunity

The Manager, Office of Equal Opportunity in the
Human Resources Department has been designated
as the person to whom complaints or allegations
regarding discrimination and harassment may be
addressed and also provides proactive consulting
support to local management on actual or potential
EEO issues.

The Manager, Office of Equal Opportunity is also
responsible for assisting in the resolution of problems
informally in an early stage at the local level by working
closely with appropriate managerial and supervisory
staff. He/she coordinates conflict resolution and
mediation, provides guidance and advice to local
department management, and gives attention to the
training of managers and other staff on the handling of
EEO and sexual harassment issues.

Any employee who believes that he/she has been
discriminated against or harassed, should contact
the Manager, Office of Equal Opportunity at
(212) 435-5556.
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Access to Port Authority
Policy Statements

The Administrative Policy Statements and Port
Authority Instructions, Office Memoranda, and other
documents referenced in this guide are available to all
employees at their work sites. Your supervisor or
manager should generally be your first point of contact
to obtain copies of policy statements. For further
assistance, you should contact the Department
Executive Assistant or your union representative (if
applicable). Finally, you may contact the Human
Resources Department, Organization Policy and
Planning Unit for information and copies of pertinent
documents. The Office of the Secretary also maintains
copies of these documents.

Conclusion

Ethical principles often are easy to state, but difficult
to apply. As you consider your options in a particular
matter, you might ask yourself the following question:
ISIT ETHICAL FOR ME TO DO THIS?

Even if your answer to the above question is “yes,” still
ask: Do my actions meet the spirit of the PA’s standards
and policies? Is it possible that my actions could appear
inappropriate?

Remember, the Code and other policies deal with actu-
al misdeeds as well as the appearance of improper con-
duct. Itis important to comply with the spirit as well as
the letter of the Code.
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Appendix

Port Authority Instructions and
Administrative Policy Statements

PAI/AP 15-1.01
PAI/AP 15-1.10
PAI/AP 15-2.03
PAI/ZAP 15-3.01
PAI/AP 15-3.02
PAI1/15-3.04

PAI/ZAP 15-3.05

AP 15-4.03
PAI 15-5.01
PAI/AP 15-5.02
PAI/AP 15-5.03
PAI/AP 20-1.04
PAI 20-1.06
PAI/AP 20-1.07
AP 20-1.10

PAI 20-1.10

PAI/ZAP 20-1.11

PAI/AP 20-1.13
AP 20-1.15

PAI/ZAP 20-6.01
PAI/AP 20-6.02

AP 25-3.01
PAI 25-3.01
PAI 30-3.01
PAI/AP 30-3.02
PAIl 30-3.03
AP 30-3.51
AP 30-4.01
PAI/ZAP 40-1.01
AP 40-1.02
PAI/AP 50-1.01

Administrative Publications

Copyrights

Public Access to Port Authority Records
Business Trips

The Port Authority Passenger Vehicle Program
Use of PA Passenger Vehicles

Use of Rented and Employee-Owned Vehicles,
Taxis and Car Service

Computing Resources Policy

Charity Drives at PA Facilities

Lost and Found Property

Safeguarding Port Authority Funds and Property
Outside Employment

Giving or Accepting Gifts or Gratuities
Political Activities of Port Authority Employees
Disciplinary Proceedings - Permanent Classified
Employees (Not Represented for

Collective Negotiations)

Disciplinary Proceedings/Permanent Classified
Employees

Removal of Unclassified and

Professional and Managerial Employees
Employment of Relatives

Code of Ethics and Financial Disclosure
Patent Policies

Receipt of Confidential

Disclosures of a Commercial

Nature by Port Authority Employees
Disposition of Surplus Property

Disposition of Property

Reimbursable Expenses

Petty Cash Funds

Personal Telephone Charges

Employee Business Expenses

Telephone Charges

PA Passes and Free Use of PA Facilities
TransitChek Program

Public Release of Port Authority Information

41



Office of the Executive Director —
Office Memoranda

8-78  April 21, 1978 - Construction and other Procurement
Contracts: Meetings, Negotiations, Prequalification,
Conflict of Interest

9-81  August 5, 1981 - Outside Employment

8-87  March 27, 1987 - Equal Opportunity and
Affirmative Action

15-87 October 23, 1987 - Outside Employment
4-92  Policy on Sexual Harassment
11-92 August 13, 1992 - Appointment of Inspector General

7-93  September 1, 1993 - Human Rights Policy - Employment
Decisions on the Basis of Marital Status, Arrest Record or
Prior Criminal Conviction

3-98  December 14, 1998 - Policy on Sexual Harassment

4-99  May 20, 1999 - Policy on Media Contacts

Departmental Bulletins
and Memoranda

Audit Dept. Bulletin 88-2: April 1, 1988

(Office of Inspector General)

Audit Dept. Bulletin 88-3: June 3, 1988

(Office of Inspector General, Hot Line and Post Office Box)
Human Resources Dept. Bulletin 92-1: February 10, 1992
(Meeting the Needs of Patrons, Employees and Potential
Employees with Disabilities - Compliance with the Americans with
Disabilities Act of 1990.)

Human Resources Dept. Bulletin 94-1: May 5, 1994
(Appointment of Manager, Equal Opportunity)

Human Resources Dept. Memorandum (Director): June 16, 1999

(Designation of Department and Office Employee Complaint
Representatives as alternative source to handle complaints of dis-
crimination, harassment and/Zor retaliation)
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Other Important References

The General Rules and Regulations for All

Port Authority Employees

Computer Information Security Standards
Computer Information Ownership and Access Standard

Applicable Memoranda of Agreement

Business Expense Account Management Guide

Form PA 618 (Petty Cash Voucher)

Form PA 3375, Financial Disclosure Statement (and instructions)

Directory of Key Contacts

Audit Department (Director)
Designated Ethics Attorney
Employment (Manager)

Equal Opportunity (Manager)
Chief of Staff (Executive Advisor)
Expenditure Review

Freedom of Information Policy
General Counsel

Human Resources Department
(Director)

Human Resources Policies
and Procedures

Information Security
Office of the Inspector General

Corporate Communications
(Director)
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(212) 435-6565
(212) 435-6227
(212) 435-4601
(212) 435-5556
(212) 435-8148
(212) 435-8629
(212) 435-2542
(212) 435-6910

(212) 435-4650

(212) 435-4507
(212) 435-7658

(212) 435-6400 or

(973) 961-6600,

ext. 6400 (24 Hours)

(212) 435-7572
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Reader Survey Form

This guide was designhed to provide basic guidelines and
references to Port Authority ethics related policies. Please
take a moment to let us know if it was useful and helpful
to you. Your comments and suggestions are also wel-
comed. Return this form to the Chair, Port Authority
Ethics Board, Newark Legal Center, 9th Floor.

Agree Neutral Disagree
Clear O O O
Usable O 0 O
Complete 0 0 0
Helpful O 0 O
Was information easy to find? O Yes 0 No
Was any information omitted? O Yes 0 No

If yes, what information did you need but could not
find?

COMMENTS/SUGGESTIONS:

Name and Location (optional):




Notes




