USTA SC Policy Number ________ 
Policy on Code of Conduct and Ethics
Purpose:   The United States Tennis Association South Carolina (USTA SC) adopts this policy and the Code of Conduct and Ethics it embodies in order to be deserving of the confidence and respect of the public it serves.
Policy:  
The Board of Directors, Executive Committee, committee members and staff, of USTA SC, hereinafter referred to as representatives, shall act with honesty, integrity and openness in all of their dealings on behalf of the organization.  USTA SC promotes a working environment that values respect, fairness and integrity.  Representatives must strictly adhere to the letter, intent and spirit of this policy and all of the laws, rules and regulations applicable to United States Tennis Association (USTA), the United States Tennis Association Southern Section (USTA Southern) and USTA SC.  Any representative who violates any portion of this policy, or knowingly permits or assists a person to do so, may be subject to disciplinary action including reprimand, demotion, suspension or discharge.  To the extent that the provisions set forth below do not address specific matters of conduct, representatives shall be governed by the principle that they are to perform all activities in a manner that is in the best interest of the USTA, USTA Southern and USTA SC.

1.  Loyalty.  The mission of USTA SC is “to promote and develop the growth of tennis”. All USTA SC programs shall support that mission and all who work for or on behalf of the organization will understand and be loyal to that mission and purpose.  In their efforts to further that mission, they shall be responsive to the constituencies and communities served by USTA SC.

2.  Governance.  The Board of Directors is responsible for setting the budget, mission and strategic direction of USTA SC and for oversight of the finances, operations and policies of the organization.  The Board of Directors:

a. Has a Conflict of Interest Policy that ensures that any conflict of interest or the appearance thereof is avoided or appropriately managed through disclosure, recusal or other means

b.  Ensures that the President, Executive Director and staff provide the Board of Directors with timely and comprehensive information so that it can effectively carry out its duties

c.  Ensures that the organization conducts all transactions and dealings with integrity and honesty

d.  Ensures that the organization promotes working relationships with Board members, staff, volunteers and program beneficiaries that are based on mutual respect, fairness and openness

e. Ensures that the organization is fair and inclusive in its policies and practices for all Board, Executive Committee, staff, committees and other volunteer positions

f. Ensures that policies of the organization are in writing, clearly articulated and officially adopted

g. Ensures that the resources of the organization are responsibly and prudently managed

h. Ensures that business is conducted with respect for differences of opinion
i. Ensures that the organization has the capacity to carry out its programs effectively

3.  Responsible Financial Stewardship.  USTA SC shall manage its funds responsibly and prudently.  Financial management shall include the following considerations:

a. USTA SC spends a reasonable percentage of its annual budget on programs in pursuance of its mission

b. It spends an adequate amount on administrative expenses to ensure effective accounting systems, internal controls, confident staff and other expenditures critical to professional management

c. It compensates staff, and any others who may receive compensation, reasonably and appropriately

d. It maintains an appropriate level of funds to uphold the mission and purpose of the organization and does not accumulate excessive reserve funds

e. It ensures that all spending practices and policies are fair, reasonable and appropriate to fulfill the mission of the organization
f. It ensures that all financial reports are factually accurate and complete in all material respects.

4.  Legal Compliance.  USTA SC will be vigilant in compliance with laws and regulations.  Representatives are to avoid any activity that involves or could lead to involvement in any unlawful practice.  

5.  Openness and Disclosure.  All communications by USTA SC, whether external or internal, shall be accurate and complete.  The Executive Director and appropriate members of the Board of Directors responsible for making public communications about the operations and business condition of USTA SC shall cause full, fair, accurate, timely and  understandable disclosures in any public communications.  Only persons who have been specifically assigned the responsibility to make public communications on behalf of USTA SC may do so.  There shall be no disclosure of any non-public USTA, USTA Southern or USTA SC information that is available solely as a result of a representative’s affiliation with USTA SC to any person not authorized to receive such information.  No representative shall disclose any non-public information to the disadvantage of the USTA, USTA Southern or USTA SC.  This prohibition includes disclosure and misuse of any non-public USTA, USTA Southern or USTA SC information relating to those with whom USTA SC does business.  This provision applies solely to non-public information that is known to the representative only as a result of his or her affiliation with USTA SC. However, misuse of non-public USTA, USTA Southern or USTA SC information that is known to a representative through another source may be contrary to the best interest of USTA SC and in violation of this Code. 

6.  Volunteer and Employment Practices.  
a. USTA SC has a policy of promoting inclusiveness and diversity in order to enrich its programmatic effectiveness.  USTA SC shall take meaningful steps to promote inclusiveness in its hiring, retention, promotion, selection, recruitment and appointments. 

b. USTA SC is committed to maintaining a safe work place free from illegal discrimination, intimidation, harassment and retaliation.  USTA SC is committed to fair employment practices, including hiring, pay, promotion, termination, disciplinary action and other terms and conditions of employment.  A compensation policy has been established to ensure that no more than a reasonable compensation is paid for services rendered and within the approved budget.  The association shall maintain an up to date personnel manual provided to all employees.  Each employee or potential employee shall be judged on his or her own merit without regard to race, religion, color, national origin, gender, age, marital status, physical or mental disability, veteran status, sexual orientation or other status protected by applicable laws. 

c. It is the policy of USTA SC to provide a safe and secure workplace for employees and visitors.  Employees shall report unsafe conditions or any accidents. USTA SC does not tolerate threats, intimidation, harassment or other acts of physical violence in its work places.  Electronic mail and internet use by employees shall be primarily for business purposes and used responsibly.  Limited personal use of electronic media is acceptable, as in the case of personal telephone calls, but only when used reasonably and when the privilege is not abused.  The copying of software or other copyrighted material is strictly prohibited. 

7.  Conflicts of Interest.  All representatives of USTA SC shall comply fully with its Policy on Conflicts of Interest, which is published separately. 

8.  Protection and Proper Use of Property.  
a.  Representatives are charged with safeguarding USTA, USTA Southern and USTA SC assets and property and ensuring their efficient and proper use.   All USTA SC assets should be used for legitimate business purposes.   Representatives are specifically prohibited from taking for themselves opportunities that are discovered through the use of USTA, USTA Southern or USTA SC property, information or position; using USTA, USTA Southern or USTA SC property, information or position for personal gain; and competing with USTA, USTA Southern or USTA SC. 

b.  The unauthorized personal use, borrowing or removal of USTA SC property is prohibited.  A representative may not authorize the use of or use for the benefit or advantage of any person, organization or other entity, the name, emblem, endorsement, services or property of USTA, USTA Southern, or USTA SC except in conformance with USTA, USTA Southern, and USTA SC policy.  This provision prohibits the misuse of any USTA, USTA Southern, or USTA SC name, emblem, endorsement, services or property including records, data and other information maintained or generated by or at the direction of USTA, USTA Southern, or USTA SC.  This provision does not preclude purely private activities, such as teaching, writing, public speaking, consulting, or other personal activities, in connection with which the representative is only identified by a biographical notation, provided there is no unauthorized use of USTA, USTA Southern or USTA SC services or property. 

9.  Whistleblower Policy.  Representatives are required to report suspected misconduct of any nature in full compliance with the USTA SC Whistleblower Policy, which is published separately.

10.  Promotion of a Position Not in Conformity with a Position of USTA, USTA Southern, or USTA SC.  Representatives may not publicly utilize any USTA SC affiliation in connection with the promotion of partisan politics, religious matters or positions on any issue not in conformity with the position of USTA, USTA Southern and USTA SC. Representatives are prohibited from identifying USTA SC with causes or subjects with which it is not appropriate for USTA SC to be associated in view of its mission.  This policy prohibits the promotion of a representative’s private activities by use of his/her USTA SC affiliation. It does not preclude participation in purely private activities by the representative in connection with which USTA SC affiliation is only identified as a biographical notation, provided the affiliation cannot reasonably be construed as an endorsement by USTA SC. 

11.  Best Interest of USTA SC.  This Policy imposes an affirmative obligation upon each representative to operate in a manner that it is in the best interest of USTA SC.  It does not preclude a representative from participating in other activities, provided those activities do not conflict with the representative’s duty of loyalty to USTA SC.  Representatives should endeavor to deal fairly with clients, suppliers and others.  No representative shall take unfair advantage of anyone through manipulation, concealment, abuse of privileged information, misrepresentation of material facts, or any other unfair practice. 

12.  Affirmative Statement Regarding this Policy.  To assist in implementing this policy, each new representative will complete an Affirmative Statement Regarding the Policy on Conduct and Ethics.  The Executive Director is responsible for overseeing the distribution, completion and filing of such statements.   A copy of the required statement is attached.

Attachment:  Affirmative Statement Regarding the Policy on Conduct and Ethics
Board Approval Date:  
AFFIRMATIVE STATEMENT REGARDING THE POLICY ON CONDUCT AND ETHICS

This certifies that I have read and understood the USTA SC Policy on Conduct and Ethics and fully understand the Code of Conduct and Ethics therein. Except as disclosed below on this Affirmative Statement, my immediate family, my in-laws and I have not breached this Code. I am not aware of any violation of the Code by anyone else. 


I agree to comply with the policy and to conduct the activities of USTA SC in keeping with its highest ethical standards and to comply with all laws applicable to USTA SC activities.


As an employee of USTA SC, I understand that failure to comply with this policy shall lead to disciplinary action by USTA SC, which may include reprimand, termination of my employment and/or reduction of compensation or demotion. 


As a member of the Board of Directors, or a committee member or volunteer, I understand that failure to comply with this policy shall lead to disciplinary action which may include immediate relinquishment of my duties and disassociation from the organization.

________________________________                               ___________________

Signature





                    Date




________________________________

Printed Name
________________________________
Position
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