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• Equipment and Supplies – An employee shall not use university-issued or procured machines, office 
supplies, and other equipment for other than university business purposes. [See APM Chapter 10.40]   

• UI Vehicles – An employee shall not use any UI vehicle for any purpose other than official business of the 
institution. [See APM Chapter 5.9] 

• Employee Time –An employee may not use work time for personal business. 
• Institutional Credit Cards – An employee shall not use credit cards issued by the institution for personal 

expenses unrelated to institutional business. 
• Telephones, Cell Phones, and Electronic Mail – An employee shall use university telephones, cell phones, 

and e-mail for institutional purposes. Incidental use for local personal calls or messages not interfering 
with work responsibility, however, is not a misapplication of university resources. An employee shall not 
charge personal long distance telephone calls to the institution. [See APM Chapter 20.13, and direct link to 
computer use policy:  http://www.uidaho.edu/policy/] 

• Internet – An employee’s access to the Internet via institutional computers is for institutional purposes. 
Incidental personal use not interfering with work responsibility, however, is not a misapplication of 
university resources. Improper or illegal use of the Internet by an employee may subject the individual to 
disciplinary action up to and including termination of employment. [See APM Chapter 20.13] 

• Software – Software licensed to the university is to be used for institutional purposes, not for an employee’s 
personal purposes, and onlypurposes. Only properly licensed software may be loaded on institutional 
computer; computers and institutional licensed software may not be loaded on personal computers,  except 
to the extent that the license authorizes loading and using the software on  personal computers.   

 
 
Guidelines, Section H: University Assets 

• Liability for Property Loss – When institutional property disappears, whether through theft or other cause, 
as a result of an employee failing to exercise reasonable care for its safekeeping, the employee shall be 
liable for the loss sustained by the institution. [See APM Chapter 25.01] 

 
Guidelines, Section I: Contracting 

• Employees shall not personally sign contracts on behalf of the University unless they have written 
delegated signature authority from the President or the Vice President for Finance and Administration.  
Consulting Contracts with Previous Employees - No funds shall be used to enter into a consultant contract 
with any individual who has been previously employed by the institution within the past 12 months unless 
approved by the President’s designee. 

• Purchases From/By Employees – An employee and their family members may not sell goods or services to 
the University unless the arrangement avoids any conflict of interest and is conducted consistent with 
University policy. approved by the President’s designee. No employee may directly purchase equipment or 
property from a department or office within University.  the institution. Sale of personal property is 
conducted by the University’sUI Surplus Property Office. 

 
Guidelines, Section J: Political Campaigns and Elections 
• An employee will not engage in partisan political activities while on university time. 
• An employee will not use university materials or equipment for the purpose of influencing a political 

election of any sort. 
 

Guidelines, Section K: Gifts 
• An employee should not ask for a business courtesy. 
• An employee may retain novelty, advertising, or promotional items with a market value of $50 or less, such 

as calendars, pens, and mugs, so long as such acceptance does not create a substantial risk of undermining 
impartiality. An employee may accept training opportunities provided by suppliers or customers if the 
training directly benefits the University, and if the training is offered to others on the same basis. Questions 
as to appropriateness of accepting training opportunities should be discussed with a supervisor. 

• An employee should avoid a pattern of accepting frequent courtesies from the same persons or companies. 
• An employee may not use their influence or authority to unduly pressure another employee or person to 

participate in gift giving. 
• An employee’s participation in gift giving is always voluntary and shall not exceed $50. 
• An employee cannot use University state appropriated funds to buy gifts. 
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6240 
CONFLICTS OF INTEREST OR COMMITMENT 

 
CONFLICTS OF INTEREST OR COMMITMENT. In addition to the requirements set forth below, all 
employees of the UI are also subject to the Conflict of Interest and Ethical Conduct Policy of the Board of Regents, 
section IIQ, and to the Idaho ethics statutes applicable to public employees.  The Board’s policy may be reviewed at 
http://www.boardofed.idaho.gov/policies/ . The Idaho ethics statues are set out in the Idaho Ethics in Government 
Manual, published by the Idaho Attorney General and available at http://www2.state.id.us/ag/manuals/index.htm .  
To the extent there is a conflict between this policy and the Board’s policy or the statutes, the statutes and the 
Board’s policy shall control, in order of authority. 
 
A. Definitions 
 
A-1.  Conflicts of Commitment refersrelate to an individual’s distribution of effort between one’s university 
appointment and one’s outside activities. 
 
A-2.  Conflicts of Interest  refersrelate to an individual’s involvement in activities in which financial or other 
personal considerations may directly and significantly affect, or have the appearance of directly and significantly 
affecting, an employee’s professional judgment in exercising any University duty or responsibility. 
 
A-3.  Apparent Conflict  refers to an individual’s involvement in outsides.  Outside professional activities, outside 
employment. or personal direct or indirect financial or other interests, or acceptance of benefits from third parties 
that creates a can create actual or perceived conflicts between the University’s mission and an individual’s private 
interests, whether or not there is an actual conflict of commitment or interest.  An appearance of conflict exists when 
a reasonable person would conclude from the circumstances that the employee’s ability to act in the University’s 
best interests or perform contractual obligations is compromised by outside interests.  For example, an employee 
may have an outside business interest that appears to influence judgment in University decisions.  There may not be 
an actual conflict, but the situation may have the appearance of compromising a person’s professional 
judgment.interests. 
 
B. Policy 
 
Employees are expected to devote their primary professional, time and energy to the University and to the mission 
of teaching, research and public service.  Outside activities and financial interests shall be reported an annual basis 
in accordance with this policy and must be arranged so as not to interfere with the primacy of these University 
duties.   
 
B-1.  Employees shall avoid situations that may result in a conflictconflicts of interest or commitment withthat have 
the potential to directly and significantly affect the University’s interests, compromise objectivity in carrying out 
University responsibilities, or otherwise compromise the performance of University responsibilities.  Examples of 
prohibited conflicts are set out in section C-3.  SituationsB-3.  As provided below in section B-2, situations that may 
be managed to avoid conflict are set out in section B-2; such situations may proceed if approved in writing by the 
president or the president’s designee, and subject to an authorized management plan that prescribes the necessary 
steps and management to avoid the conflict.   
 
B-2.  University employees who have apparent conflicts are expected to disclose them in compliance with this 
policy.  In all matters, employees are expected to take appropriate steps, including consultation if issues are unclear, 
to avoid both conflicts of interest and commitment and the appearance of such conflicts.  
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B-3.  In furtherance of this policy, UI requires that, absent circumstances that warrant sole source contracting as set 
out by the University’s Purchasing Department, competitive bidding must be used in the procurement of materials, 
supplies, equipment, and contractual services over $5,000 in one time or cumulative value. 
 
C.  Conflicts of Interest or Commitment Activities.Reporting Requirements.  Activities that may involve conflict of 
interest or commitment fall into three general categories that differentiate relationships according to potential for 
adverse impact.  These include but are not limited to:to; 
 
C-1.  Activities that are routinely allowable and are not required to be disclosed pursuant to this policy include:. 
 

a. Membership in and service to professional associations and learned societies; membership on professional 
review or advisory panels, presentations, participation in conferences, reviewing or editing scholarly 
publications, and service to accreditation bodies as long as they do not conflict or interfere with the timely 
performance of primary University duties.  These activities are permitted even if they are performed for 
nominal honoraria or reimbursement of expenses, provided that payment or reimbursement is not in 
conflict with any other applicable University, State, or federal policy, rule or regulation. 

 
b. Receiving royalties for published scholarly works and other materials or for inventions pursuant to the 

University’s Patent and Copyright Policies. 
 
C-2.  Activities that may be allowable following disclosure and development of an authorized management plan, 
where necessary, the  
implementation of management plan procedures include but are not limited to:to; 
 

1. Research Activities 
 

a. Participating in University research involving a technology owned by or contractually obligated 
(by license, option, etc.) to a business in which the individual or a family member has a consulting 
relationship that meets the definition of significant financial interest. 

 
b. Receiving through contract or gift University-sponsored research support (whether in dollars or in 

kind) for research from a business in which the individual or a family member has a consulting 
relationship that meets the definition of significant financial interest. 

 
c. Participating in University research involving a technology owned by or contractually obligated 

(by license, option, etc.) to a business in which the individual or a family member holds a 
significant financial interest, excluding a consulting relationship. 

 
d. Receiving, through contract or grant, research support under University auspices (whether in 

dollars or in kind) for research from a business in which the individual or a family member has a 
significant financial interest, excluding a consulting relationship. 

 
e. Assigning students, postdoctoral fellows, or other trainees to University projects sponsored by a 

business in which the individual or a family member has a significant financial interest. 
 

f. Serving on the board of directors or scientific advisory board of a business from which that 
individual or a family member receives research support under University auspices or with which 
the University has a substantial contractual relation know to the individual. 

 
g. Assuming an executive position in a not-for-profit business engaged in commercial or research 

activities in a field related to the individual’s University responsibilities. 
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2. Other Activities 
 

a. Possessing a significant financial interest in a business that competes with the services provided 
by the University as part of its academic, research, or training mission. 

 
b. Assuming an executive position having a significant financial interest in a for-profit business 

engaged in activities in an area related to one’s University responsibilities. 
 

c. Possessing a significant financial interest in a business that is in a field related to one’s University 
responsibilities. 

 
d. Engaging in any other activity that has the potential for creating a conflict of interest or 

commitment as defined above. 
 

e. Ownership of or equity in a corporation used solely for one’s consulting activities. 
 

f. Requiring or recommending one’s own or one’s related individual’s (as defined in FSH 6241) 
textbook or other teaching aids, materials, software, equipment, or the like to be used in 
connection with University instructional programs. 

 
C-3.  Activities that are presumptively not allowable include but are not limited to:to; 
 

1. Public Disclosure Activities 
 

a. Accepting support for University research under terms and conditions that results be held 
confidential, unpublished, or significantly delayed in publication. 

 
b. Publishing or formally presenting results of research under University auspices, or providing 

expert commentary on a subject, without simultaneously disclosing any significant financial 
interest relating to such results or such subject. 

 
c. Unauthorized use of privileged information acquired in connection with one’s University 

responsibilities.  This is not intended to apply to standard publication activity. 
 

2. Administrative Responsibilities 
 

a. Taking administrative action in the course and scope of University responsibilities that is 
beneficial to a business in which the individual or a family member has a significant financial 
interest. 

 
b. Influencing the negotiation of contracts between the University and an outside organization with 

which the individual or a family member has a significant financial interest. 
 

3. Other Activities 
 

a. Assigning or allowing the participation of students in any consulting relationship of the individual 
that meets the definition of significant financial interest. 

 
b. Making referrals of University work to an external business or professional office in which such 

individual or family member has a significant financial interest. 
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c. Associating one’s name or one’s work with an external activity in such a way as to profit 
monetarily by trading on the reputation or good will of, or implying sponsorship or endorsement 
by, the University.  Mere identification of the University as one’s employer and of one’s position 
at the University is permitted, provided that such identification is not used in a manner that implies 
sponsorship or endorsement by the University. 

 
d. Accepting or soliciting any gift favor, or service that might influence or appear to influence the 

employee in the discharge of his or her official duties, or that the employee knows or has 
reasonable cause to believe is being offered with the intent to influence their conduct.  
Notwithstanding this prohibition, employees may accept trivial benefits that are not in excess of 
$50.00 provided that such benefit is incident to personal, professional or business contacts and 
involves no substantial risk of undermining their impartiality.   

 
D.C-4.  Conflicts of Interest or Commitment Reporting and Approval Requirements.   
 
D-1.  Disclosure of Potential Conflicts:.  All employees are required to complete and submit a Disclosure of 
Potential Conflicts of Interest and Commitment Form (Form 6240A) on an annual basis whether or not the employee 
has any situation that presents an actual or potential conflict to disclose..  Updated forms must be submitted 
throughout the year within 30 days of any change that arisesif changes arise that may either creategive rise to a 
potential conflict, or eliminate a potential conflict previously disclosed.   
 

1. Employees without potential conflicts:  All employees shall complete the disclosure form (Form 
6240A) on an annual basis.  If an employee does not have any actual or apparent conflicts to report, 
then the employee shall complete the form and submit the signed form to Human Resources with a 
copy to their supervisor or department head/chair.   
 

2.  Employees with potential conflicts:  Any employee who has an actual or apparent conflict of interest 
or commitment to disclose must include a proposed management plan with the submission of their 
completed disclosure form to their supervisor or department head/chair.  The proposed management 
plan must be reviewed and signed off on by the supervisor and the dean or unit head, and submitted to 
the Committee on Ethical Guidance and Oversight.  The committee shall review the proposed plan and 
make a recommendation to the president or the president’s designee as to whether to approve the 
proposed plan and allow the situation to proceed under the management plan. The president or 
president’s designee shall make the final decision of whether to approve a proposed plan.   The 
committee during its review shall work with the employee and the employee’s supervisor and/or unit 
head or dean to amend the proposed plan as needed.  The management plan must be approved by the 
president or president’s designee prior to any party thereto implementing any part of a proposed plan. 

 
D-2.  Disclosure of Outside Employment and Consulting:  All employees who work more than 20 hours per week 
for the university and who have outside employment of more than 20 hours per week or who perform consulting for 
compensation, pursuant to FSH 3260, must complete the Disclosure of Outside Employment or Consulting for 
Compensation form (Form 3260B/6240B on an annual basis.  An updated Form 3260B/6240B must be submitted 
throughout the year if a person accepts outside employment or consulting.   
 
D-3.  Both disclosure forms arePotential Conflicts of Interest and Commitment Form is available at the following 
website(s) (insert).   
 
D-4.  The membership and staff of the Committtee on Ethical Guidance and Oversight shall be appointed by the 
president.  Membership of the Committee shall be made up of a minimum of four faculty members and two staff 
members.  Committee members shall serve a term of three years, and may be appointed to consecutive terms.  Staff 
to the committee shall serve as directed by the president. 
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This form will be treated confidentially.  You must complete this form annually and within 30 days of any changes that 
may give rise to potential conflicts or eliminate potential conflicts previously disclosed.  University of Idaho FSH Policy 
6240 Conflicts of Interest or Commitment is available at http://www.uidaho.edu/xxx.  If you have any questions about the 
form or about specific potential or actual conflicts of interest, please contact your supervisor/department head/chair or the 
Chair of the university’s Ethical Guidance and Oversight Committee. Disclose outside employment for compensation of 
more than 20 hours/week by completing FORM 6240 B – Disclosure of Outside Employment or Consulting for 
Compensation. 
 
EMPLOYEE INFORMATION 
Name ____________________________________________ Department ________________________________ 
Vandal No.________________________________________ Position Title _______________________________ 
Campus Phone No. _________________________________ Email Address ______________________________ 
 

□ I DO NOT have any conflicts of interest, conflicts of commitment or apparent conflicts to 
report. Please sign and date this form and submit it to Human Resources with a copy to 
your supervisor/department head/chair (does not require supervisor/department 
head/chair review). . 

 
□ I DO have conflicts of interest, conflicts of commitment or apparent conflicts to report. 

Please sign and date this form and submit it to your supervisor/department head/chair along 
with separate pages describing a plan to manage each conflict or apparent conflict. 

 
Employee Conflicts of Interest Disclosure --  

 
By signing here, you are certifying that the information that you provide herein this form is accurate to the 
best of your knowledge as of the date of your signature, and you commit to providing an updated form to your 
supervisor if a material change occurs in the information you have provided. 

 
Signed _______________________________________________ Date _________________ 
 
COMPLETE THE SECTIONS BELOW ONLY IF THE EMPLOYEE REPORTED A CONFLICT  
Supervisor Review – required only for those reporting conflicts or apparent conflicts 
 

□ I concur with the employee’s conflict(s) and the plan(s) to manage the conflict(s). 
 

□ I do not concur with the employee’s management of one or more conflicts.  Attached are my 
reasons for not concurring. 

 
Department Chair / or Unit Supervisor / or Institute Director     Date 
 
Unit Head Review – required only for those reporting conflicts or apparent conflicts 
 

□ I concur with the supervisor’s review. 
 

□ I do not concur with the supervisor’s review.  Attached are my reasons for not concurring. 
 
Dean / or Unit Head         Date 
Committee Action – required only for those reporting conflicts or apparent conflicts 
 

□ I concur with the Unit Head’s review and actions. 
 

□ I do not concur with the Unit Head’s review and actions.  Attached are the required actions. 
 
Chair, Ethical Guidance and Oversight Committee      Date 
 
• Copy to employee, employee’s unit supervisor or , employee’s unit head, and human resources 
• Original document on file in the office of the chair of the Ethical Guidance and Oversight committee, 

campus zip: 3010 Committee 
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FORM 6240B – Disclosure of Outside Employment (20 hours/week or more) or Consulting for Compensation 
 
Name _________________________________________________    Department ______________________________________________ 
 
Vandal No. _____________________________________________   Position Title _____________________________________________ 
 
Please provide the following information for all non-University of Idaho employers that are providing you compensation. 
 

Outside Employer Period of 
Employment 

Estimated Hrs 
Per weekMonth 

Nature of Outside Employment and its Relationship to the University  

    

 
Employee Disclosure of Outside Employment 

 
By signing here, you are certifying that the information that you provide in this form is accurate to the best of your knowledge as of the date of your signature, and you commit 
to providing an updated form to your supervisor if a material change occurs in your compensation from outside employment. 

 
Signed _______________________________________________ Date _________________ 
 
Supervisor Review 
 
The supervisor’s signature here reflects that he or she has reviewed this form. 
 
 
Department Chair / or Unit Head / or Institute Director     Date 
 
• Copy to employee, supervisor or  unit head, and human resources 
• Original document on file in the office of the chair of the Ethical Guidance and Oversight committee, campus zip: 3010  
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NEPOTISM 

 
NEPOTISM. No preferential treatment will be afforded to individuals based on relationships that may 
place undue or inappropriate influence on terms and conditions of employment. 
 
A. Definitions.  
 

1. “Relationship” is defined as individuals related by (a) blood, marriage, adoption; (b) a person a 
public employee intends to marry, or with whom the public employee intends to form a household, 
or any other person having the same legal residence as the public employee; (c) domestic 
partnership, dating or other personal relationship in which objectivity might be impaired. 

 
2. “Related individuals” are individuals who stand in a relationship as defined herein. 

 
3. “Line of authority” is defined as authority extending vertically through one or more organizational 

levels of supervision or management. 
 

4. “Work unit” is defined as department, division or any other unit or office.   
 
B. Policy.  
 

1. Direct supervision or control or line of supervision::  Relationship to another individual employed 
by the University shall not constitute a barrier to hiring, promotion or reappointment provided that 
no employee is under the direct supervision or control or line of supervision of a related 
individual.  No UI employee may function as judge or advocate in specific situations involving 
members of his or her immediate family (such as the employee's spouse, child, parent, 
grandparent, brother, sister, mother-in-law, father-in-law, son-in-law, or daughter-in-law).  Nor 
may any UI employee initiate or participate in institutional decisions involving a direct benefit 
(such as initial appointment, retention, promotion, salary, or leave of absence) to members of their 
immediate families. 

 
2. Indirect supervision or same work unit:  The University discourages indirect supervision of related 

individuals. A person may work under the indirect supervision of a related individual, or in the 
same work unit of a related individual provided that such personnel action is pre-approved by the 
Assistant Vice President for Human Resources under a management plan [FSH 6240].  In 
reviewing a proposed personnel action, the Assistant Vice President for Human Resources shall 
consider all aspects of the proposed action including, but not limited to, the effect on supervision, 
morale, safety, security, nature of job description and applicant pool, and any potential conflicts of 
interest. The University retains the right to refuse to appoint an individual to a position that  results 
in indirect supervision by a related individual or related individuals working in the same work 
unit.    
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ORGANIZATIONS AND OATHS 

A. Professional and Labor Organizations 
B. Loyalty Oaths 
 
A. PROFESSIONAL AND LABOR ORGANIZATIONS. UI employees have a right to join, 
without fear of reprisal, any professional association or labor organization, including those 
concerned with employee representation; even so, UI neither bargains with nor enters into work 
or employment contracts with such groups. 
 
B. LOYALTY OATHS. No loyalty oath shall be required of any UI employee. 
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3260 
 

PROFESSIONAL CONSULTING AND ADDITIONAL WORKLOAD 
 
PREAMBLE: One of UI’s objectives is to “apply the benefits of knowledge by making expert faculty available to 
individuals and organizations for consultation or research on problems in the state.” To maintain and increase the 
competence of faculty and staff members, the regents encourage professional consulting under the conditions 
outlined below. As used in this policy, “consulting” is defined to include any professional activity for which the 
person is paid that is external to UI or clearly beyond the assigned duties for which the employee is appointed and 
paid by UI. This section was original to the 1979 Handbook; only relatively minor changes have been added since 
that time and Section B on Regents Policy was added July 2002. Unless otherwise noted, the text is that of 1996. 
Further information may be obtained from the Provost’s Office (208-885-6448). [rev. 7-02] 
 
 
CONTENTS: 
 
A. Definitions Basic Policy 
B. Policy Regents Policy 
C. Institutional Procedures and Requirements 
 
A. Definitions 

A-1.  Consulting:  As used herein shall mean any professional activity for which a UI employee is paid that is 
external to UI or clearly beyond the assigned duties for which the employee is appointed and paid by UI.  
 
B. BASIC POLICY. Faculty and staff on full-time appointment owe their primary employment responsibility to UI. 
They are expected to fulfill, to the best of their abilities, the responsibilities established in their respective position 
descriptions. Full-time employment requires a work effort of at least 40 hours a week. No employee is to receive 
additional compensation from any source for work performed as a part of his or her regular full-time UI 
employment. [See also FSH 3170 B.] [ed. 7-99] 
 

AB-1. Private Consulting. Private cConsulting activity must have prior written approval by the employee’s 
departmental head or administrator supervisor and dean or director/administrator consistent with section C 
herein, prior to initiation of the consulting activity.  Each department must have a process for implementing 
this policy that has been approved by the dean of the college or the head of the unit. Approval of consulting 
activity may only be granted if the proposed activity satisfies the following criteria: [rev. 7-02] 

 
a. It is compatible with the employee’s professional competence. 
 
b. It does not constitute unfair competition with a similar non-UI service already available. (Fees charged 
should be commensurate with the professional standing and experience of the consultant.) 

 
c. It will not impair, in quality or quantity, the performance of the employee’s assigned duties. (Full-time 
employees are expected to limit consulting to 39 days in an academic year or 48 days in a fiscal year—
normally one additional day each week over the full-time commitment. This limitation does not apply to 
activities in which the employee engages during periods of vacation leave or on legal holidays, or during 
the summer for nine month appointments, or where actual practice in an employee’s professional field is 
required by the employee’s job description and any such practice has the approvals required herein.) 

 
d. It does not involve the use of any UI supplies, equipment, or facilities, except as provided in a current 
agreement (further discussed in B-3) signed by the vice president for administration and finance. 
 
e. The clients is informed that the faculty or staff member is acting as a private consultant and that UI is not 
a party to the contract, nor liable, nor responsible for the performance thereof. 
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f. It is not contrary to UI’s best interests. 
 
g. It complies with the restrictions stated in FSH 3170 (University Ethics), including the Regents’ policy on 
conflict of interest and ethical conduct, and FSH 6240 (Conflicts of Interest or Commitment), including 
submission of all applicable disclosure forms under FSH 6240, and all other applicable University policies 
and procedures.   (see below). 
 
 
 
 

B. REGENTS POLICY. 
 

B-1. In addition to the requirements set forth below, all employees of the UI are also subject to the Conflict of 
Interest and Ethical Conduct Policy of the Regents RGPIIQ This policy can be reviewed at 
http://www.idahoboardofed.org/policies/ and is quoted below. 

 
B-2. General Principles of Ethical Conduct. 

 
1. All employees of the institutions, agencies, school and office: 

 
a. shall not hold financial interests that are in conflict with the conscientious performance of their 
official duties and responsibilities. 

 
b. shall not engage in any financial transaction in order to further any private interest using nonpublic 
information of the Board, institution, school, agency or office. 
 
c. shall put forth honest effort in the performance of their duties. 
 
d. shall make no unauthorized commitments or promises of any kind purporting to bind the Board or 
any Board-governed entity. 
 
e. shall not use their public offices for private gain. 
 
f. shall act impartially and not give preferential treatment to any private or public organization or 
individual. 

 
g. shall protect and conserve public property and shall not use it for other than authorized activities. 

 
h. shall not engage in outside employment or activities, including seeking or negotiating for 
employment, that conflict with official duties and responsibilities. 

 
i. shall promptly disclose to their chief executive officer waste, fraud, abuse, or corruption in 
accordance with applicable law and policy. 

 
j. shall endeavor to avoid any actions that would create the appearance that they are violating the law 
or the ethical standards of the Board or the relevant Board-governed entity. 

 
k. shall disclose potential conflicts of interest to the chief executive officer, or designee, of the 
institution, agency, school or office, and avoid Conflicts of Interest, potential Conflicts of Interest, and 
circumstances giving rise to the appearance of a Conflict of Interest. 
 

2. Conflict of Interest. A conflict of interest occurs when a person’s private interests compete with his or 
her professional obligations to the Board-governed entity to a degree that an independent observer might 
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reasonably question whether the person’s professional actions or decisions are materially affected by 
personal considerations, including but not limited to personal gain, financial or otherwise. 

 
3. Consideration of Transactions 

 
a. In the event that a person subject to this policy shall be called upon to consider a transaction 
involving a Board-governed entity and a person, entity, party, or organization with which the person is 
affiliated, as defined below, such person, as soon as he or she has knowledge of the transaction, shall: 
(i) disclose fully to the chief executive officer, or designee, the precise nature of his or her interest or 
involvement in the transaction and/or such organization, and (ii) refrain from participating in the 
institution’s, agency’s, school’s or office’s consideration of the proposed transaction. 

 
b. Each person subject to this policy shall disclose to the chief executive officer, or designee, of the 
entity all relationships and business affiliations that reasonably could give rise to a Conflict of Interest 
because of the employee’s duties and responsibilities. This disclosure obligation is ongoing, and each 
employee has a duty to supplement or amend his or her disclosure when the employee knows that the 
disclosure was incorrect in a material respect when made or the disclosure, though correct when made, 
has become inaccurate in a material respect. 

 
c. For the purposes of this policy, an employee is “affiliated” with an organization if the person, a 
member of the person’s immediate family (i.e., spouse, parents, children, brothers, and sisters), or a 
person residing in the employee’s household or a legal dependent of the employee: (i) is an officer, 
director, trustee, partner, employee, or agent of such organization; (ii) is either the actual or beneficial 
owner of more than one percent (1%) of the voting stock of or a controlling interest in such 
organization; (iii) has any other direct or indirect dealings with such organization from which the 
employee is materially benefited. It shall be presumed that an employee is “materially benefited” if he 
or she receives, either directly or indirectly, money, services, or other property in excess of one 
thousand dollars ($1000) in any year in the aggregate. 
 
d. All disclosures required to be made hereunder must be directed, in writing, to the chief executive 
officer, or designee, of the institution agency, school or office. 

 
C. INSTITUTIONAL PROCEDURES AND REQUIREMENTS. 
 
C-1. General reporting:  All employees who have outside employment of more than 20 hours per week or who 
perform any outside consulting, subject to the approval required herein, must complete the Disclosure of Outside 
Employment or Consulting for Compensation form (Form 3260/6240B) on an annual basis.  An updated Form 
3260B/6240B must be submitted throughout the year if a person accepts outside employment or consulting.  The 
disclosure form is available on the following website(s): (insert).   

 
C-2.  Consulting Approval: 

a. Administrative approval for consulting by UI employees may be granted only when the proposed 
activity satisfies the conditions outlined in A-1 or A-2 as applicablesection B. The Consulting 
Approval Form (Form 3260 A) approval form is accessible on the provost’s following website(s):  
(insert)web page. [ed. 7-00] 

 
C-2b.. In requesting approval, employees are to supply the following information to the departmental 

administrator: (a) an estimate of the time that will be required, (b) the subject and scope of the 
consulting services, (c) to the extent UI facilities may be used, a request to use them with an estimate 
of the the extent of such use of UI facilities. 

 
C-3c. If UI supplies, equipment, or facilities (other than library and assigned office space) are to be used 

(subject to priority for their use in regular UI activities), the consultant must enter into a contract n 
official agreement with UI through the vice president for administration and finance, prior to using any 
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UI supplies, equipment or facilities. The contract shall be signed by the vice president for finance and 
administration or his designee.  The vice president should shall also be consulted in any case that 
involves collections from or payments by UI students or that could, in the opinion of the departmental 
administrator head/supervisor and/or  dean/director  approving the consulting arrangement, affect the 
UI’s result in litigation or questions concerning UI insurance coverage. Such agreementsContracts for 
use of  involving UI supplies, equipment, or facilities must: (a) stipulate the kind and extent of 
equipment usage, personnel to be involved, the direct costs to be incurred, and liability for personal 
injury or damage to UI property; (b) include provisions for appropriate reimbursement to UI; (c) 
indicate that the required administrative approvals for the consulting and use of supplies, equipment or 
facilities have been obtained; and (d) be approved by the vice president for administration and finance 
or his designee. 

 
C-4. Every employee performing consulting services must submit an annual report thereon, documenting the 
subject and scope of and time spent on consulting activities, to his or her departmental administrator and dean. 

 
C-53. Any work by a UI employee for the UI that is in addition to the employee’s primary employment, 
whether or not it is termed consulting, must be approved by the President, Provost, or appropriate Vice 
President with a copy to Human Resources and otherwise comply with FSH 3440.  CCompensation for any 
such work in addition to certified salary that is paid for services rendered under A-2 or A-3 above must be 
handled by the UI payroll systemgo through the UI payroll system. 

 
C-64. The name, “University of Idaho,” is the exclusive property of UI and consequently should not be used in 
support of claims, advertisements, or the contents of any private consulting reports. UI stationery or letterhead 
may be used only for official UI business. [See 6620.] 
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FC-08-011b 

 
[Attach additional pages if necessary] 

• Describe the subject, scope and purpose of consulting activity including client details: 
 
 
• Describe how the proposed activity will contribute to your professional growthProvide an estimate 

of the amount of time that will be required to complete the consulting activity: 
 
 

• Describe how the proposed activity will contribute to the University, your division and 
departmentState whether the proposed activity will require the use of University resources, 
and if so, identify the resources you would use: 

 
 
If your outside professionalyour consulting activity will require involves the use of university 
resources (i.e., supplies, equipment, or facilities), please explainyou must enter into a contract 
with the University to use those resources at a reasonable rate.  The contract for use of 
University resources must be approved and signed by the [Use of UI supplies, equipment or 
facilities requires an agreement signed by the Vice President for Finance and Administration 
or his designee, and must be executed prior to initiation of the consulting activity.] 
 

 
I affirm that I have read and understand Faculty-Staff HandbookFSH  3260 and 6240 and that . I affirm that the professional 
consulting described above: 

•  is compatible with my professional competence,  
• does not constitute unfair competition with a non-UI service already available,  
• will not impair, in quality or quantity, the performance of my regular duties at UI,  
• does not constitute a conflict of interest, and 
•  is not contrary to UI’s best interests.  

 I affirm that I will inform each client that I am acting in a private capacity and the UI is not a party to my professional 
consulting activity and is not liable or responsible for the performance thereof.  I affirm that I will submit an annual report 
documenting the subject of and time spent on consulting activities to my unit administrator and dean as required by Faculty-
Staff Handbook FSH 3260 and 6240. [Form Routing: department, director/college/unit, VP for Finance & Administration if applicable] 
 
 
       Applicant’s Signature    Date   Approval – Department Head /Supervisor                 
Date 
 
 
      Approval  – Director                 Date   Approval – Dean/Director                                      
Date 
 
[Form Routing: department, director/college/unit 
 
      Approval – Financial Vice President  Date 
              (required if using UI facilities/equipment/supplies) 
 
October 10, 2007  C:\My Documents\FORMS\2CONSULTI.DOC                                      Provost Office  99-06 

FORM 3260 A University of Idaho  
CONSULTING :  Request to Engage in Professional Consulting 

[Approval must be received at least two weeks prior to any consulting activity] 

 
Name:________________________________________________________________________ 
                 University of Idaho Employee 
 
Department:____________________________________    Phone:________________________ 
 
Mailing and E-mail Address:_______________________________________________________ 
 
Dates/times of professional consulting:  from __________________to _____________________ 
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FC-08-011c 
FORM 3260B/6240B ANNUAL Disclosure of Outside Employment (20 hours/week or more) or ANY Consulting for Compensation 
  
Name _________________________________________________    Department ______________________________________________ 
 
Vandal No. _____________________________________________   Position Title _____________________________________________ 
 
Please provide the following information for all non-University of Idaho employers that are providing you compensation. 
 

Outside Employer Period of 
Employment 

Estimated Hrs 
Per week 

Nature of Outside Employment and its Relationship to the University  

    

 
 
Employee Disclosure of Outside Employment 

 
By signing here, you are certifying that the information that you provide in this form is accurate to the best of your knowledge as of the date of your signature, and you commit 
to providing an updated form to your supervisor if a material change occurs in your compensation from outside employment. 
 

 
Signed _______________________________________________ Date _________________ 
 
Supervisor Review 
 
The supervisor’s signature here reflects that he or she has reviewed this form. 
 
 
Department Chair / or Unit Head / or Institute Director     Date 
 
• Copy to employee, supervisor or  unit head, and human resources 
• Original document on file in the office of the chair of the Ethical Guidance and Oversight committee, campus zip: 3010  
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FC-08-012 
UCC-08-015 

 
TO:    University Curriculum Committee 
 
FROM:    PAAC 
 
RE:    Registration Change for Student Athletes  [Effective: Summer 2008] 
 
DATE:     September 12, 2007 
 

 
 
Objectives:  Obtain the University Curriculum Committee’s endorsement of my proposal to 
present to the Faculty Council for approval. 
 
Proposal:  Allow student athletes at the University of Idaho to register for classes on the first day 
of the registration cycle when seniors do.   
 
Reasoning: 
• Every school in the WAC has it.  Most representatives (athletic or registrar) that I spoke with 

were surprised that Idaho does not have early registration for student athletes.  They see it as 
a necessity. 

• Student athletes have rigorous practice and competition schedules to adhere to.  In season, 
athletes practice up to 20 hours a week and spend countless hours traveling and competing.  
Early registration would allow them to have some flexibility in the classes that best fit their 
schedules.   

• Student athletes are the only group on campus that must abide by strict progress toward 
degree requirements (40, 60, 80 rule).  Not being able to get into classes and acquire the 
credits they need in order to meet NCAA requirements forces student athletes to either face 
ineligibility or switch to a less demanding major. 

• Student athletes must be enrolled in 12 credits during the school year to be eligible to 
practice and compete.  If a student athlete is on the wait list for a class and is unable to fulfill 
this requirement, he or she may enroll in a filler class that does not necessarily contribute to 
their progress toward degree completion.  This jeopardizes their eligibility to practice/compete 
and takes seats in the class away from other students who want to be in the class.  Early 
registration would eliminate this problem for athletes and the other students. 

• Early registration would save time.  It would eliminate paper work and time spent by the 
athletic department and professors discussing the issue of an athlete on a class wait list. 

• Scholarship athletes are investments made by the University of Idaho--- why not provide a 
system that will allow them to be as successful as possible? 

 
Things to Keep in Mind: 

• Early registration should not be considered “preferential treatment.”  Student athletes are 
at a disadvantage because they are obligated to give several hours of their week to 
practice, travel and competition--- requirements that the University demands from no 
other group.   

• Athletes graduating will not need pre registration.  This lessens the impact on the general 
student body during registration time. 

• A large portion of the general student population, the seniors (approximately 25%) and 
grad students will not have a cause for complaint since they will not be registering 
anymore or already have priority registration. 

• Early registration for student athletes mainly impacts lower classmen because so many 
have to take the same core classes and prerequisites. 
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• Athletes account for a very small portion of the total student body—about 340 out of 
nearly 12,000, 2.8%. 

 
 
Conclusions/Observations Drawn from Research: 

• The average number of years from the 9 schools I talked with has had early registration 
for student athletes is 12. 

• Many different systems for registration exist.  Usually athletes are allowed to register with 
honors and disability students one day earlier than the general student body. 

• In general, no specific criteria exist to determine which groups should be allowed to 
register early.  Proposals usually go through a faculty committee like the Faculty Senate 
(NMSU) for approval. 

• There was/is very little negative backlash as the result of instating early registration for 
athletes.  Some schools experienced a little but it quickly dissipated and people accepted 
the new policy. 

• Athletes do take advantage of the ability to register early.  It has been successful at many 
schools because of the involvement of the athletic department.  Some schools have 
strong promotion and assistance with registration procedures. 

• Most of the schools allow a small portion of the student body to register early.   
• “I haven’t heard of many places in my career that don’t have it.” –Gabe Rosenvall, 

Assistant AD at Boise State 
• “If you’re going to be involved in NCAA sports, you must have early registration.” –Tania 

Swanger, WSU Athletic Compliance Coordinator 
• These schools don’t consider early registration “preferential treatment.” 
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Supporting Research 
 Fresno State  Louisiana Tech Washington 

State 
Talked With Christina Beddall, 

Registrar 
Buddy Johnson, 
Assistant Registrar 

Tania Swanger, 
Athletic Compliance 
Coordinator 

When priority 
registration was 
instituted  

At least 20 years ago. At least 15 years 
ago. 

At least 10 years ago. 

When athletes 
are allowed to 
register 

First day of registration 
cycle, one day before 
the general student 
body. 

Same day as but 
after honors group, 
one day before 
general student pop. 

One day earlier than 
general student pop. 

Other student 
groups allowed 
to pre-register 
for classes 

Students with 
disabilities, grad 
students, marching 
band (in the fall only), 
Honors program, 4 
year degree program. 

Honors, grads and 
student with 
disabilities. 
 
 
 

Grad students, 
Professions Program, 
disabled. 

Criteria for 
permitting 
groups priority 
registration 

??? Reviewed through 
Enrolment 
Management 
Committee.  Requests 
go through registrar 
then to committee.  
Very strict selection. 

Based on absence 
from class, practice 
schedules and need 
to satisfy degree 
requirements. 
Proposals go through 
Dean of Students to 
be reviewed and 
approved. 

Must be at a 
disadvantage--- 
physical constraints, 
practice, competition 
schedules.  Purpose is 
to create level playing 
field.   

Reaction around 
campus 
regarding early 
registration for 
student athletes 

No negative backlash.  
Very strict about 
honoring priority 
registration.   

Only from groups 
denied the ability to 
register early. 

No negative reaction. 
Only from groups 
excluded (Honors). 
Very clear about who 
has disadvantage.  

Do athletes 
actually take 
advantage of 
early 
registration? 

Yes.  Through strong 
advising and support 
from the athletic 
department, athletes 
are aware and 
encouraged to register 
on time. 

Majority do.  Those 
that do not usually 
have administration 
holds are unable to 
pay the fees in time 
to register.  

Yes.  Athletes have 
counselors in athletic 
department.  They are 
made very aware of 
when to register. 

How many 
students will 
pre-registration 
affect 

Approximately 1,000 
out of 20,000 students. 

Student athletes 
comprise 330 out of 
11,000, small number 
from other groups. 

400-500 athletes out of 
18,000 students. 
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 New Mexico 
State  

Hawaii Boise State 

Talked With Mike Zimmerman, 
Registrar 

Secretary to Athletic 
Director, Marge 
Okimoto 

 
 

Gabe Rosenvall, 
Assistant AD 

When priority 
registration was 
instituted  

1992-1994. About 5 years ago. 15-20 years ago. 

When athletes 
are allowed to 
register 

2nd day of registration, 
after Crimson Scholars, 
1 day before general 
student body. 

1 day before general 
students, with grad 
students. 

2 weeks before 
general population. 

Other student 
groups allowed 
to pre-register for 
classes 

Crimson Scholars (high 
GPA), grad and 
disabled students. 

Grad and students with 
disabilities. 

ROTC, disabilities, 
grad students. 

Criteria for 
permitting 
groups priority 
registration 

No specific criteria.  
Approval through 
Faculty Senate. 

??? No specific criteria.  
Justification:  cannot 
miss academics for 
athletics and practice 
and travel conflicts. 

Reaction around 
campus 
regarding early 
registration for 
student athletes 

Some faculty staff did 
not agree at time.  No 
longer an issue.  Won’t 
publish in school 
brochure because it’s 
controversial.   

Good and bad reaction.  
Complaints eventually 
went away as people 
accepted it.  Have not 
changed procedure as 
result.   

No.  Been available 
for a while.  Strong 
support from 
administration, 
especially registrar’s 
office. 

Do athletes 
actually take 
advantage of 
early 
registration? 

About 85% do.  Have 
new group of athletic 
academic advisors that 
promote it.  

Yes, even while 
traveling, coaches help 
them register. 

“Vast majority” do. 

How many 
students will pre-
registration affect 

About 5,000 out of 
16,500.  350 are 
athletes. 

??  Registrar’s response:  
Everyone benefits. 

350 athletes out of 
18,000 (includes 
technical school and 
grad students). 
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 Utah State  Nevada Reno San Jose State 
Talked With Brian Evans, 

Associate AD- Student 
Services 

Cara Nero, Admissions and 
Records Assistant  
Sandra Niedorgall, Director of 
Compliance  

Drew Agbie, Athletic 
Advisor 

When priority 
registration was 
instituted  

Around 10 years ago. 2000-2001 academic year. At least 4 years. 

When athletes 
are allowed to 
register 

Wednesday through 
Friday, when the 
general student body 
starts the following 
Monday. 

With honor students, one 
day before seniors and grad 
students. 

Varies by semester.  
Registrar chooses.  
Usually a few days but 
no more than a week.  
In summer it is  

Other student 
groups allowed 
to pre-register 
for classes 

Honors, students in 
Multicultural Student 
Services, disabilities. 

Honors and disability. Honors and disabilities. 

Criteria for 
permitting 
groups priority 
registration 

Reviewed through 
registrar’s office.  Last 
semester got rid of 
groups that did not truly 
need it. 

Went through faculty senate 
than to the President’s office.  
Current president strongly 
approved. 

?  W/ athletes, they 
came to school to 
participate in a 
university activity 
where SJSU chooses 
practice times.  
Athletes also have to 
remain eligible to 
compete. 

Reaction 
around campus 
regarding early 
registration for 
student athletes 

“None whatsoever.”  No 
complaints from 
administration or 
faculty.  Only positive 
things. 

Some grumbles, nobody 
really spoke out.  Titled 
“early registration” to avoid 
claims of preferential 
treatment.  President doesn’t 
allow it to be a debated 
issue. 

Questions whether or 
not people even know 
about it.  It is 
downplayed to avoid 
negative reaction.  
Coaches are informed 
of reg. time and inform 
their athletes. 

Do athletes 
actually take 
advantage of 
early 
registration? 

About 97% do.  
Students see their 
advisor and get a form 
listing their classes.  
They bring that form to 
an advisor in the athletic 
department who 
registers for them.   

About 80% do.  When first 
instituted, it was especially 
high.  Athletes are 
threatened with missing 
practice or competition if 
they do not register on time. 

Yes, about 85-90% do. 

How many 
students will 
pre-registration 
affect 

320 athletes.  Between 
500-600 students total 
out of 21,000. 

420 student athletes out of 
16,200. 

1,300 out of 30,000 are 
athletes are athletes or 
have disabilities (350 
athletes, 950 disabled). 
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