                                  JANUARY 29, 2007 (UPDATED APRIL 2, 2007)
INFORMATION MEMORANDUM FOR THE SECRETARY

FROM:                      Melinda Loftin                 

TELEPHONE:       202/208-5295  

SUBJECT:              Ethics Meeting - Review of Ethics Model Practices
I. SUMMARY

On October 26, 2006, I discussed an assessment of the Department of the Interior ethics program based on a review of ethics model practices and provided you with an action plan for deliverables.  This meeting is to discuss the implementation of the plan with the Director, Office of Government Ethics (OGE).  Additionally, we will discuss the upcoming OGE conference where you will be a speaker. 
II. DISCUSSION
THE DEPARTMENT OF THE INTERIOR ETHICS PROGRAM – 

Ethics Program Model Practices

Previously, you requested an assessment of the Ethics Program Model Practices provided to DOI by Robert Cusick, Director of the Office of Government Ethics.  You requested information on how many of the practices are currently in place and an action plan for implementing some of the other model practices into the DOI ethics program.

Of the eighty Ethics Program Model Practices, the Department of the Interior had implemented sixty of the model practices.  I outlined an action plan for the remaining twenty practices and included items we currently did but could enhance. 

III. PARTICIPANTS

Brian Waidmann, Chief of Staff

Robert “Ric” Cusick, Director, Office of Government Ethics

Joseph Gangloff, Deputy Director of Agency Programs

Melinda Loftin, DAEO, Director, Ethics Office

Michael Bogert, Counselor to the Secretary
David Lehman, Senior Advisor to the Secretary 
IV. ATTACHMENTS

                  Attachment 1:   Updated Action Plan

ACTION PLAN FOR DELIVERABLES


IMMEDIATE ACTIONS

1. A draft letter has been prepared to employees outlining the responsibilities of management to fulfill their ethics requirements including linking these responsibilities to salary increases and bonuses.  Signed letter sent to all employees.
2. A draft letter has been prepared directing the Deputy Secretary to chair a task group to develop the core values of the Department of the Interior.  The core values are to be integrated into our organization including placing them on employee’s badges. The core values group proposed a core values statement to the Secretary.  The Secretary plans on discussing this at the upcoming SES conference.
3. A draft welcome letter to new employees has been prepared for your signature.  The letter states that employees need to understand the ethics laws and regulations but also need to understand the commitment to an ethical culture as a responsibility of all Department of Interior employees. Signed letter incorporated into all new employees welcome packets.
4. A visit to the Office of Government Ethics has been coordinated for members of the Departmental Ethics Office to meet with the Office of Government Ethics (OGE) Desk Officer and other OGE employees to determine what OGE assets may assist the Department of the Interior ethics program. Additionally, the new OGE Interior desk officer has accepted an invitation to come meet with the entire ethics staff.  The ethics team visited OGE and the OGE ethics officer visited Department of the Interior.  The DAEO has participated in meetings with OGE including the Leadership Focus Group.  OGE and the ethics office continue to work together on matters and projects.
5. The Director of Communications should be tasked to create a Senior Leader video where the Secretary emphasizes an ethical culture.  This can be used in various ethics training forums.  The Secretary participated in an ethics video that was used as an introduction to the annual ethics training. 
6. The Ethics Office is currently reviewing the ethics website, has added current information including contact information and is working with the contractor to change and enhance the ethics website.  Outdated information has been removed from the ethics website and new information has been added.  Additional enhancements will continue. 
7. Include an ethics official on the emergency preparedness team. The DAEO has been included as a member of the team.
November Actions

1. Conduct a self assessment of the Department of the Interior ethics program similar to an Office of Government Ethics Program review. A self assessment of the ethics program was conducted.  Certain program changes will be made due to the recommendations.  
2. Holiday guidance ready for signature by senior leadership. Holiday guidance was distributed by the DAEO. 

3. Review and enhance the post government counseling and written materials. Review of post government counseling and written materials is completed.  Additional training materials are in development.    
4. Ongoing publicity of what senior employees are doing in ethics to include fulfilling their requirements.  An article on the new Designated Agency Ethics Official was included in People, Land & Water. We will continue to submit articles. 
December Actions

1. Develop formal policies and practices for keeping records of advice and counsel and all other processes based on the self assessment.  Ethics team members met with records management staff to review all records management practices.  The ethics team is assessing our records practices.
2. Emphasize the importance of ethics requirements including statements in next year’s financial disclosure announcement.  The notice on confidential financial disclosure statements included the importance of why we file the forms.  Letter from senior leader drafted.  The public financial disclosure filing statements emphasized the importance of filing.  We communicated that the Secretary was the first to file his report.
3. Update the Agency Annual Ethics Training Plan. Create new training initiatives.  The Agency Annual Ethics Training plan has been updated with inclusion of the Bureaus plans.  An ethics team member is part of the Interagency Ethics Training initiative. 
4. Incorporate ethics elements in the agency emergency preparedness plan. The DAEO has been added to the program and will incorporate ethics elements as necessary.
January- June Actions
1. Focus on several training initiatives based on the Ethics Training Plan including:
· Personal appearances by Senior Leaders at training.

· Prepare effective decision making modules for training to enhance the ethics culture. 

· Enhance ethics training by having leaders and managers discuss ethics related issues with their staff at staff meetings and other work settings. 

· Identify trends of ethics violations and publicize what happens with ethical lapses.
· Use media accounts to showcase what happens to those who violate the laws.
· Focus training on the 14 general principles and include real life examples.
· Solicit feedback on training from employees.
· Train the ethics officials, branching out their training into effective decision making and an ethical culture.
                        A member of the ethics team is part of the Interagency Ethics Council                    

      Training Initiative.  The ethics team participated in training     employees, friends groups and ethics officials.  Several other training appearances are scheduled.
2. Participate at the Annual Office of Government Ethics conference in March. Due Date: March 13-16, 2007  Secretary Kempthorne, the DAEO and Deputy DAEO were speakers at the conference. 

3. Develop an integrated communications strategy for getting the word out to internal and external audiences on transparency and accountability. Discuss how and why decisions were made.   
4. Survey employees and solicit their ideas on ethics.
5. Additional guidance prepared throughout the year with reminders of an ethical culture should be included in speeches.  
6. Include ethical requirements in performance plans. Departmental HR office is incorporating ethical requirements into SES performance plans.
7. Publicize good stories from program reviews. If developing new systems discuss that.

THROUGHOUT THE YEAR OR LONG TERM ACTIONS
1. Establish an ethics award and recognize and publicize outstanding achievements.  A member of the ethics team was recognized with the Solicitor’s employee of the month award which was publicized throughout the Solicitor’s office.
2. Review with Human Resources assistance all plans and policies and include ethics elements where appropriate. 
3. Develop a tracking system to ensure timely advice and counsel. The ethics team has reviewed a comprehensive tracking system from another agency.  Another tracking system will be reviewed shortly and a system adopted.  
4. Develop databases to track filing, a computer based certification system, and to track travel acceptance.  The database system reviewed by the ethics team may include many of these tracking systems. The ethics team will adopt a system in the near future.  
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