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CHAUTAUQUA COUNTY ETHICS BOARD (CCEB)

MEETING AGENDA
First Meeting of CY2024
Wednesday, April 10, 2024
I p.m.

Room 331
Gerace Office Building
3 North Erie St.
Mayville, NY 14757

Call to order: confirm proper public notification was completed.

Review and approve October 25, 2023 minutes.

Membership

Review correspondence.

Discuss Approvals of Payroll.

Review and approve 2023 Annual Report.

Status of Annual Code of Ethics Training for County Employees and Board Members.
Status of Financial Disclosure forms.

Next meeting: May 15, 2024 at 1 p.m. in Room 331 of the GOB in Mayville.

Meeting adjourned.



CHAUTAUQUA COUNTY ETHICS BOARD
MEETING MINUTES
DATE: October 25, 2023

LOCATION: Room 149, Gerace Office Building, 3 North Erie Street,
Mayville, New York 14757

TIME: 1:03 — 1:50 p.m.

MEMBERS PRESENT: John Hamels
John Marengo
Darlene Nygren

Stephanie Stevens
MEMBER ABSENT: Diane Hannum

OTHERS PRESENT: Amanda Gallagher from the County Executive's Office
Kristen Wright from the County Law Department
Respondent for Case No. 2023-09

CALL TO ORDER & PUBLIC NOTIFICATION:
John M. called the meeting to order at 1:03 p.m.

Amanda confirmed proper public notification was completed as the notice of today’s
meeting was posted on the county website on October 6, 2023 and was sent out to the
local media on October 11, 2023. It also appeared in the Post-Journal’s “Briefly” section
on October 17, 2023.

REVIEW CORRESPONDENCE:

John M. reported that there was no mail in the Board’s P.O. Box, with the exception of a
notice about the Board’s P.O. Box change of address form not being processed. John M.
and Amanda will get this sorted out with the post office.

Amanda reported that ERF D-23-02 for Case No. 2023-07 was received and will be
reviewed later in the meeting.

Darlene entered the meeting at 1:06 p.m.
APPROVAL OF MINUTES:
Darlene motioned to approve the minutes from the September 13, 2023 meeting, which

was seconded by Stephanie. All in favor with John H. abstaining from voting as he was
not present at the last meeting.
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STATUS OF ANNUAL CODE OF ETHICS TRAINING FOR COUNTY
EMPLOYEES:

Amanda provided an update on the 2023 Code of Ethics Training. There were 2 county
employees who still needed to complete the ethics training. Of them, one employees is
still out on medical leave and will be required to complete the training upon their return
to work, and one employee has returned to work and submitted an extension request form
for the Board’s review.

The Board reviewed and approved Extension Request Form #T-23-13.

STATUS OF FINANCIAL DISCLOSURE FORMS:

Amanda reported that so far for 2023, a total of 374 forms have been reviewed and
approved by the Board as of October 24, 2023. In addition, there is 1 form still pending
review, 2 forms that were sent back for correction, and 3 forms with an upcoming due
date.

The Board reviewed and approved Extension Request Form #D-23-02 for Case No.
2023-07. Case No. 2023-07 is now closed.

DISCUSS 2023 ANNUAL REPORT:

John H. and Diane’s terms on the Board expire on 1/31/2024. John H. seeks re-
appointment. Diane was not present at today’s meeting so Amanda will follow-up with
her to see if she wishes to be re-appointed.

John M. and Amanda will work on drafting the 2023 Annual Report, which will be
reviewed by the Board at its first meeting in 2024.

The Board also set its tentative meeting dates for 2024. This includes: April 10, May 15,
September 18, and October 16. All meetings would be held at 1 p.m. at the Gerace Office
Building in Mayville, N.Y.

RETURN TO REVIEW OF CORRESPONDENCE:

John H. motioned to go into executive session at 1:18 p.m. to discuss matters leading to
the employment, promotion, demotion, discipline, suspension, dismissal or removal of a
particular person, which was seconded by Stephanie. All in favor.

Kristen left the meeting at 1:27 p.m.

Stephanie motioned to leave executive session at 1:28 p.m., which was seconded by John
H. All in favor.

Respondent for Case No. 2023-09 entered the meeting at 1:28 p.m.
Stephanie motioned to go into executive session at 1:29 p.m. to discuss matters leading to

the employment, promotion, demotion, discipline, suspension, dismissal or removal of a
particular person, which was seconded by John H. All in favor.
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Respondent for Case No. 2023-09 left the meeting at 1:46 p.m.

Darlene motioned to leave executive session at 1:48 p.m., which was seconded by John
H. All in favor.

John H. motioned that no issues were found with the Statement of Financial Disclosure
for Case No. 2023-09, which was seconded by Stephanie. All in favor.

Case No. 2023-09 was closed.

NEXT MEETING:

The next meeting of the Ethics Board is scheduled for April 10, 2024 at 1 p.m. in Room
TBD of the Gerace Office Building, 3 N. Erie St. in Mayville, N.Y.

MOTION TO ADJOURN:

John H. motioned to adjourn the meeting at 1:50 p.m., which was seconded by Stephanie.

All in favor.

Minutes prepared by Amanda Gallagher and respectfully submitted to John Hamels.
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CHAUTAUQUA COUNTY ETHICS BOARD
2023 ANNUAL REPORT

Executive Summary

The 2023 Annual Report of the Chautauqua County Ethics Board (CCEB) is submitted as
required by the Chautauqua County Code of Ethics to record the activities undertaken by the
Board during the 2023 calendar year, and to recommend changes or improvements to the Code
of Ethics. The report also covers board membership and terms of service, the 2024 meeting
schedule, training recommendations, and relevant supporting attachments.

During 2023 the CCEB met a total of five times and completed all required tasks. The approved
agendas and minutes from each of these meetings are included in this report as well as a
summary of all of the actions taken by the CCEB during 2023.

Please submit all questions regarding this report to the CCEB Chairman John Marengo in care of
the County Executive’s Office at 716-753-4211.



Section 1. Introduction

The Chautauqua County Code of Ethics (the Code) requires the formation of the Chautauqua
County Ethics Board (CCEB) in order to maintain minimum standards of ethical conduct for
County officers and employees, and to ensure that County government is free from improper
influence as outlined in the Code. Section 13.4.g. requires that the Ethics Board prepare an
Annual Report and make recommendations regarding changes or improvements to the Code.
This document fulfills these requirements.

Section 2. 2023 Ethics Board Members and Terms of Service

Member Date Current Term Began Date Term Complete
Stephanie Stevens 3/23/2022 1/31/2025
John Hamels 1/31/2024 1/31/2027
Diane Hannum 1/31/2024 1/31/2027
John Marengo 1/31/2023 1/31/2026
Darlene Nygren 4/26/2023 1/31/2026

Section 13, Paragraph 3 of the Code requires that members of the CCEB serve three-year
staggered terms: during 2023, Darlene Nygren was appointed on 4/26/23. (See Attachment A:
Resolutions Confirming Appointments).



Section 3. 2022 Activities
a. Meetings (Agendas and Minutes). Board meetings are held in the Gerace Office
Building, Mayville, NY.
-Meeting #1, Wednesday, May 10, 2023

Agenda and minutes Attachment B

-Meeting #2, Wednesday, July 12, 2023

Agenda and minutes Attachment C

-Meeting #3, Wednesday, August 16, 2023

Agenda and minutes Attachment D

-Meeting #4, Wednesday, September 13, 2022

Agenda and minutes Attachment E

-Meeting #5, Wednesday, October 25, 2023

Agenda and minutes Attachment F

b. Summary of Actions Taken During 2023

During the May 10, 2023 meeting the CCEB reviewed and approved changes
to the Ethics Board Procedure EB 2021-01 — Financial Disclosure Statements
and Ethics Board Training.

The CCEB welcomed the addition of new member Darlene Nygren who was
appointed on April 27, 2023 (Attachment A).

During the September 13, 2023 meeting the CCEB reviewed and approved
changes to the Code of Ethics and the Statement of Financial Disclosure
Form. The CCEB also discussed and approved moving the board’s P.O. Box
from the Jamestown to Mayville Post Office.

The CCEB reviewed and approved a total of 384 Financial Disclosure
Statements for 2023.

There were a total of 16 case numbers for 2023.

o Of'the 16 case numbers, 13 were reports of potential ethics violations,
2 were related to the late filing of Statements of Financial Disclosure,
and 1 was related to the late completion of ethics trainings.

= Ofthe 13 potential ethics violations, 10 cases were investigated
with no current violations found, 2 cases were investigated and
the Board issued warnings as violations were found, and 1 case
was handled by a Department Head with no further action
required by the Ethics Board.

= Of'the 2 disclosure form filing-related cases, both cases were
granted a filing extension.

= For the 1 training-related case, it was ultimately determined
that the training was timely received.



- There were a total of 15 Extension Request forms reviewed by the Ethics
Board.

o Of'the 15 extension request forms, 13 forms were for the training
requirement (12 were approved/granted and 1 was sent back for
correction but ultimately was never completed as individual left
county employment), and 2 forms were for the disclosure requirement
(both requests were approved/granted).

- The Board also issued one advisory opinion.

Section 4. 2024 Meeting Schedule

The Chautauqua County Code of Ethics requires that the Ethics Board meet four times per year.
The CCEB has scheduled the following meeting dates to be held in the Gerace County Office
Building, Mayville for calendar year 2024:

April 10™ at 1 p.m.
May 15" at 1 p.m.
September 18™ at 1 p.m.
October 16 at 1 p.m.

Section 5. Conclusion

2023 was another successful year for the Chautauqua County Ethics Board. As in previous years
the board would like to acknowledge Resource Assistant Amanda Gallagher and all of her hard
work and dedication to this board. Ms. Gallagher is an integral part of the CCEB and the board
would not function as efficiently without her efforts. The board would also like to recognize all
of the hard work, valuable guidance and insight provided by First Assistant County Attorney
Kristen Wright. Finally, I would like to thank all of the volunteer board members for their time
and dedication throughout the year.



Appendix A: Resolutions Confirming Appointments

RES. NO. 118-23
Confirm Appointment- Chautauqua County Ethics Board

By Administrative Services Committee:
At the Request of County Executive Paul M. Wendel, Jr.:
WHEREAS, County Executive Paul M. Wendel, Jr. has submitted the following
appointment for action by the Chautauqua County Legislature; therefore be it
RESOLVED, That the Chautauqua County Legislature does hereby confirm the
following appointment to the Chautauqua County Ethics Board.

Darlene Nygren

1205 Shadyside Rd.
Jamestown, NY 14701
Term Expires: 1/31/26
(New-Appointment)

Signed: Scudder, Davis, Muldowney, Vanstrom, Parker

Unanimously Adopted — April 26, 2023



Appendix B: May 10, 2023 Agenda and Minutes
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CHAUTAUQUA COUNTY ETHICS BOARD (CCEB)

MEETING AGENDA
First Meeting of CY2023
Wednesday, May 10, 2023
2 p.m.

Room 331
Gerace Office Building
3 North Erie St.
Mayville, NY 14757

Call to order: confirm proper public notification was completed.

Review and approve November 16, 2022 minutes.

Review correspondence.

Review and approve Ethics Board Procedure.

Review and approve 2022 Annual Report.

Status of Annual Code of Ethics Training for County Employees and Board Members.
Status of Financial Disclosure forms.

Next meeting: September 13, 2023 at 2 p.m. in Room 331 of the GOB in Mayville.

Meeting adjourned.



CHAUTAUQUA COUNTY ETHICS BOARD
MEETING MINUTES

DATE: May 10, 2023
LOCATION: Room 331, Gerace Office Building, 3 North Erie Street,
Mayville, New York 14757

TIME: 2:03 — 2:48 p.m.

MEMBERS PRESENT: John Hamels
Diane Hannum
John Marengo
Darlene Nygren
Stephanie Stevens

OTHERS PRESENT: Amanda Gallagher from the County Executive's Office
Kristen Wright from the County Law Department (via phone)

CALL TO ORDER & PUBLIC NOTIFICATION:
John called the meeting to order at 2:03 p.m.

Amanda confirmed proper public notification was completed as the notice of today’s meeting
was sent out to the local media and posted on the county website on April 25, 2023. It also
appeared in the Post-Journal’s “Briefly” section on April 26, 2023.

APPROVAL OF MINUTES:

Diane motioned to approve the minutes from the November 16, 2022 meeting, which was
seconded by John H. All in favor with Darlene abstaining as she was not a board member at the
November meeting.

MEMBERSHIP:
The Board welcomed Darlene Nygren as a new member of the Board. She was appointed on
April 27, 2023.

REVIEW CORRESPONDENCE:
John M. reported that no mail was received at the Board’s P.O. Box.

Amanda reported that aside from the statements of financial disclosure, training confirmations,
and extension request forms, no other correspondence was received for the Board through the
County Executive’s Office. In addition, she noted that the Ethics Board’s email address was
discontinued on November 28, 2022.



REVIEW AND APPROVE ETHICS BOARD PROCEDURE:
The Board reviewed the changes to “Ethics Board Procedure EB 2021-01 — Financial
Disclosure Statements and Ethics Board Training.” Changes included:

e Amending language to reflect that “County Executive staff or the designated Ethics
Board liaison” will be performing certain actions as outlined in the procedure.

¢ Adding a paragraph to the Employee Training Reminder email template to let
Department Heads know that if their employees do not complete the training by the
deadline then the Department Head must remit documentation about their efforts to
secure timely training confirmation from their employee.

e Deleting the reference to the Ethics Board’s email address, which has been deactivated.

e Adding a paragraph to the Board Member Training Reminder email template to let
Department Heads know they need to remit documentation about their efforts to secure
timely training confirmation from their board members who do not complete the training
by the deadline.

e Updating the Extension Request Form to reflect the amended local law number, to
include invoices as an authorization that will be suspended, and remove the reference to
payroll, which is no longer an authorization required to file a disclosure form.

e Updating the “Chautauqua County Code of Ethics Requirements” paragraph as follows:
“. .. and to timely confirm in writing completion of such training requirements in a
manner prescribed by the County Executive’s Office or Human Resources
Department.”

John M. motioned to approve the changes to the Procedure, which was seconded by Stephanie.
All in favor.

REVIEW OF 2022 ANNUAL REPORT:
The Board reviewed the draft 2022 Annual Report.

John H. motioned to approve the report, which was seconded by Diane. All in favor with Darlene
abstaining as she was not a board member in 2022.

STATUS OF ANNUAL CODE OF ETHICS TRAINING FOR COUNTY EMPLOYEES

AND BOARD MEMBERS:

Amanda provided an update on the 2022 Code of Ethics Training. The last employee who was
out on leave did not return to work at all in 2022 and no longer needs to complete that training. If
the employee returns in 2023, the employee will be required to complete the 2023 training.

For the 2023 training, Amanda reported that the annual training for board members was issued
on January 10, 2023 and the Human Resources Department issued the training to county
employees on February 2, 2023. The annual training was due by March 31, 2023 and was timely
completed by all county board members and county employees, with the exception of 18
employees who are out on medical leave or had other exceptions. Of the 18 exceptions, 6
employees have returned and completed the training and extension request forms.
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The Board was happy to see 100% compliance this year and asked that a thank you be sent to the
employees. Correspondence will be sent from the Board to the County Executive and Clerk of
the Legislature to share with their employees.

The Board also reviewed Extension Request Forms.

John H. motioned to approve ERF # T-23-01, T-23-02, T-23-03, T-23-04, T-23-05 and
T-23-06, which was seconded by Diane. All in favor.

STATUS OF FINANCIAL DISCLOSURE FORMS:
Amanda reported that for filing year 2022, there were 394 forms that were reviewed and
approved by the Board.

For filing year 2023, Amanda noted that all of the annual disclosure forms that were due by
4/30/2023, were timely received. As of May 8, 2023, there are 261 forms that were reviewed and
approved by the Board, 60 forms are still pending the Board’s review, 5 forms are incomplete
and letters will be going out soon to request corrections, and 3 forms have an upcoming due date.

Amanda also reminded the Board about the procedure for checking the vendor lists when they
review disclosure forms.

Amanda also noted that ERF-D-06 was received and was approved on 11/30/2022. As a result,
Case No. 2022-79 was closed.

NEXT MEETING:

The next meeting of the Ethics Board is scheduled for August 16, 20 23 at 2 p.m. in the
Gerace Office Building, 3 N. Erie St. in Mayville, N.Y. Room TBD.

MOTION TO ADJOURN:

John H. motioned to adjourn the meeting at 2:48 p.m., which was seconded by Diane. All

in favor.

Minutes prepared by Amanda Gallagher and respectfully submitted to John Hamels.
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Appendix C: July 12, 2023 Agenda and Minutes
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CHAUTAUQUA COUNTY ETHICS BOARD (CCEB)

MEETING AGENDA
Second Meeting of CY2023
Wednesday, July 12, 2023
2 p.m.

Room 331
Gerace Office Building
3 North Erie St.
Mayville, NY 14757

Call to order: confirm proper public notification was completed.

Review and approve May 10, 2023 minutes.

Review correspondence.

Status of Annual Code of Ethics Training for County Employees and Board Members.
Status of Financial Disclosure forms.

Next meeting: August 16, 2023 at 2 p.m. in Room 331 of the GOB in Mayville.

Meeting adjourned.
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CHAUTAUQUA COUNTY ETHICS BOARD
MEETING MINUTES

DATE: July 12,2023
LOCATION: Room 331, Gerace Office Building, 3 North Erie Street,
Mayville, New York 14757

TIME: 2:01 —4:08 p.m.

MEMBERS PRESENT: John Hamels
Diane Hannum
John Marengo
Stephanie Stevens

MEMBER ABSENT: Darlene Nygren

OTHERS PRESENT: Amanda Gallagher from the County Executive's Office
Kristen Wright from the County Law Department
Jason Schmidt, District Attorney
Respondent for Case No. 2023-02.

CALL TO ORDER & PUBLIC NOTIFICATION:
John M. called the meeting to order at 2:01 p.m.

John M. confirmed proper public notification was completed as the notice of today’s meeting
was sent out to the local media and posted on the county website on June 28, 2023. It also
appeared in the Post-Journal’s “Briefly” section on June 30 2023.

APPROVAL OF MINUTES:
Stephanie motioned to approve the minutes from the May 10, 2023 meeting, which was
seconded by John H. All in favor.

REVIEW CORRESPONDENCE:
John M. reported that no mail was received at the Board’s P.O. Box.

The Board had received Case No. 2023-01, 2023-02, and 2023-03.
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John M. motioned to enter into executive session to discuss matters leading to the discipline,
suspension, dismissal or removal of a particular person, which was seconded by John H. All in
favor.

Diane arrived at the meeting at 2:09 p.m.

Amanda arrived at the meeting at 2:10 p.m.

John M. motioned to leave executive session at 2:21 p.m., which was seconded by Diane. All in
favor.

Respondent for Case No. 2023-02 arrived at the meeting at 2:22 p.m.
The Board discussed Case No. 2023-02.

John H. motioned to approve the extension request form for this Case once the director’s sign off
was received, which was seconded by John M. All in favor.

Respondent for Case No. 2023-02 left the meeting.
John M. motioned to enter into executive session to discuss matters leading to the discipline,
suspension, dismissal or removal of a particular person, which was seconded by Stephanie. All in

favor.

John M. motioned to leave executive session at 2:59 p.m., which was seconded by John H. All in
favor.

Jason Schmidt arrived at the meeting at 3 p.m. to seek an opinion from the Board.
Jason left the meeting at 3:37 p.m.

John M. motioned to go into executive session at 3:38 p.m. to receive the advice of the Office of
the County Attorney, which was seconded by Stephanie. All in favor.

John M. motioned to leave executive session at 3:50 p.m., which was seconded by John H. All in
favor.

Stephanie left the meeting at 3:54 p.m.

STATUS OF ANNUAL CODE OF ETHICS TRAINING FOR COUNTY EMPLOYEES:
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Amanda provided an update on the 2023 Code of Ethics Training. Previously, there were 12
county employees who were out on medical leave or had other exceptions, which still needed to
complete the ethics training. As of July 10, 2023, five employees have come back, completed
their training and submitted extension request forms for the Board’s review; four employees
have still not returned to work; and three employees who were out on medical leave are no
longer county employees and are no longer required to complete the training.

The Board also reviewed Extension Request Forms. ERF # T-23-08, T-23-09, and T-23-10 were
approved. ERF # T-23-07 and T-23-11 required corrections and will be sent back to the
requestors.

STATUS OF FINANCIAL DISCLOSURE FORMS:

Amanda reported that so far for 2023, a total of 344 forms have been reviewed and approved by
the Board. There are no forms pending review, one incomplete form where the filer will be
notified soon, and six forms with upcoming due dates.

Amanda also reminded the board members to send her their business lists that they created when
reviewing the disclosure forms so she can combine them and send the master list to the
Purchasing Department.

The Ethics Board also discussed the County of Chautauqua Industrial Development Agency
(CCIDA) using the Ethics Board as a repository to file disclosure statements for CCIDA officers,
employees and/or board members. The Ethics Board will acknowledge receipt of the forms
received by the CCIDA and send them to the County Clerk’s Office, for filing, but the Ethics
Board has no further responsibilities for the CCIDA’s ethics program. The CCIDA will also be
required to use its own disclosure statement to easily differentiate it from the form the County
Ethics Board currently uses.

NEXT MEETING:
The next meeting of the Ethics Board is scheduled for August 16, 2023 at 2 p.m. in Room 331 of
the Gerace Office Building, 3 N. Erie St. in Mayville, N.Y.

MOTION TO ADJOURN:
John H. motioned to adjourn the meeting at 4:08 p.m., which was seconded by John M. All in
favor.

Minutes prepared by Amanda Gallagher and respectfully submitted to John Hamels.

15



Appendix D: August 16, 2023 Agenda and Minutes
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CHAUTAUQUA COUNTY ETHICS BOARD (CCEB)
MEETING AGENDA
Third Meeting of CY2023
Wednesday, August 16, 2023
2p.m.
Room 331
Gerace Office Building
3 North Erie St.
Mayville, NY 14757

Call to order: confirm proper public notification was completed.

Review and approve July 12, 2023 minutes.

Review correspondence.

Status of Annual Code of Ethics Training for County Employees and Board Members.
Status of Financial Disclosure forms.

Next meeting: September 13, 2023 at 2 p.m. in Room 331 of the GOB in Mayville.

Meeting adjourned.
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CHAUTAUQUA COUNTY ETHICS BOARD
MEETING MINUTES

DATE: August 16, 2023
LOCATION: Room 331, Gerace Office Building, 3 North Erie Street,
Mayville, New York 14757

TIME: 2:05—-3:19 p.m.

MEMBERS PRESENT: John Hamels
Diane Hannum
Darlene Nygren
Stephanie Stevens

MEMBER ABSENT: John Marengo
OTHERS PRESENT: Amanda Gallagher from the County Executive's Office

Kristen Wright from the County Law Department
Respondent for Case No. 2023-03

CALL TO ORDER & PUBLIC NOTIFICATION:
John H. called the meeting to order at 2:05 p.m.

Amanda confirmed proper public notification was completed as the notice of today’s meeting
was sent out to the local media and posted on the county website on August 7, 2023. It also

appeared in the Post-Journal’s “Briefly” section on August 8, 2023.

Stephanie motioned to go into executive session to discuss matters leading to the discipline,
suspension, dismissal or removal of a particular person, which was seconded by Darlene. All in
favor. Executive session entered at 2:06 p.m. with Diane entering the meeting and Respondent

for Case No. 2023-03 leaving the meeting.

John H. motioned to leave executive session at 2:09 p.m., which was seconded by Diane. All in

favor.
Respondent for Case No. 2023-03 re-entered the meeting at 2:09 p.m.

The Board discussed Case No. 2023-03 with Respondent.
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Respondent left meeting.

APPROVAL OF MINUTES:
Stephanie motioned to approve the minutes from the July 12, 2023 meeting, which was seconded
by Diane. All in favor.

REVIEW CORRESPONDENCE:
John M. was not present to report if any mail was received at the Board’s P.O. Box.

Amanda reported that Case No. 2023-02 has been closed as the Extension Request Form was
received and signed on July 16, 2023. She also reported that the determination on Opinion No.
0-23-01 was mailed to the requestor on July 20, 2023.

The Board reviewed Case No. 2023-01. It was determined that the Case has already been
handled by the Supervisor. John H. motioned that the memo of the conversation with the
Supervisor be attached to Case No. 2023-01, which was seconded by Stephanie. All in favor.
Case No. 2023-01 was closed.

Kristen entered the room at 2:26 p.m.

Case No. 2023-04A, 2023-04B, 2023-04D, 2023-04F, 2023-05A, 2023-05B, and 2023-06 were
reviewed by the Board and no violations of the Code of Ethics were found and all of these cases
were closed.

Case No. 2023-04E was reviewed by the Board. This matter was already brought to the Board’s
attention through Case No. 2023-03 and no further action is needed. Case No. 2023-04E was
closed.

Case No. 2023-04C and Case No. 2023-04G were reviewed by the Board. It was determined that
these cases pertaining to former County employees will not be pursued and these cases were
closed.

Kristen also reminded Board members to complete and turn in their lists of businesses culled
from employee disclosure statements so the Finance Department can reference it when reviewing
and processing contracts.

The Board reviewed Case No. 2023-07. Correspondence will be sent to the Respondent.

The Board reviewed Case No. 2023-08.
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STATUS OF ANNUAL CODE OF ETHICS TRAINING FOR COUNTY EMPLOYEES:

Amanda provided an update on the 2023 Code of Ethics Training. There are 4 county employees
who still need to complete the ethics training. All of these employees are still out on medical
leave and will be required to complete the training upon their return to work. She also reported
that for Extension Request Form #T-23-11 the individual is no longer an employee and no longer
needs to submit a corrected Extension Request Form.

The Board reviewed and approved corrected Extension Request Form #T-23-07.

STATUS OF FINANCIAL DISCLOSURE FORMS:

Amanda reported that so far for 2023, a total of 345 forms have been reviewed and approved by
the Board as of August 15, 2023. There are 17 forms pending review and 3 forms with upcoming
due dates.

NEXT MEETING:
The next meeting of the Ethics Board is scheduled for September 13, 2023 at 2 p.m. in Room
331 of the Gerace Office Building, 3 N. Erie St. in Mayville, N.Y.

MOTION TO ADJOURN:
Stephanie motioned to adjourn the meeting at 3:19 p.m., which was seconded by Diane. All in

favor.

Minutes prepared by Amanda Gallagher and respectfully submitted to John Hamels.
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Appendix E: September 13, 2023 Agenda and Minutes
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CHAUTAUQUA COUNTY ETHICS BOARD (CCEB)
MEETING AGENDA
Fourth Meeting of CY2023
Wednesday, September 13, 2023
2p.m.
Room 331
Gerace Office Building
3 North Erie St.
Mayville, NY 14757

Call to order: confirm proper public notification was completed.
Review and approve August 16, 2023 minutes.
Review correspondence.

Review Changes to Code of Ethics, Statement of Financial Disclosure Form, Titles of Required
Filers, and discuss Interest in Contracts Disclosure.

Status of Annual Code of Ethics Training for County Employees and Board Members.
Status of Financial Disclosure forms.
Review Questions and Answers concerning Code of Ethics and Disclosure Statement.
Discuss 2023 Annual Report.

a. Membership- Doc and Diane’s terms expire 1/31/24.

b. Set 2024 Meeting Dates.

Next meeting: TBD.

Meeting adjourned.
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CHAUTAUQUA COUNTY ETHICS BOARD
MEETING MINUTES

DATE: September 13, 2023
LOCATION: Room 331, Gerace Office Building, 3 North Erie Street,
Mayville, New York 14757

TIME: 2:01 —4:02 p.m.

MEMBERS PRESENT: Diane Hannum
John Marengo
Darlene Nygren
Stephanie Stevens

MEMBER ABSENT: John Hamels

OTHERS PRESENT: Amanda Gallagher from the County Executive's Office
Kristen Wright from the County Law Department
Respondent for Case No. 2023-03

CALL TO ORDER & PUBLIC NOTIFICATION:
John M. called the meeting to order at 2:01 p.m.

Amanda confirmed proper public notification was completed as the notice of today’s meeting
was sent out to the local media and posted on the county website on September 6, 2023. It also
appeared in the Post-Journal’s “Briefly” section on September 9, 2023.

APPROVAL OF MINUTES:

Diane motioned to approve the minutes from the August 16, 2023 meeting, which was seconded
by Darlene. All in favor with John M. abstaining from voting as he was not present at the last
meeting.

REVIEW CORRESPONDENCE:
John M. reported that there was no mail in the Board’s P.O. Box.

Amanda provided an update on the Board’s case files. The follow-up letter concerning Case No.
2023-03 was sent and the Board was still awaiting acknowledgement from the Respondent.

Kristen left the meeting at 2:06 p.m.
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Amanda reported that for Case No. 2023-07 the follow-up letter was sent and we are still
awaiting the Extension Request Form for the Board’s review. Amanda to follow-up with the
Respondent’s Department Head.

Amanda also reported that Case No. 2023-08 was closed as it was determined that training
confirmation was timely received.

Kristen returned to the meeting at 2:09 p.m.

REVIEW OF CHANGES TO CODE OF ETHICS, STATEMENT OF FINANCIAL
DISCLOSURE FORM, AND QUESTIONS:

The Board reviewed changes to the Code of Ethics, which included changes to the definitions of
Family Member and Related Person, adding definitions for Nepotism and Supervising Authority,
adding a new section on Nepotism, and adding two new paragraphs to the section on the Use of
County Resources.

The Board also discussed moving its P.O. Box from Jamestown to Mayville as the Board’s P.O.
Box is mentioned in the Reporting Violations section of the Code.

Stephanie motioned to approve the P.O. Box change, which was seconded by Darlene. All in
favor.

Diane motioned to accept the amendments to the Code of Ethics as presented, which was
seconded by Stephanie. All in favor.

The Board reviewed changes to the Statement of Financial Disclosure Form, which included
clarification to include the first name, middle initial, and last name of a Spouse and any
dependent children in Questions 2 and 3; providing the definition of Related Person in Questions
6¢, 8, and 10; changes to the answer columns for Question 12; and adding an additional
acknowledgment paragraph to the Certification part of the form.

Stephanie motioned to approve the changes to the Statement of Financial Disclosure, which was
seconded by Diane. All in favor.

The Board discussed questions about interests and real estate and requested that the questions
and answers be added to the Statement of Financial Disclosure training.

RETURN TO REVIEW OF CORRESPONDENCE:
Stephanie motioned to go into executive session at 3:06 p.m. to receive the advice of the Office

of the County Attorney, which was seconded by Darlene. All in favor.

Stephanie motioned to leave executive session at 3:38 p.m., which was seconded by Darlene. All
in favor.
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REVIEW OF TITLES OF REQUIRED FILERS AND INTEREST IN CONTRACTS
DISCLOSURE:

The Board reviewed proposed changes to the List of Titles Required to File a Statement of
Financial Disclosure, which included removing 26 titles that are no longer in the County’s
classification plan and adding 6 new titles.

Darlene motioned to update the list as presented, which was seconded by Diane. All in favor.

The Board reviewed a draft Interest in Contracts Disclosure form that could be utilized instead of
the Statement of Financial Disclosure for individuals who only need to disclose interests in
contracts per Article 18 of New York State General Municipal Law.

Stephanie motioned to adopt the Interest in Contracts Disclosure, which was seconded by Diane.
All in favor.

STATUS OF ANNUAL CODE OF ETHICS TRAINING FOR COUNTY EMPLOYEES:
Amanda provided an update on the 2023 Code of Ethics Training. There were four county
employees who still needed to complete the ethics training. Of them, two of the employees are
still out on medical leave and will be required to complete the training upon their return to work,
one is no longer a county employee, and one has returned to work and submitted an extension
request form for the Board’s review.

The Board reviewed Extension Request Form #T-23-12.

Stephanie motioned to approve Extension Request Form T-23-12, which was seconded by Diane.
All in favor.

STATUS OF FINANCIAL DISCLOSURE FORMS:

Amanda reported that so far for 2023, a total of 360 forms have been reviewed and approved by
the Board as of September 11, 2023. There are 7 forms pending review and 3 forms with
upcoming due dates.

DISCUSS 2023 ANNUAL REPORT:
The Board held off on discussing the Annual Report and will review membership and 2024
meeting dates at its next meeting.

NEXT MEETING:
The next meeting of the Ethics Board is scheduled for October 25, 2023 at 1 p.m. in Room TBD
of the Gerace Office Building, 3 N. Erie St. in Mayville, N.Y.

MOTION TO ADJOURN:
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Stephanie motioned to adjourn the meeting at 4:02 p.m., which was seconded by Darlene. All in
favor.

Minutes prepared by Amanda Gallagher and respectfully submitted to John Marengo.
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Appendix F: October 25, 2023 Agenda and Minutes

II.

II1.

IV.

VL

VIL

VIIL

CHAUTAUQUA COUNTY ETHICS BOARD (CCEB)

MEETING AGENDA

Fifth Meeting of CY2023
Wednesday, October 25, 2023
I p.m.

Room 149
Gerace Office Building
3 North Erie St.
Mayville, NY 14757

Call to order: confirm proper public notification was completed.
Review and approve September 13, 2023 minutes.
Review correspondence.
Status of Annual Code of Ethics Training for County Employees and Board Members.
Status of Financial Disclosure forms.
Discuss 2023 Annual Report.
a. Membership- Doc and Diane’s terms expire 1/31/24.
b. Set 2024 Meeting Dates.

Next meeting: TBD.

Meeting adjourned.

25



CHAUTAUQUA COUNTY ETHICS BOARD
MEETING MINUTES

DATE: October 25, 2023
LOCATION: Room 149, Gerace Office Building, 3 North Erie Street,
Mayville, New York 14757

TIME: 1:03 - 1:50 p.m.

MEMBERS PRESENT: John Hamels
John Marengo
Darlene Nygren
Stephanie Stevens

MEMBER ABSENT: Diane Hannum
OTHERS PRESENT: Amanda Gallagher from the County Executive's Office

Kristen Wright from the County Law Department
Respondent for Case No. 2023-09

CALL TO ORDER & PUBLIC NOTIFICATION:
John M. called the meeting to order at 1:03 p.m.

Amanda confirmed proper public notification was completed as the notice of today’s meeting
was posted on the county website on October 6, 2023 and was sent out to the local media on
October 11, 2023. It also appeared in the Post-Journal’s “Briefly” section on October 17, 2023.

REVIEW CORRESPONDENCE:

John M. reported that there was no mail in the Board’s P.O. Box, with the exception of a notice
about the Board’s P.O. Box change of address form not being processed. John M. and Amanda

will get this sorted out with the post office.

Amanda reported that ERF D-23-02 for Case No. 2023-07 was received and will be reviewed

later in the meeting.
Darlene entered the meeting at 1:06 p.m.

APPROVAL OF MINUTES:
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Darlene motioned to approve the minutes from the September 13, 2023 meeting, which was
seconded by Stephanie. All in favor with John H. abstaining from voting as he was not present at
the last meeting.

STATUS OF ANNUAL CODE OF ETHICS TRAINING FOR COUNTY EMPLOYEES:
Amanda provided an update on the 2023 Code of Ethics Training. There were 2 county
employees who still needed to complete the ethics training. Of them, one employees is still out
on medical leave and will be required to complete the training upon their return to work, and one
employee has returned to work and submitted an extension request form for the Board’s review.

The Board reviewed and approved Extension Request Form #T-23-13.

STATUS OF FINANCIAL DISCLOSURE FORMS:

Amanda reported that so far for 2023, a total of 374 forms have been reviewed and approved by
the Board as of October 24, 2023. In addition, there is 1 form still pending review, 2 forms that
were sent back for correction, and 3 forms with an upcoming due date.

The Board reviewed and approved Extension Request Form #D-23-02 for Case No. 2023-07.
Case No. 2023-07 is now closed.

DISCUSS 2023 ANNUAL REPORT:

John H. and Diane’s terms on the Board expire on 1/31/2024. John H. seeks re-appointment.
Diane was not present at today’s meeting so Amanda will follow-up with her to see if she wishes
to be re-appointed.

John M. and Amanda will work on drafting the 2023 Annual Report, which will be reviewed by
the Board at its first meeting in 2024.

The Board also set its tentative meeting dates for 2024. This includes: April 10, May 15,
September 18, and October 16. All meetings would be held at 1 p.m. at the Gerace Office
Building in Mayville, N.Y.

RETURN TO REVIEW OF CORRESPONDENCE:

John H. motioned to go into executive session at 1:18 p.m. to discuss matters leading to the
employment, promotion, demotion, discipline, suspension, dismissal or removal of a particular
person, which was seconded by Stephanie. All in favor.

Kristen left the meeting at 1:27 p.m.

Stephanie motioned to leave executive session at 1:28 p.m., which was seconded by John H. All
in favor.
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Respondent for Case No. 2023-09 entered the meeting at 1:28 p.m.

Stephanie motioned to go into executive session at 1:29 p.m. to discuss matters leading to the
employment, promotion, demotion, discipline, suspension, dismissal or removal of a particular
person, which was seconded by John H. All in favor.

Respondent for Case No. 2023-09 left the meeting at 1:46 p.m.

Darlene motioned to leave executive session at 1:48 p.m., which was seconded by John H. All in
favor.

John H. motioned that no issues were found with the Statement of Financial Disclosure for Case
No. 2023-09, which was seconded by Stephanie. All in favor.

Case No. 2023-09 was closed.

NEXT MEETING:

The next meeting of the Ethics Board is scheduled for April 10, 2024 at 1 p.m. in Room TBD of
the Gerace Office Building, 3 N. Erie St. in Mayville, N.Y.

MOTION TO ADJOURN:

John H. motioned to adjourn the meeting at 1:50 p.m., which was seconded by Stephanie. All in

favor.

Minutes prepared by Amanda Gallagher and respectfully submitted to John Hamels.
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Appendix G: Ethics Board Procedures EB 2021-01 Financial Disclosure Statements
and Ethics Code Training.

Ethics Board Procedure
EB 2021-01

FINANCIAL DISCLOSURE STATEMENTS
and
ETHICS BOARD TRAINING

This document outlines general procedures to be followed in connection with Code of Ethics
financial disclosure statement and Code of Ethics training requirements. The Board may deviate
from these procedures, as deemed appropriate by the Board.

Chautauqua County Code of Ethics Requirements

All County Officers and Employees subject to the requirements of the Chautauqua County Code
of Ethics are required to undergo annual Ethics Board training to inform and educate them as to
the requirements of the Code, and to timely confirm completion of such training requirements in
a manner prescribed by the County Executive’s Office or Human Resources Department. New
officers and employees receive the training materials upon hiring/appointment. Annual training
must be completed by March 31 or within thirty (30) days of return from an authorized leave
(excluding vacation time).

Annual filings of the Statement of Financial Disclosure are due by April 30th of each year, or
within thirty (30) days of return from an authorized leave (excluding vacation time). New
employees must file within thirty (30) days of taking office, and new board members must file
within thirty (30) days of appointment. Amended statements are due within thirty (30) days of
any material change in information.

Initial Notification of Disclosure Statement and Training Requirements.

County Department of Human Resources staff issue training materials to County Officers and
Employees, either directly to such individuals or via issuance to Department Heads for
distribution to those under their purview. County Executive Staff or the designated Ethics Board
liaison issues training materials to County board members, either directly to such individuals or
via issuance to board liaisons for distribution to those under their purview.

County Executive staff or the designated Ethics Board liaison sends a notification to all County
officers and employees, including board members, subject to the disclosure requirement,
attaching the Statement form and including the Statement due date. This notification may be
issued by mail and/or e-mail. E-mails may be sent using the electronic confirmation of receipt
feature and/or with a “read receipt” request.
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These initial communications will include notification that penalties should be expected upon
failure to timely comply. The Statement communications will also include tips for proper
completion of the form (Attachments 1A,1B).

Reminder E-mail.

Approximately five (5) to ten (10) calendar days before annual training confirmation is due,
County Executive Staff or the designated Ethics Board liaison will issue a reminder e-mail
(Attachment 2A or 2B) to those who supervise or oversee employees or board members whose
training confirmation has not been received. For employees, this reminder e-mail will also
include a “Reminder to Timely Complete Code of Ethics Training” letter for Department Heads
to provide to their employees who still need to complete the training.

Approximately five (5) to ten (10) calendar days before annual statements are due, County
Executive Staff or the designated Ethics Board liaison will issue a reminder e-mail (Attachment
2C or 2D) to those who supervise or oversee employees or board members whose Statements
have not been received. For employees, this reminder e-mail will also include a “Reminder to
Timely File Statement of Financial Disclosure” letter for Department Heads to provide to their
employees who still need to complete the disclosure form.

Request for an Extension of Time.

When an individual requests an extension of time, the individual will be provided a form for that
purpose (Attachment 3). The Ethics Board may grant the request, deny the request, or seek
additional information prior to granting or denying a request.

Training Confirmation or Statement Not Received or Postmarked by the Due Date.
Incorrect or incomplete Statements will be rejected, and returned to the filer (Attachment 4).
When County Executive staff or the designated Ethics Board liaison notice an error on a
Statement which has not yet been remitted to the Board for review, they may, prior to the
Statement due date / extended due date, contact the filer and offer the filer the opportunity to
submit a revised Statement (this will not be deemed to be an “amended” statement). In that
event, the defective statement shall be retained by the County Executive’s office until a
replacement statement is timely received, at which point it will be discarded or returned to the
filer. If a replacement statement is untimely received, it should be marked as an amended
statement and remitted to the Ethics Board for review along with the original statement.

If an employee’s training confirmation or Statement (or amended/corrected Statement) is
untimely received, County Executive staff or the designated Ethics Board liaison will issue a
Chautauqua County Ethics Board Notice (Attachments 5A, 5B, 5C or 5D).

If the Board does not receive a response to the Notice, or if the Ethics Board has not received
confirmation of training / a Statement from a County employee, the Ethics Board will discuss
next steps with the Department Head or the Department Head’s appointing authority, involving
the County Law Department as needed.
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If an employee or board member who is required to complete the training requirement or
disclosure form has left county employment or the county board within 30 days of the training
due date, the case will be closed with no further action. In addition, employees who are out on
authorized leave (excluding vacation time) and then retire or resign without returning to work,
will have their case closed with no further action.

Penalties for Untimely Compliance with Statement or Training Requirements.
Penalties imposed by the Ethics Board will be consistent with the Code of Ethics.

In general, minimum penalties will be $100 per violation for the first year of non-compliance and
$300 per violation in the next year of non-compliance.

The amount of the penalty will correspond with the amount of delay in complying with the law.
For every ten (10) full County business days that a violation continues, the penalty will increase
by $100.

Each violation of the law will be treated as a separate violation.

Volunteer Board Members.

Notwithstanding language in other sections of these Procedures, if the County Executive’s office
has not received a timely Statement, or has not timely received a corrected/completed Statement,
from a volunteer County board member, or if a volunteer board member has not timely
confirmed receipt of training material, the Ethics Board will contact the County Board liaison for
input as to an appropriate means of proceeding.

When deciding how to proceed, the Ethics Board may take into consideration, among other
factors:

= the Legislature Chairs’ support for removal of board members, via legislative resolution,

until such time as compliance has been attained;

= the date on which the training / statement documents were issued to the individual;

= efforts by the board liaison to secure compliance;

= the board liaison’s recommendation,;

= the individual’s history of compliance, or lack thereof, with the Code of Ethics;

= the difficulty in securing and retaining volunteer board members; and

= whether the board has met since the statement was due.

When a board member complies in an untimely manner, the Ethics Board will issue
communications to the board member and the board member liaison (Attachment 6).

Department Head Failure to Administer Code of Ethics Requirements.

Department heads set the tone for those under their purview. A Department Head’s violation of
the law is, therefore, of paramount concern. A Department Head’s failure to comply with Code
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of Ethics administrative requirements, as established in the law or as delegated by the County
Executive, may be met with some or all of the following responses:

Request a meeting with the Department Head;

Recommend that the Appointing Authority take action;

Schedule a Hearing;

Send a warning Notice;

Impose a sanction, penalty or fine consistent with the Code of Ethics.

Ethics Board Attachments:
Procedure No. 1- A- Initial Notification — Employee Training
EB-2021-01 Initial Notification — Board Member Training

B- Initial Notification — Employee Disclosure Statement
Financial Initial Notification — Board Member Disclosure Statement
Disclosure 2- A- Department Head e-mail: Training Confirmation
Statements Outstanding for Employees

B- Department Head e-mail: Training Confirmation
and Outstanding for Board Members

C- Department Head e-mail: Disclosure Statements
Ethics Board Outstanding for Employees
Training D- Department Head e-mail: Disclosure Statements

Outstanding for Board Members

3- Request for an Extension Form

4- Letter Template: Corrections/Completion Required

5- A- Notice to Employees who Failed to Timely File Statement
B- Notice to Employees who Failed to Timely File Statement-
Form Still Not Completed
C- Notice to Employees who Failed to Timely Comply with
Training
D- Notice to Employees who Failed to Timely Comply with
Training - Training Still Not Completed

6- Notice to Board Liaisons and Board Member upon Board
Member Non-compliance

Approval Date:  Effective Date: October 1, 2021 and Amended November 17, 2021,
September 21, 2022, and May 10, 2023
This Policy replaces any former policy(ies) on these subjects, as of the
effective date.
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ATTACHMENT 1A TO ETHICS BOARD PROCEDURE EB-2021-01
This statement is to accompany County employee training materials only.

IMPORTANT NOTICE FROM THE COUNTY EXECUTIVE AND
LEGISLATURE

County Officers and Employees are the public face of County government. To
continue confidence and trust in our government, County activities must be performed in
an ethical manner, consistent with State and County ethics laws. The enclosed training
materials provide information about those laws.

Ethics laws, including the legal requirement that County officers and employees
undergo annual ethics training, are important and must be respected. County employees
should expect that if they do not timely comply with Chautauqua County Code of Ethics
training requirements, the Ethics Board will impose a minimum penalty of $100, with the
fine increasing by $100 for every ten (10) business days between the date training
compliance was due and the date training compliance is received by the County
Department of Human Resources.

Thank you for your timely cooperation.

This statement is to accompany County board member training materials only.

County board, commission and committee members play an important role in
County government. To continue public confidence and trust in our government, all
County activities, including board, commission and committee activities, must be
performed in an ethical manner, consistent with State and County ethics laws. The
enclosed training materials provide information about those laws.

Ethics laws, including the legal requirement that officers and employees undergo
annual ethics training, are important. Your timely confirmation of receipt of Ethics
Board training materials will relieve County staff and Ethics Board members from having
to follow up with you and your board liaison, foster County compliance with the law, and
further ethical County operations.

Thank you for your timely cooperation. We invite you to contact the Chautauqua

County Ethics Board with questions, upon taking the training or at any time throughout
the year.
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ATTACHMENT 1B TO ETHICS BOARD PROCEDURE EB-2021-01

This statement is to be provided to County Employees subject to the
Statement of Financial Disclosure filing requirement.

IMPORTANT NOTICE FROM THE COUNTY EXECUTIVE AND
LEGISLATURE

County Officers and Employees serve as representatives of the County. To continue
public confidence and trust in County government, County activities must be performed in an
ethical manner, free from conflicts of interest. The enclosed Statement of Financial Disclosure
form is designed to identify and disclose items and interests which could cause, or could be
perceived to cause, a conflict of interest.

Ethics laws, including the legal requirement that certain individuals disclose financial
interests, are important. County employees should expect that, if they do not timely file a
properly completed Statement of Financial Disclosure, the Ethics Board will impose a minimum
fine of $100, with the fine increasing by $100 for every ten (10) business days that expire
between the filing deadline and the date the Statement is received by the County Executive’s
office.

Tips for Completion of the Form:
v’ Please be sure to include a mailing address in response to Question 1.
v Each question must be completed. If a question is not relevant, check “no” or
“none.”
v Your name must be at the top of each page.
v An original signature is required.

Thank you for your timely cooperation.

Name of County Executive
County Executive

Name of Legislature Chair
Chairman, Chautauqua County Legislature

This statement is to be provided to Board Members subject to the
Statement of Financial Disclosure filing requirement.

County board, commission and committee members play an important role in County
government. To continue public confidence and trust in County government, all County
activities, including those of board, commission and committee members, must be performed in
an ethical manner, free from conflicts of interest. The enclosed Statement of Financial
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Disclosure form is designed to identify and disclose items and interests which could cause, or
could be perceived to cause, a conflict of interest.

Ethics laws, including the legal requirement that certain individuals disclose financial
interests, are important. Your timely submission of your statement will relieve County staff and
Ethics Board members from having to follow up with you and your board liaison, foster County
compliance with the law, and further ethical County operations.

Tips for Completion of the Form:
v" Please be sure to include a mailing address in response to Question 1.
v Each question must be completed. If a question is not relevant, check “no” or
“none.”
v Your name must be at the top of each page.
v" An original signature is required.

Thank you for your timely cooperation.

Name of County Executive
County Executive

Name of Legislature Chair
Chairman, Chautauqua County Legislature
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ATTACHMENT 2A TO ETHICS BOARD PROCEDURE EB-2020-01

This e-mail is sent, using “confirmation of delivery” and “read” options, 5-10
days prior to the Training confirmation due date. It is sent to Department
Heads who have employees under their purview who have not completed the
training yet.

Dear Department Head:

Chautauqua County Local Law  <insert most recent Local Law number>, a Code of
Ethics adopted in satisfaction of New York State General Municipal Law §806, requires
County Officers and Employees to undergo annual Ethics Board training to inform and
educate them as to the requirements of the Code. The law charges Department Heads
with administering the training and ensuring each employee under their purview timely
confirms completion of the training.

We have been advised that the County Department of Human Resources has not yet
received training confirmation for the following employees under your purview:

- (#) employee(s) (please see attached list for employee names and ethics-related
trainings awaiting their completion in the NEOGOV System).

Please be reminded that securing training confirmation is your responsibility, and that
employees’ training confirmations are to be completed online in the NEOGOV LEARN
Training System no later than March 31, (YEAR).

Attached is/are letter(s) from the Ethics Board for you to deliver to (this/these)
employee(s) to remind them of timely complying with this training deadline. You are also
required to make arrangements to assist your employees with setting aside time to
complete this training.

Please know that if any of your employees fail to complete the training by the March 31%
deadline, you are required by law to remit documentation to the County Executive and
Legislative Chair demonstrating the efforts you made to secure timely confirmation. Such
efforts must include efforts made for the employee to receive training at a designated
date, time and location prior to the training confirmation due date.

If an individual named above no longer works for the County or is currently out on an
authorized leave, please so advise us by replying to this e-mail at your earliest

convenience.

We thank you in advance for your timely attention to this important legal requirement.
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Name of County Executive
County Executive

Name of Chair
Chairman, Chautauqua County Ethics Board

Attachments (2)

(ON ETHICS BOARD LETTERHEAD)
DATE

Re:  Reminder to Timely Complete Code of Ethics Training
Dear County Employee:

Chautauqua County Local Law <insert most recent Local Law number>, a Code of Ethics
adopted in satisfaction of New York State General Municipal Law §806, requires County
Officers and Employees to undergo annual Ethics Board training to inform and educate them as
to the requirements of the Code.

In order to satisfy the 20  Code of Ethics Training requirement, you are required to complete
ethics-related training(s) in the NEOGOV LEARN Training System.

We have been advised by the County Department of Human Resources, that you have not
completed some or all of these trainings, which are due by ( ).

Please ensure your training(s) is/are timely completed in the NEOGOV LEARN Training system
by this deadline to prevent any additional actions by the Chautauqua County Ethics Board, which
may include a fine, attending an informal settlement conference before the Board, or attending a
hearing before the Board for alleged violations of the Code of Ethics.

If you are unsure of what ethics training(s) you still need to complete, please check with your

Department Head, who has been provided a list of the training(s) you need to complete, or check
your pending trainings by logging into your NEOGOV account.
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If you have any questions or concerns about this ethics training requirement, please contact
Name of Ethics Board Liaison at 716-753-4644 or by email at Email for Board Liaison.

Should you need assistance with the NEOGOV LEARN system, please contact Training
Coordinator Kathy Reisenweber at (716) 753-4575 or at ReisenwK@chqgov.com.

We thank you in advance for your timely attention to this important legal requirement.

Name of Chair
Chairman, Chautauqua County Ethics Board

Employee Name:

ATTACHMENT 2B TO ETHICS BOARD PROCEDURE EB-2020-01

This e-mail is sent, using “confirmation of delivery” and “read” options, 5-10
days prior to the Training confirmation due date. It is sent to Department
Heads who have board members under their purview who have not completed
the training yet.

Dear Department Head:

Chautauqua County Local Law  <insert most recent Local Law number>,, a Code of
Ethics adopted in satisfaction of New York State General Municipal Law §806, requires
County Officers and Employees to undergo annual Ethics Board training to inform and
educate them as to the requirements of the Code. The law charges Department Heads
with administering the training.

We have been advised that the County Executive’s Office has not yet received training
confirmation for the following board members under your purview:

e (Name), (Name of Board)

Please be reminded that securing training confirmation is your responsibility, and that the
training confirmation is to be received by the County Executive’s Office no later than
March 31, (YEAR).

Please know that if any board members fail to complete the training by the March 31%
deadline, you are required by law to provide a written explanation of efforts made to try
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to secure their timely acknowledgement as well as your recommendation on the retention
or dismissal of such individuals. This explanation must be provided to the Ethics Board
within 5 business days after the annual confirmation due date.

If an individual named above no longer is a board member for the County, please so
advise us by replying to this e-mail at your earliest convenience.

We thank you in advance for your timely attention to this important legal requirement.

(Name of County Executive)
County Executive

(Name of Board Chair)
Chairman, Chautauqua County Ethics Board

ATTACHMENT 2C TO ETHICS BOARD PROCEDURE EB-2021-01

This e-mail is sent, using “confirmation of delivery” and “read” options, 5-10
days prior to the Statement due date. It is sent to Department Heads with
employees under their purview who have not remitted their Statements.

Dear Department Head:

Chautauqua County Local Law <insert most recent Local Law number>, a Code of
Ethics adopted in satisfaction of New York State General Municipal Law §806, requires
certain County officers and employees to file financial disclosure statements. The
County Ethics Board has not yet received the most recently required statement from the
following officer(s) or employee(s) under your purview:

- Officer(s), Employee(s) name(s) will appear here.

Please remind the named individual(s) of the filing requirement and, as needed, assist
such individual(s) in identifying work time during which the statement can be completed.
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Statements must be received by the Ethics Board no later than

As a Department Head, the law charges you with the responsibility of suspending an
Officer or Employee’s ability to directly or indirectly expend County funds between the
date a Statement is due, and the date it is actually received. Please add a reminder to your
calendar to confirm with the designated Ethics Board liaison that the above named
individual(s) has/have timely filed their statement(s), in furtherance of your compliance
with the law.

Attached is/are letter(s) from the Ethics Board for you to deliver to (this/these)
employee(s) to remind them of timely complying with this disclosure filing deadline.
You are also required to make arrangements to assist your employees with setting aside
time to complete this disclosure form.

If an individual named above no longer works for the County, no longer falls within the
category of those required to file, advises you that the statement has already been filed, or
is currently out on an authorized leave, please so advise us by replying to this e-mail at
your earliest convenience.

We thank you in advance for your timely attention to this important legal requirement.

Name of County Executive
County Executive

Name of Chair
Chairman, Chautauqua County Ethics Board

Attachment

(ON ETHICS BOARD LETTERHEAD)

DATE

Re:  Reminder to Timely File Statement of Financial Disclosure
Dear County Employee:

Chautauqua County Local Law <insert most recent Local Law number>, a Code of Ethics
adopted in satisfaction of New York State General Municipal Law §806, requires certain County
officers and employees to file financial disclosure statements.
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According to our records, the County Ethics Board has not yet received your most recently
required statement, which is due by ().

Please ensure your form is received by the County Executive’s Office by this deadline to prevent
any additional actions by the Chautauqua County Ethics Board, which may include a fine,
attending an informal settlement conference before the Board, or attending a hearing before the
Board for alleged violations of the Code of Ethics.

If you have any questions or concerns, please contact Name of Ethics Board Liaison at 716-753-
4644 or by email at Email for Board Liaison.

We thank you in advance for your timely attention to this important legal requirement.

Name of Chair
Chairman, Chautauqua County Ethics Board

Employee Name:
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ATTACHMENT 2D TO ETHICS BOARD PROCEDURE EB-2021-01

This e-mail is sent, using “confirmation of delivery” and “read” options, 5-10
days prior to the Statement due date. It is sent to Department Heads with
board members under their purview who have not remitted their Statements.

Dear Department Head:

Chautauqua County Local Law  <insert most recent Local Law number>, a Code of
Ethics adopted in satisfaction of New York State General Municipal Law §806, requires
certain County officers and employees to file financial disclosure statements. The
County Ethics Board has not yet received the most recently required statement from the
following board members under your purview:

- (Name), (Name of Board)

Please remind the named individual(s) of the filing requirement and, as needed, assist
such individual(s) in identifying time during which the statement can be completed.
Statements must be received by the Ethics Board no later than

As a Department Head, the law charges you with the responsibility of suspending an
Officer or Employee’s ability to directly or indirectly expend County funds between the
date a Statement is due, and the date it is actually received. Please add a reminder to your
calendar to confirm with the designated Ethics Board liaison that the above named
individual(s) has/have timely filed their statement(s), in furtherance of your compliance
with the law.

If an individual named above no longer is a board member for the County, no longer falls
within the category of those required to file, or advises you that the statement has already
been filed, please so advise us by replying to this e-mail at your earliest convenience.

We thank you in advance for your timely attention to this important legal requirement.

Name of County Executive
County Executive

Name of Chair
Chairman, Chautauqua County Ethics Board
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ATTACHMENT 3 - TO ETHICS BOARD PROCEDURE EB-2021-01

CHAUTAUQUA COUNTY ETHICS BOARD
REQUEST FOR AN EXTENSION OF TIME
TO COMPLETE TRAINING AND/OR FILE A DISCLOSURE
STATEMENT

Extensions of time are generally intended for circumstances in which an individual has an
extended inability to perform services for the County, spanning all or the majority of the
duration of the filing/training period. As stated in the law, “the prioritization of other County
matters over the filing of the disclosure statement is not grounds for an extension of time to file.’

’

L , In my capacity as an employee or
board/committee/commission member of
, hereby request an extension of time to

[ file my disclosure statement;
[ file my corrected/completed/amended disclosure statement; and/or
] complete my training requirement,

for the following reason:
01 I will be, am, or was on approved leave from County employment through ,20
and request

an extension of time through the thirtieth (30th) business day after I return to County
work/service.
L1 I have ceased County work/service for an indeterminate period of time, and am requesting an
extension of

time through the thirtieth (30™) business day after I return to County work/service.
0l am requesting an extension of time through for the
following reason(s) (attach additional pages as needed):

I understand that the Board’s approval of this request applies only to the current filing and reporting
period.
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Please use the following address to mail or e-mail me the Ethics Board’s approval or denial of this
request:

Signature: Date:

Department Head* Approval: Date:

Pursuant to Local Law 10-22 or its successor, the Department Head shall ensure
suspension of the requesting individual’s ability to directly or indirectly expend County funds
until such time as the disclosure statement has been filed. This includes without limitation
suspension of use of County-issued credit cards and suspension of the ability to approve
vouchers, invoices, purchase orders, and contracts.

*Department Head’s requests should be signed by their supervisor.

Please mail or hand deliver this form with an original department head signature to:
Chautauqua County Ethics Board * ¢/o Office of the County Executive
Gerace Office Building, Room 341 * 3 N. Erie Street, Mayville, NY 14757

For Ethics Board Use Only: ERF#
Approved OR Not Approved By: Date:

Determination communicated to requestor on:

ATTACHMENT 4 - TO ETHICS BOARD PROCEDURE EB-2021-01
Letter: Corrections Required

Sent on Board Letterhead. If individual has a county e-mail address, the letter will
be sent by e-mail using “delivery” and “read receipt” options and sent by regular
mail. If individual does not have a county e-mail address, the letter will be sent by
certified mail and standard mail. A corrected form will be required within 10
business days from the date on the letter.

SAMPLE TEMPLATE — INCOMPLETE/INCORRECT FORM
(DATE)

(Name & Address)
Re: Incomplete (YEAR) Financial Disclosure Statement

Dear (NAME):

Thank you for submitting your (YEAR) Financial Disclosure Statement.
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Upon review of your submission, enclosed with this letter, the Ethics Board noted the following
incomplete / incorrect items:

- Question (# AND TITLE)
- Question (# AND TITLE).

Please fully complete the above section(s) of the form, checking “No” or “None” as
applicable. Your corrected/completed Statement must be signed and dated on page 8
under “For Corrected or Amended Forms Only.

The Ethics Board will accept your corrected/completed statement, without penalty, if an
originally signed form is received by the County Executive’s office, Gerace Office Building
Room 341, 3 N. Erie Street, Mayville, NY 14757 by (DATE). E-mailed, faxed, scanned, or
copied statements will not be accepted.

If you have questions, please contact Name of Ethics Board Liaison at (716) 753-4644 or by
email at Email for Board Liaison d.

Thank you for your cooperation,

Name of Chair
Chairman of the Chautauqua County Ethics Board
DR:alg

Enclosure
ATTACHMENT 5A TO ETHICS BOARD PROCEDURE EB-2021-01

Sent on Board Letterhead. If individual has a county e-mail address, the letter will
be sent by e-mail using “delivery” and “read receipt” options and sent by regular
mail. If individual does not have a county e-mail address, the letter will be sent by
certified mail and standard mail. This letter is for employees who filed their SFD,
but were untimely in their compliance. A response will be required within 10
business days from the date on the letter.

Date

via e-mail (as applicable):
Name

Address

City, State, Zip Code

CHAUTAUQUA COUNTY ETHICS BOARD NOTICE — RESPONSE REQUIRED

Re: Chautauqua County Ethics Board Case No.
Failure to Timely File Statement of Financial Disclosure

Dear
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Pursuant to Section 8 of Chautauqua County Local Law No. <insert most recent Local Law
number>,, the Chautauqua County Code of Ethics (the Law), County employees subject to the annual
financial disclosure requirement must file a disclosure statement within thirty days of taking office,
annually no later than April 30", and within thirty days of any material change.

According to our records you are subject to this filing requirement, and did not comply with the
Law. The Ethics Board received your 20  disclosure statement or your completed/corrected
disclosure statement on 20, which was business days after
the due date (including any extension granted by the Ethics Board due to an authorized leave of absence
or otherwise). If you believe our records are in error, please immediately contact the Ethics Board liaison,
who will verify your status, at (716) 753-4644.

Please check a box below, and ensure this completed Notice is received by
at:
Chautauqua County Ethics Board
c/o Office of the County Executive
Gerace Office Building, Room 341,
3 North Erie Street

Mayville, New York 14757

O Enclosed is a check in the amount of $ payable to “Director of Finance, Chautauqua County,”
in resolution of my alleged violation of the Law known as the Chautauqua County Code of Ethics.

[0 Irequest an informal settlement conference. I understand that I may hire an attorney to represent me,
at my

own expense. | understand that the settlement amount offered herein may not be available at the
settlement conference.

[ Irequest a hearing. I understand that I may hire an attorney to represent me, at my own expense. |
understand that if I am found after a hearing to be guilty of violating the Law, I am subject to any and all
penalties available under the law.

IF THE ETHICS BOARD DOES NOT RECEIVE YOUR RESPONSE BY THE DATE
SPECIFIED ABOVE, YOU WILL BE SUBJECT TO ADDITIONAL ENFORCEMENT ACTION
UP TO AND INCLUDING TERMINATION FROM EMPLOYMENT.

Yours very truly,

Name
DR:alg Chairman of the Chautauqua County Ethics
Board

Cc: Department Head of the employee
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ATTACHMENT 5B TO ETHICS BOARD PROCEDURE EB-2021-01
Sent on Board Letterhead. If individual has a county e-mail address, the letter will
be sent by e-mail using “delivery” and “read receipt” options and sent by regular
mail. If individual does not have a county e-mail address, the letter will be sent by
certified mail and standard mail. This letter is for employees who have not filed
their SFD and are untimely in their compliance. A response will be required within
10 business days from the date on the letter.

Date

via e-mail (as applicable):
Name

Address

City, State, Zip Code

CHAUTAUQUA COUNTY ETHICS BOARD NOTICE - RESPONSE REQUIRED

Re: Chautauqua County Ethics Board Case No.
Failure to Timely File Statement of Financial Disclosure

Dear

Pursuant to Section 8 of Chautauqua County Local Law No.  <insert most recent Local Law
number>, the Chautauqua County Code of Ethics (the Law), County employees subject to the annual
financial disclosure requirement must file a disclosure statement within thirty days of taking office,
annually no later than April 30", and within thirty days of any material change.

According to our records you are subject to this filing requirement, and did not comply with the
Law. The Ethics Board has not received your 20 disclosure statement or your completed/corrected
disclosure statement, which was due on and is now business days after
the due date (including any extension granted by the Ethics Board due to an authorized leave of absence
or otherwise). If you believe our records are in error, please immediately contact the Ethics Board liaison,
who will verify your status, at (716) 753-4644.

Please check a box below, and ensure this completed Notice is received by
at:
Chautauqua County Ethics Board
c/o Office of the County Executive
Gerace Office Building, Room 341,
3 North Erie Street

Mayville, New York 14757

0 Enclosed is my disclosure statement and a check in the amount of $ payable to “Director of
Finance, Chautauqua County,” in resolution of my alleged violation of the Law known as the Chautauqua
County Code of Ethics. (Please note, the amount of the penalty will correspond with the amount of
delay in complying with the law. For every ten (10) full County business days after the initial
deadline of (DATE) that a violation continues, the penalty will increase by $100.00).
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[ Enclosed is my disclosure statement and I request an informal settlement conference. I understand
that I may hire an attorney to represent me, at my own expense. I understand that the settlement amount
offered herein may not be available at the settlement conference.

[0 Enclosed is my disclosure statement and I request a hearing. [ understand that I may hire an attorney to
represent me, at my own expense. | understand that if I am found after a hearing to be guilty of violating
the Law, I am subject to any and all penalties available under the law.

IF THE ETHICS BOARD DOES NOT RECEIVE YOUR RESPONSE BY THE DATE
SPECIFIED ABOVE, YOU WILL BE SUBJECT TO ADDITIONAL ENFORCEMENT ACTION
UP TO AND INCLUDING TERMINATION FROM EMPLOYMENT.

Yours very truly,

Name
DR:alg Chairman of the Chautauqua County Ethics
Board

Cc: Department Head of the employee
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ATTACHMENT 5C TO ETHICS BOARD PROCEDURE EB-2021-01
Sent on Board Letterhead. If individual has a county e-mail address, the letter will
be sent by e-mail using “delivery” and “read receipt” options and sent by regular
mail. If individual does not have a county e-mail address, the letter will be sent by
certified mail and standard mail. This letter is for employees who completed the
training, but were untimely in their compliance. A response will be required within
10 business days from the date on the letter.

Date

via e-mail (as applicable):
Name

Address

City, State, Zip Code

CHAUTAUQUA COUNTY ETHICS BOARD NOTICE - RESPONSE REQUIRED

Re: Chautauqua County Ethics Board Case No.
Failure to Timely Complete Code of Ethics Training

Dear

Pursuant to Section 9 of Chautauqua County Local Law No. , the Chautauqua County Code
of Ethics (the Law), existing County employees must undergo Ethics Board training annually no later
than March 31%.

According to our records you are subject to this training requirement, and did not comply with the
Law. In order to satisfy the 20 Code of Ethics Training requirement, you were to complete __ethics-
related trainings. Our records show that you completed _ of these trainings by the March 31,20
deadline and your training confirmations were all completed on (DATE), which was ___ business days
after the due date (including any extension granted by the Ethics Board due to an authorized leave of
absence or otherwise). If you believe our records are in error, please immediately contact the Ethics
Board liaison, who will verify your status, at (716) 753-4644.

Please check a box below, and ensure this completed Notice is received by
at:
Chautauqua County Ethics Board
c/o Office of the County Executive
Gerace Office Building, Room 341,
3 North Erie Street

Mayville, New York 14757

0 Enclosed is a check in the amount of $ payable to “Director of Finance, Chautauqua County,”
in resolution of my alleged violation of the Law known as the Chautauqua County Code of Ethics.

O Irequest an informal settlement conference. I understand that I may hire an attorney to represent me,
at my
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own expense. I understand that the settlement amount offered herein may not be available at the
settlement conference.

O Irequest a hearing. I understand that [ may hire an attorney to represent me, at my own expense. |
understand that if [ am found after a hearing to be guilty of violating the Law, I am subject to any and all
penalties available under the law.

IF THE ETHICS BOARD DOES NOT RECEIVE YOUR RESPONSE BY THE DATE
SPECIFIED ABOVE, YOU WILL BE SUBJECT TO ADDITIONAL ENFORCEMENT ACTION
UP TO AND INCLUDING TERMINATION FROM EMPLOYMENT.

Yours very truly,
Name

DR:alg Chairman of the Chautauqua County Ethics Board
Cc: Department Head of the employee
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ATTACHMENT 5D TO ETHICS BOARD PROCEDURE EB-2021-01
Sent on Board Letterhead. If individual has a county e-mail address, the letter will
be sent by e-mail using “delivery” and “read receipt” options and sent by regular
mail. If individual does not have a county e-mail address, the letter will be sent by
certified mail and standard mail. This letter is for employees who have not
completed the training and are untimely in their compliance. A response will be
required within 10 business days from the date on the letter.

Date

via e-mail (as applicable):
Name

Address

City, State, Zip Code

CHAUTAUQUA COUNTY ETHICS BOARD NOTICE — RESPONSE REQUIRED

Re: Chautauqua County Ethics Board Case No.
Failure to Timely Complete Code of Ethics Training

Dear

Pursuant to Section 9 of Chautauqua County Local Law No. , the Chautauqua County Code
of Ethics (the Law), existing County employees must undergo Ethics Board training annually no later
than March 31%.

According to our records you are subject to this training requirement, and did not comply with the
Law. In order to satisfy the 20 Code of Ethics Training requirement, you were to complete _ ethics-
related trainings. Our records show that you completed _ of these trainings by the March 31,20
deadline and your training confirmations, which are still due, are now ___ business days after the due date
(including any extension granted by the Ethics Board due to an authorized leave of absence or otherwise).
If you believe our records are in error, please immediately contact the Ethics Board liaison, who will
verify your status, at (716) 753-4644.

Please check a box below, and ensure this completed Notice is received by
__at:
Chautauqua County Ethics Board
c/o Office of the County Executive
Gerace Office Building, Room 341,
3 North Erie Street

Mayville, New York 14757

O I have completed my training confirmation(s) in NEOGOV and enclosed is a check in the amount of
$ payable to “Director of Finance, Chautauqua County,” in resolution of my alleged violation of
the Law known as the Chautauqua County Code of Ethics. (Please note, the amount of the penalty will
correspond with the amount of delay in complying with the law. For every ten (10) full County
business days after the initial deadline of (DATE) that a violation continues, the penalty will
increase by $100.00).

51



[0 Ihave completed my training confirmation(s) in NEOGOV and I request an informal settlement
conference. [ understand that I may hire an attorney to represent me, at my own expense. | understand
that the settlement amount offered herein may not be available at the settlement conference.

[0 Ihave completed my training confirmation(s) in NEOGOV and I request a hearing. I understand that I
may hire an attorney to represent me, at my own expense. [ understand that if I am found after a hearing
to be guilty of violating the Law, I am subject to any and all penalties available under the law.

IF THE ETHICS BOARD DOES NOT RECEIVE YOUR RESPONSE BY THE DATE
SPECIFIED ABOVE, YOU WILL BE SUBJECT TO ADDITIONAL ENFORCEMENT ACTION
UP TO AND INCLUDING TERMINATION FROM EMPLOYMENT.

Yours very truly,

Name
DR:alg Chairman of the Chautauqua County Ethics Board

Cc: Department Head of the employee
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ATTACHMENT 6 TO ETHICS BOARD PROCEDURE EB-2021-01

Ethics Board letter to liaisons to volunteer board members, for use when a
volunteer board member failed to timely comply with training or disclosure
statement requirements. The letter should be sent by email on Board Letterhead,
using “delivery” and “read receipt” options.

Dear County Board Liaison:

The following board member(s) under your purview failed to timely comply with this
year’s

L1 Code of Ethics training requirements
[] Statement of Financial Disclosure filing requirement.

Name of Board: Name of Board Member:

(add additional lines as needed)

Board members make important contributions to County government. We hope that in the
future, your efforts to ensure timely compliance by this individual / these individuals will be
successful. It should be expected that a board member’s future violation of the law may result in
suspension or termination of their board membership.

Thank you for your efforts toward ethical County government operations.
Yours very truly,

Name
DR:alg Chairman of the Chautauqua County Ethics Board

Ethics Board letter to volunteer board members, for use when a volunteer board
member failed to timely comply with training or disclosure statement
requirements. The letter should be sent on Board Letterhead, by certified mail and
standard mail.

Dear County Board Member:

Board members make important contributions to County government. Your service on
the board is very much appreciated.
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According to our records, you did not timely comply with this year’s

L1 Code of Ethics training requirements
[] Statement of Financial Disclosure filing requirement.

We respectfully request that these important requirements be timely complied with in the future.
This will relieve County staff, the County Ethics Board, and appointing authorities from
expending time following up with you. It will also foster County compliance with the law and
further ethical County government operations.

Thank you.
Yours very truly,
Name
DR:alg Chairman of the Chautauqua County Ethics Board
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Appendix H: Revisions to Local Law Amending Chautauqua County Code of Ethics
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Appendix I: Revised Statement of Financial Disclosure
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