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ACOG CONFLICT OF INTEREST POLICY FOR EXECUTIVE BOARD MEMBERS,

COMMITTEE CHAIRS, TASK FORCE CHAIRS, AND EXECUTIVE STAFF

All ACOG* Executive Board Members, committee chairs, task force chairs and executive staff
(each a “Covered Individual”) are required to follow guidelines for relationships with the health
care industry as contained in the American College of Obstetricians and Gynecologists’
Committee Opinion #541, Professional Relationships With Industry, November 2012, which
may be revised from time to time. Covered Individuals also must adhere to the following

policy:

A Covered Individual and a Covered Individual's spouse or domestic partner shall not:

Have a financial interest in excess of $5,000, except in a blind trust, exchange traded
funds or through mutual fund investments, in an individual pharmaceutical company or
an individual manufacturer of medical instruments, devices or equipment

Receive any consulting fees, royalties, honoraria, in-kind services, or payments of any
kind for their personal use from a pharmaceutical company or a manufacturer of
medical instruments, devices or equipment, except for payments in relation to clinical
investigations or studies conducted in accordance with federal requirements

Accept anything of value in excess of $50 at one time, with a maximum annual limit of
$250 for their personal use from a single pharmaceutical company or a manufacturer
of medical instruments, devices or equipment, except for items in relation to clinical
investigations or studies conducted in accordance with federal requirements

Be on a speakers bureau of a pharmaceutical company or a manufacturer of medical
instruments, devices or equipment

Have a consulting or advisory arrangement with a pharmaceutical company or a
manufacturer of medical instruments, devices or equipment, except in relation to
clinical investigations or studies conducted in accordance with federal requirements

Serve on a corporate board of a pharmaceutical company or a manufacturer of medical
instruments, devices or equipment

A Covered Individual shall have a continuing responsibility to comply with this policy. If a
Covered Individual ceases to be compliant with this policy, the Covered Individual shall inform
the President and Executive Vice President and CEO immediately.

* This policy has been approved by the Executive Boards of the American College of Obstetricians and Gynecologists and the American
Congress of Obstetricians and Gynecologists, August 2015. The College and the Congress are referred to collectively in this policy as

ACOG.
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THE AMERICAN COLLEGE OF OBSTETRICIANS AND GYNECOLOGISTS
2017 Conflict of Interest Disclosure Form

To the best of my knowledge, |, have no material

interest, nor does any business associate or anyone in my immediate family, that poses a conflict

of interest with my current College and Congress activities, except as follows (please list any
possible exceptions; if none, write NONE):

Executive Staff or Covered Individual’s Signature Date
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ACOG CONFLICT OF INTEREST DISCLOSURE POLICY

ACOG relies on its volunteer leadership and staff to avoid actual and potential conflicts of
interest as well as situations that may create the appearance of conflict of interest.

ACOG may adopt additional conflict of interest policies for members serving in certain
positions. In addition, some ACOG activities may require additional procedures regarding
disclosure of actual or potential conflicts. Such additional procedures must be approved by
the Executive Vice President and CEO, in consultation with the Vice President, Legal, before
implementation.

1. Scope. The purpose of this policy is to describe situations that may create a potential
or actual conflict of interest, define the obligation to disclose such situations, and outline a
process for handling a potential or actual conflict of interest. This policy applies to all
Executive Board members; district and section officers, members of councils, committees
(including liaison members) and task forces; volunteers, authors, and consultants; all staff
members; and any other individuals who are required to comply with this policy by contract (each
a “Covered Individual”).

ACOG expects Covered Individuals to use sound judgment and good faith in identifying actual
and potential conflicts of interest with the broad objective of disclosing any activity or position
that may give rise to a conflict. Covered Individuals are required to follow both the letter and
the spirit of this policy. In fulfilling their duties for ACOG, Covered Individuals must act in the
best interests of ACOG and not in furtherance of personal or third-party interests. Covered
Individuals have an obligation to ensure that ACOG maintains a bias-free decision-making
process and to avoid all potential conflicts of interest.

2. Conflict of Interest. A conflict of interest may arise when a Covered Individual has some
interest or obligation that has the potential to create divided loyalty on the part of the Covered
Individual’s loyalty between ACOG and some other organization or cause. A conflict of interest
may arise from a transaction between ACOG and a third party, or from a Covered Individual's
volunteer, paid, or other financial relationship with a third party, which may compromise a
Covered Individual's ability to provide unbiased judgment and undivided loyalty to ACOG.

3. Disclosures. Annually, or more often if requested, each Covered Individual must complete
and submit a Disclosure Form detailing all financial (in excess of $100), business or other
interest in any company, organization, service, product or other concerns that might affect or
be affected by ACOG activities. In addition, the Covered Individual must disclose all such
interests held by his or her family members and business associates of which he or she has
knowledge. Family members include the person’s spouse, domestic partner, children, parents
and other members of the household. A business associate is someone with whom the
Covered Individual has a business relationship.

Examples of interests that must be disclosed include: ownership of stock (not including stocks
held in blind trusts, mutual funds or exchange traded funds over which the individual has no
control); substantial gifts; employment; consultancy arrangements; faculty appointments;
arrangements with medical, scientific, or related publishers to write articles or to provide editorial
services; pharmaceutical investigation or research support; honoraria; or a volunteer position
with another non-profit. If the Covered Individual has any uncertainty as to whether certain
information should be disclosed, he or she should include that information in the disclosure.
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Each Covered Individual must update the Disclosure Form if any significant changes or
additions to the submitted information arise during the course of the year.

4. Process. Disclosed information shall be provided to the Executive Vice President and CEO,
and shared with the volunteer leadership, ACOG staff, and other parties responsible for or
involved in the relevant activity or subject, as needed. Any Covered Individual who has an
actual or potential conflict of interest in any proposed ACOG activity or subject shall remove
him or herself from discussions and actions involving that subject, unless an ACOG vice
president or senior staff person requests the Covered Individual to participate.

If there is uncertainty about whether a conflict of interest exists, the question shall be presented
for determination by Executive Vice President and CEO in consultation with the Vice President,
Legal, as necessary. It is important that all individuals subject to the conflict of interest policy
understand the importance of full cooperation with this policy to assure maximum integrity of
ACOG activities.

* This policy has been approved by the Executive Boards of the American College of Obstetricians and Gynecologists and the
American Congress of Obstetricians and Gynecologists, December 2016. The College and the Congress are referred to collectively
in this policy as ACOG.
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THE AMERICAN COLLEGE OF OBSTETRICIANS AND GYNECOLOGISTS
2017 Conflict of Interest Disclosure Form

To the best of my knowledge, |, have no material

interest, nor does any business associate or anyone in my immediate family, that poses a conflict of

interest with my current College and Congress activities, except as follows (please list any possible
exceptions; if none, write NONE):

Employee or Covered Individual's Signature Date
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EMPLOYEE DEPARTURE POLICY

Upon termination of employment, and to assist the departing employee, Human Resources will
discuss options available upon termination.

An employee who decides to resign from the College is requested to notify the College in writing
and provide a minimum of a two week notice. If, as sometimes happens, the employee’s
supervisor wishes for the employee to leave prior to the end of the two week notice, the employee
may be paid for the remainder of that period.

Last updated 12/2016
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EMPLOYEE PERFORMANCE POLICY
Performance Evaluations

Periodic performance reviews serve as continuing progress reports for each employee's personnel
file, provide an opportunity for discussion between employee and supervisor about the job and job
performance, and are used to set goals and objectives for future work performance.

Each employee's job performance shall be reviewed annually by his or her immediate supervisor.
This review is in addition to any other reviews that a supervisor feels may be necessary at other
times. The supervisor must send all written reviews to the Human Resources department for
inclusion in the employee's personnel records.

Employee Discipline

When there is poor employee performance or employee misconduct, steps must be taken to correct
the situation and curtail further occurrences. The approach the College takes to discipline may vary
depending upon among other things, the gravity of the situation, the circumstances under which the
poor performance or misconduct occurred, and the employee’s duties and overall work record.
Discipline may take one or more of the following forms:

Verbal counseling

A written warning or reprimand
Probation

Termination

Supervisors are encouraged to consult with the head of Human Resources before imposing any
form of discipline other than verbal counselling. The College does not have a policy of
progressive discipline and has no obligation to use any one or more of the forms of discipline listed
above before discharging an employee. Moreover, by listing these forms of discipline, the College
1s not relinquishing or limiting its right to discharge an employee for any reason, at any time.

Grounds for involuntary termination include, but are not limited to:

e Unsatisfactory performance;
e Breach of trust, dishonesty or theft;

Violation of the Harassment-Free Workplace Policy, the Equal Employment Opportunity
Policy, the Drugs and Alcohol Policy, or the Violence-Free Workplace Policy;

Willful violation of an established policy or rule;

Destruction of property;

Breach of confidentiality;

Falsification of time sheets;

Persistent tardiness or unexcused absences;

Insubordination;

Acts which interfere with the work and/or safety of others including fighting or other
serious breaches of acceptable behavior.

Last updated 12/2016



000261

This list is intended to be representative of the types of activities that may result in disciplinary
action. It is not exhaustive and does not change the employment-at-will relationship between the
employee and the College.

The Human Resources Officer, the employee’s division vice president, and the Executive Vice
President must approve all involuntary terminations.

Reduction or Adjustment in Work Force

Certain positions may be reassigned, eliminated or downgraded from time to time because of
changing needs for service, or changes in resources and/or available funds. When such an action
occurs, employees will be given a minimum of two weeks advance written notice of termination or,
at the option of the College, two weeks’ pay in lieu of notice. The College shall have no obligation
to reassign an employee whose position is eliminated or downgraded, including grant funded
employees for whom funding is eliminated. In addition, the College shall have no obligation, under
any circumstances, to hire an employee of an Affiliate Organization.

Last updated 12/2016
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EQUAL EMPLOYMENT OPPORTUNITY POLICY

The American College of Obstetricians and Gynecologists and the ACOG Foundation (hereinafter
referred to as “ACOG”) promote an environment of respect, fairness, integrity, and inclusiveness in all
of their dealings. ACOG respects and values the diversity of its employees. ACOG also recognizes
that diversity and inclusiveness in all positions strengthen the vitality of ACOG and are fundamental
values of our organization.

ACOG is dedicated to providing equal employment opportunity to all employees and applicants for
employment regardless of race, color, religion, national origin, sex (including pregnancy and gender
identity), sexual orientation, age, disability, protected veteran status, or any other basis protected by
applicable law. This policy of nondiscrimination encompasses all terms and conditions of
employment, including, but not limited to, recruiting, hiring, placement, training, promotion,
termination, participation in College-sponsored activities, transfers, leaves of absence, compensation
and benefits.

All employees who violate this policy will be subject to severe discipline, up to and including
termination.

Last updated 3/2018
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FAMILY AND MEDICAL LEAVE

The D.C. Family and Medical Leave Act (DCFMLA) provides eligible employees up to 16
weeks of leave during a 24-month period to care for a family member or for the employee’s own
serious health condition. Leave rights following the birth of a child or because of the placement
of a child with an employee for adoption or foster care expire 12 months (not 24 months) after
the birth or placement.

The Family and Medical Leave Act (FMLA) provides eligible employees up to 12 weeks of
leave during a 12-month period to care for a family member, for the employee’s own serious
health condition, for the birth of a child, or for the placement of a child with an employee for
adoption or foster care. The FMLA also provides certain military family leave entitlements
(please see separate policy on this topic).

Employees must have worked for the College for the statutorily required length of time and
amount of hours to qualify for DCFMLA or FMLA, and provide proper notice to the College of
their intent to use Family and Medical Leave.

While on Family and Medical Leave, paid leave may be taken depending on the employee’s
available leave balances. The College will continue to pay the employer’s share of health and
dental insurance premiums, and employees will be responsible for their portion of insurance
premiums. Upon returning to work following use of Family and Medical Leave, an employee
will be restored to their former position or an equivalent position.

Employees must meet with a member of the Human Resources staff to discuss their eligibility
and responsibilities under DCFMLA and FMLA.

Last updated 12/2016
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FLEX TIME AND TELEWORKING POLICY

The American College of Obstetricians and Gynecologists considers flex time and
teleworking to be viable work arrangements. Like all College employment policies, this
policy may be modified or eliminated at any time in the sole discretion of the College.

General Rules and Definitions

The standard work week for full-time employees of the College is five days per week, seven
hours per day, plus a daily lunch break of 30 minutes to one hour, for a total of 35 hours per
week. The College’s normal hours of daily operation are between 9:00am to 5:00pm. Between
the hours of 7:00am and 8:00pm, some employees may be eligible to modify their work times
from the normal hours of operation, provided they receive approval from their immediate
supervisors. A variation in daily hours for an employee working five days each week is not a
flex time schedule. A flex time schedule allows an employee to work for a longer period of
time each day in order to accomplish 35 hours per week or 70 hours per pay period in a
shorter number of days. Teleworking allows an employee to work at home for part of the
workweek on a regular basis. Teleworking should be distinguished from informal
arrangements for working from home due to work considerations or personal circumstances
(for example, when writing a grant application or editing a document, or when commuting is
difficult after surgery or injury). Such informal arrangements are made on a case-by-case
basis, with the approval of the employee’s immediate supervisor based on the business
needs of the College, and are not addressed by this policy.

All employees including those employees who work a flex time or teleworking schedule
must follow the College’s policies regarding overtime and vacation leave, sick leave and
personal days. Employees are responsible for working or using leave to total 35 hours a
week or 70 hours each pay period. Flex time and teleworking schedules cannot be followed
rigidly. Employees must be flexible and recognize that they will be required to deviate from
their flex time or teleworking schedules for a committee meeting or if requested by their
immediate supervisor or the division executive leader. Furthermore, an employee’s poor
performance or misconduct may be grounds for not allowing the employee to flex or
telework, subject to the division executive leader’s approval.

Flex Time

Generally, an employee who wants to have a flex time schedule shall have the privilege of
choosing one of the following two flex time options, except that subject to the approval of
the Executive Vice President & Chief Executive Officer (EVP & CEO), a division executive
leader may recommend that flex time be restricted or disallowed for an employee in his/her
division:

Option #1 — Four-Day Work Week
¢ The employee shall work 35 hours in four days by working 8 hours and 45 minutes, plus
time off for lunch, between the hours of 7:00 am and 8:00 pm. The employee shall have

one “flex day” off each week.
e The employee’s weekly flex day shall be agreed upon with the employee’s supervisor
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and division executive leader and shall not change from week to week.

e During a week in which the employee reports any type of holiday or paid leave, the
employee shall complete a total of 35 hours for that week. The 35 hours may be
accomplished through a combination of paid leave and hours worked or by taking paid
leave for the entire week.

¢ During a week in which the employee is required to be available for a committee meeting
or other work-related function, the employee shall not work a flex schedule and shall
work a standard work week schedule of five days, seven hours per day.

Option #2 — Nine-Days every Two Weeks

e The employee shall work 70 hours in nine days in a two-week period by adding time to
each work day between the hours of 7:00 am and 8:00 pm. The employee shall have one
“flex day” off every two weeks.

e The employee’s bi-weekly flex day shall be agreed upon with the employee’s supervisor
and division executive leader and shall not change.

e During a two-week period in which the employee reports any type of holiday or paid
leave, the employee shall complete a total of 70 hours for the two-week period. The 70
hours may be accomplished by a combination of paid leave and hours worked or by taking
paid leave for the entire two-week period.

e During a two-week period in which the employee 1s required to be available for a
committee meeting or other work-related function, the employee shall not flex and shall
work the standard work week schedule of five days, seven hours per day for the two
weeks.

Variations to these two options may also be acceptable but are in the sole discretion of the
supervisor and the division executive leader.

Teleworking and a Combined Flex Time/Teleworking

Teleworking and/or a combination flex time/teleworking schedule (combined schedule) may be
appropriate for some employees and some jobs, but not for others. Teleworking or a combined
schedule are not entitlements and are not necessarily available to all employees of the College.
An employee who wishes to adopt a teleworking or a combined schedule must obtain the
approval of his or her immediate supervisor and division executive leader. The supervisor and
division executive leader may grant or withhold such approval in their sole discretion. Under no
circumstances shall an employee be out of the office due to telework or combined schedule
more than two days per week.

In addition to the General Rules above, the following rules apply to teleworking:

1. Employees are eligible for teleworking arrangements effective on their date of hire. An
employee may request to telework up to two days per week. All formal teleworking
arrangements must be approved in writing by the employee’s immediate supervisor, the
division executive leader, Human Resources, and the EVP & CEO. All such
arrangements must be reevaluated annually by the employee’s immediate supervisor
and the division executive leader, and the supervisor must notify Human Resources
department in writing of any substantial changes.
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2.  An employee seeking to telework must submit a completed Teleworking Application
(Attachment 1) to his/her immediate supervisor. If the immediate supervisor and
division executive leader are amenable to teleworking, the employee and supervisor,
with the assistance of Human Resources, will evaluate the suitability of such an
arrangement and consider: an employee’s suitability, the job’s responsibilities, any
physical requirements and the potential impact on other employees.

3. If the immediate supervisor believes that teleworking may be appropriate, the
immediate supervisor and/or employee should seek the approval of the division
executive leader and EVP & CEO. All parties must agree upon and document on the
Teleworking Form the weekly schedule for teleworking, the hours the employee will
customarily maintain and the address of the Teleworking location (Attachment 2). The
employee must be accessible by email, phone, and/or instant message to all College
employees and members during the agreed upon work schedule.

4.  The employee must establish an appropriate work environment within the home for
teleworking purposes. Consistent with the College’s expectations of confidentiality for
employees working in the office, a teleworking employee will be expected to ensure the
protection of proprietary information accessible from the home office.

5.  Injuries sustained by an employee while teleworking in conjunction with regular work
duties will be covered by the College’s workers” compensation policy. Teleworking
employees must notify the Human Resources department of such injuries as soon as
possible. The employee is prohibited from having work-related visitors to his/her home
and shall be liable for any injuries sustained by visitors to the home.

6.  The College will supply the employee with appropriate office supplies from the College
stockroom (pens, paper, etc.). The employee should use the College facilities for all
shipping purposes. Other costs that are reasonably incurred in accordance with the
employee’s job responsibilities and documented according to the College’s guidelines
may be reimbursed. The employee must obtain the supervisor’s written approval prior
to incurring any expense over $25.00. The College shall not be expected to incur
excessive, additive or duplicative operating costs in order to accommodate teleworking.
Typically, the following expenses will not be reimbursed: computer equipment or
access to the Internet, furniture, household expenses and commuting expenses.
Additionally, the College will not provide software for personal computers used while
teleworking.

7. Teleworking is not to be used as a replacement for child or elder care.

8.  Employees entering into a teleworking arrangement will likely be required to share an
office or workstation at the College.
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Attachment 1
College Employee Teleworking Application
Complete this application and present it to your immediate supervisor to be considered for
teleworking.

Employee Name: Date:

Hire Date:

Division:

Department:

Division
Executive Leader:

Supervisor:

1. Reason for requesting a teleworking work arrangement:

2. Expected period for teleworking and teleworking schedule (work days and hours):

3. Job functions and responsibilities that will be performed:

4. Teleworking location description:

5. List equipment available at the teleworking work location to perform work
assignments:

Computer hardware
Computer software
Telephone line

Fax Machine

Other



000268

Attachment 2
College Teleworking Form

Employee Name:

Teleworking Location Address and Telephone Number:

Teleworking period is expected to be from (dates) to

The standard teleworking workdays will be (days of
the week). The standard teleworking work hours will be am/pm to am/pm.
Safety Checklist

Please check all items that apply to the teleworking location and explain the reason(s) why an
item is not checked on separate sheet and attach it to this checklist.

Smoke alarm in working order and fire extinguishers readily accessible
Extension cords and outlets in good condition

Electrical equipment properly maintained

No electrical cord tripping hazards

Surge protection for electrical equipment

Sufficient ventilation for electrical equipment

Evacuation plans established

First-aid supplies available

Indoor/outdoor access to work location is free of hazards

Homeowners or renter’s insurance has been obtained

Nearest emergency health care facility and telephone number:

I certify that the information noted above is true and correct.

Employee Signature Date

Approval Signatures

Immediate Supervisor Date
Division Executive Leader Date
Executive Vice President & CEO (*required with new applications only) Date

Human Resources Date
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HARASSMENT-FREE WORKPLACE POLICY

The American College of Obstetricians and Gynecologists will not tolerate harassment based on
race, color, religion, national origin, sex (gender), age, disability, pregnancy, marital status, sexual
orientation, personal appearance, gender identity or expression, family responsibilities, political
affiliation, veteran status, genetic information, or any other characteristic that is protected by
applicable law. This Harassment-Free Workplace policy defines sexual and discriminatory
harassment and explains the consequences of harassing behavior.

The College requires all employees to conduct themselves in a professional manner when dealing
with other staff as well as third parties such as employees of outside agencies or organizations, job
applicants, vendors, Fellows, suppliers, subcontractors, consultants or visitors. Likewise, the
College has a responsibility to protect its employees from harassment from third parties to the
extent possible considering the College’s relationship with the third party in question. This policy
applies whether the prohibited conduct occurs in the workplace or in any work-related setting
outside the workplace, such as during business trips, meetings, or work-related social events.

All supervisors are responsible for maintaining a work environment free of discrimination,
harassment and retaliation, and must immediately report any conduct which may be in
violation of the College’s policies to Human Resources or the General Counsel. Employees
are responsible for respecting the rights of their co-workers by refraining from such conduct, and
for promptly reporting to management actual or potential violations of this policy.

A. Sexual Harassment

Sexual harassment in the workplace is a form of discrimination and is illegal.  For purposes of
this policy, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors
and other verbal or physical conduct of a sexual nature when, for example: (i) submission to such
conduct is made either explicitly or implicitly a term or condition or an individual’s employment;
(11) submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual; or (1i1) such conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating an intimidating, hostile, or offensive
working environment. Both male and female employees can be the victims of sexual harassment.
Sexual harassment can be verbal, visual, or physical; it may be conducted electronically and can
be directed at a member of the opposite or same sex.

There are two types of sexual harassment:

e “Quid pro quo” sexual harassment occurs when submission to or rejection of
inappropriate sexual conduct (sexual advances, requests for sexual favors, verbal
or physical conduct of a sexual nature) is explicitly or implicitly made a term or
condition of employment; or is used as the basis for making employment decisions
affecting the victim of the sexually harassing conduct.

Examples of this type of sexual harassment include a supervisor/manager who
promises an employee a job benefit (promotion, raise, etc.) if he or she succumbs
to sexual behavior or advances. “Quid pro quo” sexual harassment can also involve

Last updated 12/2016
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a situation where an employee who rejects a supervisor’s or manager’s sexual
conduct is demoted or loses a job benefit.

e “Hostile work environment” sexual harassment occurs when unwelcome sexual
conduct is so severe or pervasive that it unreasonably interferes with an employee’s
ability to work or creates an intimidating, hostile, or offensive work environment.

Examples of unwelcome severe or pervasive conduct that may constitute “hostile
work environment” sexual harassment include but are not limited to: sexual
advances; touching; sexual remarks, jokes or gestures; repeated requests for a date;
and displaying, transmitting or circulating, sexually explicit pictures, e-mails or
other written materials.

B. Discriminatory Harassment

It is illegal to harass others in the workplace on the basis of race, color, religion, national origin,
sex (gender), age, disability, pregnancy, marital status, sexual orientation, personal appearance,
gender identity or expression, family responsibilities, political affiliation, veteran status, genetic
information, or any other characteristic that is protected by applicable law. Unlawful harassment
is defined as unwelcome conduct that is based on race, color, sex, religion, or other protected
category that is severe or pervasive enough to interfere with a person's work performance, and/or
create an intimidating, hostile, or offensive work environment.

Examples of unwelcome severe or pervasive conduct that may create a discriminatory “hostile
work environment” include but are not limited to: derogatory remarks, “jokes” about protected
groups, offensive physical contact, slurs, offensive gestures, displaying and/or circulating
offensive pictures, emails, or other written material.

All employees who violate this harassment-free workplace policy will be subject to severe
discipline, up to and including termination.

Last updated 12/2016
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AMERICANS WITH DISABILITIES ACT (ADA)

The Americans with Disabilities Act (ADA) of 1990 was enacted to protect the employment
rights of qualified individuals who are disabled. The American College of Obstetricians and
Gynecologists is committed to complying with all applicable provisions of the ADA and its
amendments, including but not limited to its provisions protecting qualified individuals with
disabilities from discrimination in employment. The College will provide reasonable
accommodation to qualified employees with a disability (as defined by the ADA), provided that
the College is aware of the disability and such accommodation does not constitute an undue
hardship for the College.

In addition, individuals should notify Human Resources if they would require assistance during
an emergency evacuation, even if the need for assistance is temporary.

Last updated 12/2016
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ATTIRE POLICY

The following information is intended to serve as a guide to help define appropriate work attire
for all employees. Employees are expected to dress in a manner that is appropriate and practical
in a business environment. Our primary objective is to project a professional image at all times.
Employees should consider each day's activities including College wide when determining what
to wear. Business attire is always permitted, and business casual is generally acceptable.
Employees should check with their supervisor or HR in advance if they have any questions about
the proper attire.

Business and business casual means clean and neat professional clothing. Employees shall not
wear anything to the office that is offensive, revealing, see-through, sequined, tight fitting,
excessively worn, frayed, or faded, wrinkled, stained, or torn. Employees who report to work in
inappropriate attire will be asked to leave work to change clothes, and will be required to use
personal time or vacation time to do so. ACOG photo identification badge should be worn and
clearly visible while at the office.

Business and Business Casual Attire

Listed below is a general overview of acceptable attire, as well as examples of some of the more
common items that are not appropriate for the office. Neither group is intended to be all-
inclusive. Rather, these items should help set the general parameters for proper work attire, and
allow employees to make intelligent judgments about items that are not specifically addressed.

Top — Suit jackets, blazers, dress and casual button-down shirts or blouses with collars or banded
collars, polos, knit tops, cardigans, and sweaters are acceptable. Athletic tops and jerseys,
loungewear, sweatshirts, tank and halter tops, midriffs, strapless shirts, t-shirts, and shirts with
large lettering or logos are not appropriate.

Pants — Trousers, pants, chinos, and capris are acceptable. Denim jeans are permitted to be worn
for business casual attire provided they are not torn or otherwise damaged. Athletic pants,
loungewear, sweatpants, shorts of any length, overalls, and lycra, spandex, and other form-fitting
pants are not appropriate.

Dresses and Skirts — Knee-length dresses, skirts, and skorts/culottes are acceptable. Maxi dresses
and denim skirts are acceptable to be worn for business casual attire. Mini-skirts, micro minis,
and strapless or string strapped dresses without jackets are not appropriate.

Footwear — Loafers, boots, flats, dress shoes, dress sandals, and leather deck shoes are
acceptable. Well-kept athletic shoes/sneakers are permitted for business casual attire. Sport or

beach sandals and slides, flip-flops, cleats, and slippers are not appropriate.

Other — Headgear, hats, or caps are generally not appropriate for the office.

Last updated 1/2015
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BACKGROUND INVESTIGATION POLICY

To ensure security in sensitive areas of the College, employment offers may be dependent upon the
satisfactory results of a background investigation. All internal and external candidates beginning
employment within the following areas will be screened:

the Finance division

the Membership department

the Security department

the Human Resources department.

In addition, persons applying for positions in other departments may be subject to background
investigations if the position handles financial transactions or sensitive information regarding
members or employees.

Candidates who will be screened will receive a written notice and will be asked for their consent. If
ACOG decides to take adverse action based on the background check, ACOG must notify the
candidate before taking the adverse action and must provide the candidate with a copy of their results
and a copy of their “Summary of Rights Under the Fair Credit Reporting Act.” Candidates will have
the opportunity to respond before any negative action is taken.

If ACOG goes forward with the adverse action, ACOG must inform the candidate that he or she was
rejected because of information in the report; the name, address, and phone number of the company
that sold the report; that the company selling the report didn't make the hiring decision, and can't
give specific reasons for it; and that he or she has a right to dispute the accuracy or completeness of
the report, and to get an additional free report from the reporting company within 60 days

ACOG will keep all results and reports confidential. ACOG will maintain records related to
applicants for one year after the record was made or the personnel action was taken, whichever is
longer. Once it is no longer required to maintain the records, the Human Resources department will
destroy the report.

Last updated 10/2017
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BREASTFEEDING AT WORK POLICY

The American College of Obstetricians and Gynecologists supports breastfeeding mothers by
providing a supportive environment to the mother who wishes to breastfeed and/or express breast
milk during her workday when separated from her newborn child. Prenatal and postpartum
breastfeeding informational materials are available for all mothers and fathers.

After giving birth, any employee who is breastfeeding her child will be provided reasonable break
times to breastfeed at work and/or to express breast milk for her baby. The College has
designated a private and secured mother’s room for this purpose. Employees who work offsite or
in other locations will be accommodated with a private area as necessary.

Last updated 9/2014
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COMBATING TRAFFICKING IN PERSONS

The United States government has a zero tolerance policy regarding trafficking in persons. As an
organization that contracts with the United States, The American College of Obstetricians and
Gynecologists must adopt this policy for all employees engaged in the performance of work
under a United States government contract.

Prohibited Behavior: ACOG employees engaged in the performance of work under a United
States government contract shall not:

e Engage in severe forms of trafficking in persons. This means sex trafficking in which a
commercial sex act is induced by force, fraud, or coercion, in which the person induced
to perform such act has not attained 18 years of age.

e Procure commercial sex acts. This means any sex act on account of which anything of
value is given to or received by any person.

e Use forced labor in the performance of government contracts. This means knowingly
providing or obtaining the labor or services of a person by threats of serious harm to, or
physical restraint against, that person or another person; by means of any scheme, plan,
or pattern intended to cause the person to believe that, if the person did not perform such
labor or services, that person or another person would suffer serious harm or physical
restraint; or by means of the abuse or threatened abuse of law or the legal process.

Consequences: Penalties that may be imposed upon employees for violations of this policy
include, but are not limited to, removal from the contract or termination from employment.

Last updated 9/2014
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COMPENSATION
RESPONSIBILITY OF: CEO & EVP Division
DEPARTMENT OF:  Human Resources
POLICY:

The College’s compensation program supports and aligns with its values, business strategies,
and operational and financial needs to attract, motivate, reward, and retain the best talent for
all positions. The College’s pay practices are based on prevailing market conditions, financial
performance, position duties and responsibilities, internal equity, and contractual terms, where
applicable. All compensation is administered in compliance with federal, state, and local
regulation providing fair and equitable treatment for employees without regard to race, color,
religion, age, gender, national origin or ancestry, alienage or citizen status, marital status,
sexual orientation, disability, United States veteran status, or any other characteristic covered
by law.

Salary Ranges

The College maintains a salary structure with a set of pay ranges designated by pay grade
numbers. Jobs are assigned to the same pay grade if they have similar labor market value and
for internal pay equity purposes. The pay range includes minimum, midpoint, and maximum
pay. Generally, employees are not paid less than the minimum or more than the maximum of
the range assigned for a job. Employees move through pay ranges based on annual increase
adjustments or on an evaluation of the market or internal equity.

Minimum Wage

The College complies with all applicable wage laws and legal requirements. No employee may
be paid at a rate lower than the federal minimum wage or local minimum, if higher.

Salary Determination

Human Resources determines the relative value of newly created jobs by assessing the job and
position description against the relevant market data (See Market Analysis). When market data
is not available, HR uses a job evaluation process to determine the relative value of jobs within
the College to ensure internal pay equity. Base salary for newly hired employees and rehires are
determined by the prevailing market rates for similar jobs, individual’s relevant work
experience and education, and current pay of similarly qualified employees in comparable jobs.



000277

Annual Increase

The College pays a competitive wage for each job within the framework of applicable law, and
consistent with the judicious expenditures of funds. Across the board annual increases are
reviewed for financial feasibility and against relevant market data. Executive leadership and the
Board determine the final outcome every calendar year. New hires or internal transfers or
position changes with an effective date within three months of the annual increase are not
eligible for the annual increase.

Market Analysis

Positions reviewed under the compensation program are compared to the relevant market
data. The market data consists of approximately three reputable surveys at the national,
regional, and local level. Base pay levels are targeted, on average, at the midpoint of the
relevant labor market to enable the attraction and retention of talent with some variance due
to geographic location and/or market sensitivity that occurs.

Red Circle

A red circle rate is the employee’s salary rate that is over the salary range maximum because of
merit or tenure. The decision to pay over the salary range maximum is not automatic and
requires authorization of the EVP & CEO.

Demotions

There are occasions when a demotion to a lower classification and/or salary grade will occur and

the employee’s salary, title, and classification may be adjusted accordingly. Any demotion must be
approved by Human Resources and the EVP & CEO.
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ACOG CONFLICT OF INTEREST POLICY FOR EXECUTIVE BOARD MEMBERS,

COMMITTEE CHAIRS, TASK FORCE CHAIRS, AND EXECUTIVE STAFF

All ACOG* Executive Board Members, committee chairs, task force chairs and executive staff
(each a “Covered Individual”) are required to follow guidelines for relationships with the health
care industry as contained in the American College of Obstetricians and Gynecologists’
Committee Opinion #541, Professional Relationships With Industry, November 2012, which
may be revised from time to time. Covered Individuals also must adhere to the following

policy:

A Covered Individual and a Covered Individual's spouse or domestic partner shall not:

Have a financial interest in excess of $5,000, except in a blind trust, exchange traded
funds or through mutual fund investments, in an individual pharmaceutical company or
an individual manufacturer of medical instruments, devices or equipment

Receive any consulting fees, royalties, honoraria, in-kind services, or payments of any
kind for their personal use from a pharmaceutical company or a manufacturer of
medical instruments, devices or equipment, except for payments in relation to clinical
investigations or studies conducted in accordance with federal requirements

Accept anything of value in excess of $50 at one time, with a maximum annual limit of
$250 for their personal use from a single pharmaceutical company or a manufacturer
of medical instruments, devices or equipment, except for items in relation to clinical
investigations or studies conducted in accordance with federal requirements

Be on a speakers bureau of a pharmaceutical company or a manufacturer of medical
instruments, devices or equipment

Have a consulting or advisory arrangement with a pharmaceutical company or a
manufacturer of medical instruments, devices or equipment, except in relation to
clinical investigations or studies conducted in accordance with federal requirements

Serve on a corporate board of a pharmaceutical company or a manufacturer of medical
instruments, devices or equipment

A Covered Individual shall have a continuing responsibility to comply with this policy. If a
Covered Individual ceases to be compliant with this policy, the Covered Individual shall inform
the President and Executive Vice President and CEO immediately.

* This policy has been approved by the Executive Boards of the American College of Obstetricians and Gynecologists and the American
Congress of Obstetricians and Gynecologists, August 2015. The College and the Congress are referred to collectively in this policy as

ACOG.
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THE AMERICAN COLLEGE OF OBSTETRICIANS AND GYNECOLOGISTS
2017 Conflict of Interest Disclosure Form

To the best of my knowledge, |, have no material

interest, nor does any business associate or anyone in my immediate family, that poses a conflict

of interest with my current College and Congress activities, except as follows (please list any
possible exceptions; if none, write NONE):

Executive Staff or Covered Individual’s Signature Date
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ACOG CONFLICT OF INTEREST DISCLOSURE POLICY

ACOG relies on its volunteer leadership and staff to avoid actual and potential conflicts of
interest as well as situations that may create the appearance of conflict of interest.

ACOG may adopt additional conflict of interest policies for members serving in certain
positions. In addition, some ACOG activities may require additional procedures regarding
disclosure of actual or potential conflicts. Such additional procedures must be approved by
the Executive Vice President and CEO, in consultation with the Vice President, Legal, before
implementation.

1. Scope. The purpose of this policy is to describe situations that may create a potential
or actual conflict of interest, define the obligation to disclose such situations, and outline a
process for handling a potential or actual conflict of interest. This policy applies to all
Executive Board members; district and section officers, members of councils, committees
(including liaison members) and task forces; volunteers, authors, and consultants; all staff
members; and any other individuals who are required to comply with this policy by contract (each
a “Covered Individual”).

ACOG expects Covered Individuals to use sound judgment and good faith in identifying actual
and potential conflicts of interest with the broad objective of disclosing any activity or position
that may give rise to a conflict. Covered Individuals are required to follow both the letter and
the spirit of this policy. In fulfilling their duties for ACOG, Covered Individuals must act in the
best interests of ACOG and not in furtherance of personal or third-party interests. Covered
Individuals have an obligation to ensure that ACOG maintains a bias-free decision-making
process and to avoid all potential conflicts of interest.

2. Conflict of Interest. A conflict of interest may arise when a Covered Individual has some
interest or obligation that has the potential to create divided loyalty on the part of the Covered
Individual’s loyalty between ACOG and some other organization or cause. A conflict of interest
may arise from a transaction between ACOG and a third party, or from a Covered Individual's
volunteer, paid, or other financial relationship with a third party, which may compromise a
Covered Individual's ability to provide unbiased judgment and undivided loyalty to ACOG.

3. Disclosures. Annually, or more often if requested, each Covered Individual must complete
and submit a Disclosure Form detailing all financial (in excess of $100), business or other
interest in any company, organization, service, product or other concerns that might affect or
be affected by ACOG activities. In addition, the Covered Individual must disclose all such
interests held by his or her family members and business associates of which he or she has
knowledge. Family members include the person’s spouse, domestic partner, children, parents
and other members of the household. A business associate is someone with whom the
Covered Individual has a business relationship.

Examples of interests that must be disclosed include: ownership of stock (not including stocks
held in blind trusts, mutual funds or exchange traded funds over which the individual has no
control); substantial gifts; employment; consultancy arrangements; faculty appointments;
arrangements with medical, scientific, or related publishers to write articles or to provide editorial
services; pharmaceutical investigation or research support; honoraria; or a volunteer position
with another non-profit. If the Covered Individual has any uncertainty as to whether certain
information should be disclosed, he or she should include that information in the disclosure.
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Each Covered Individual must update the Disclosure Form if any significant changes or
additions to the submitted information arise during the course of the year.

4. Process. Disclosed information shall be provided to the Executive Vice President and CEO,
and shared with the volunteer leadership, ACOG staff, and other parties responsible for or
involved in the relevant activity or subject, as needed. Any Covered Individual who has an
actual or potential conflict of interest in any proposed ACOG activity or subject shall remove
him or herself from discussions and actions involving that subject, unless an ACOG vice
president or senior staff person requests the Covered Individual to participate.

If there is uncertainty about whether a conflict of interest exists, the question shall be presented
for determination by Executive Vice President and CEO in consultation with the Vice President,
Legal, as necessary. It is important that all individuals subject to the conflict of interest policy
understand the importance of full cooperation with this policy to assure maximum integrity of
ACOG activities.

* This policy has been approved by the Executive Boards of the American College of Obstetricians and Gynecologists and the
American Congress of Obstetricians and Gynecologists, December 2016. The College and the Congress are referred to collectively
in this policy as ACOG.
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THE AMERICAN COLLEGE OF OBSTETRICIANS AND GYNECOLOGISTS
2017 Conflict of Interest Disclosure Form

To the best of my knowledge, |, have no material

interest, nor does any business associate or anyone in my immediate family, that poses a conflict of

interest with my current College and Congress activities, except as follows (please list any possible
exceptions; if none, write NONE):

Employee or Covered Individual's Signature Date
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EMPLOYEE DEPARTURE POLICY

Upon termination of employment, and to assist the departing employee, Human Resources will
discuss options available upon termination.

An employee who decides to resign from the College is requested to notify the College in writing
and provide a minimum of a two week notice. If, as sometimes happens, the employee’s
supervisor wishes for the employee to leave prior to the end of the two week notice, the employee
may be paid for the remainder of that period.

Last updated 12/2016





