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2.

A new screen will open with a description of the document
you need to read. Read it and then follow the instructions.

Click the link to open the document.

After you have read it, return to the previous page and click
the button next to Select Object.

On the pop-up screen, click Yes to acknowledge that you
have read the document.

Tip! Before submitting your certifications, double check to
make sure that you have certified the current year’s form.
The notices are often provided annually, so if the wrong
year is indicated, you will be asked to certify the current
year's notice again.

Click Next, then you must click Submit to finalize your
acknowledgment for the notices that require it. Otherwise,
the Employee Self Service system will not record your
action and you will be prompted to revisit the site to take
appropriate action.

Tip! In the future, when you receive email notifications about
acknowledging documents, click the link within the email to go
straight to Employee Self Service, and follow the steps above
after logging in.
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Code of Conduct: Extra Information

e---> The Code of Conduct ("Code") outlines the Research Foundation's Board of Directors expectation with regard to

employee conduct and values. Contact your campus HR office with any questions.

INSTRUCTIONS:
Follow the steps below to certify you have read the Code of Conduct.

1. Open and read the Research Foundation Code of Conduct by clicking the 'Code of Conduct’ link below. After

reading the code of conduct return to this page by closing the code of conduct.
-+ Code of Conduct

2. Once you have read the code of conduct, choose the current year below by selecting the radio button in the first
column and click on the 'Certify You Read the Code of Conduct' button in the table below to read and acknowledge
the certification.

Code of Conduct Certification

--J» Select Object: | Certify You Read the Code of Conduct | |
SelectStatus  Year Acknowledged? Annual or New Hire
® 2014 Annual
\Certification or Adnowledgment is from Annual Process
2014 Annual
\Certification or Adinowledgment is from Annual Process
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Code of Conduct Certification

About th [ Next
Select 'Yes' in the Acknowledged column on this page to indicate you have read the Code of Conduct. Click 'Next'.
Annual Acknowledgment and Certification of Compliance with the Code of Conduct

This is to acknowledge that I have received and reviewed The Research Foundation for the State University of New
York's Code of Conduct. 1 agree to comply with the standards contained in the Code and all related policies and
procedures as is required as part of my continued employment or association with the organization. I acknowledge
that the Code is only a statement of principles for individual and business conduct and does not constitute an
employment contract.

I will report any potential violation of which I become aware promptly to my supervisor, Vice President, Operations
Manager, or in the alternative to the Research Foundation President, Chief Compliance Officer, Vice President of
Internal Audit, or Office of General Counsel. I understand that any violation of the code of conduct or any corporate
ethics or compliance policy or procedure is grounds for disciplinary action, up to and including discharge from
employment.

Acknowledged? | Yes :H----o
o
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