Conflict of Interest Law Online Training Program

Please review these instructions prior to beginning the online training program:

Web browser- The programs were developed to work with the Internet Explorer web browser. The programs may also
work with other web browsers such as Firefox or Safari, but some pages do not display properly using the Google Chrome
web browser. Itis recommended that you do not use Google Chrome to run either program.

Pop-up blockers- Some of the information presented in each program, such as the program completion certificate, is
displayed using pop-up windows, therefore you must disable any pop-up blockers on your computer. If you are using
Internet Explorer, you can do this by clicking "Tools" at the toolbar at the upper left-hand side of the browser page, and
then look for "Pop-up Blocker" in the drop-down menu. Hover your mouse over that selection to see if the option to turn
off pop-up blockers appears, and if so, turn off pop-up blockers. If you are able to proceed through the entire program but
your completion certificate does not display properly, you can temporarily disable the pop-up blocker by holding down the
"Ctrl" key on your keyboard, and then click the "View Certificate" button on the program. If you are using Safari, you can
disable the pop-up blocker by clicking "Safari", then click "Preferences", then click "Security", and then uncheck the box
"Block Pop-up Windows".

Program freezes or slow page downloads- You need to have a media flash player downloaded on your computer to
run the video segments. Click the link to download the Adobe Flash Player if you find that the video does not play or the
program appears to freeze and a page will not display properly. If you continue to experience slow downloads, the issue
could be with your computer or internet connection.

Print your completion certificate- Remember to print your completion certificate to submit to your employer, and
please retain a copy for your records. The Ethics Commission will not have any records to verify that you
completed the program.

Electronically saving the completion certificate- To electronically save your completion certificate, you must convert it
to a .pdf and then save it to your computer or network. You can also print and scan the completion certificate or save it to
your computer as a screenshot. Either way, the completion certificate can then be emailed to your employer as an
attachment.

Obscured text- If any text on a page is obscured, you will need to adjust your browser view setting. To adjust your
browser view setting, click "View" at the toolbar at the upper left-hand side of the browser page, then select “Zoom” from
the drop-down menu and select 100%.

DIRECTIONS TO ACCESS CONFLICT OF INTEREST LAW TRAINING

STEP 1:

Go to the link below:
http://www.mass.gov/ethics/conflict-of-interest-law-online-training-programs.html

STEP 2: Click on the link shown here (at the bottom of the page)

FOR MUNICIPAL EMPLOYEES

Click the link below
MUNICIPAL EMPLOYEE ONLINE TRAINING PROGRAM

STEP 3: When you finish you MUST print your certificate and return it along with your signed release form to Ashley Tanis
in the HR Department at the same time you submit your new-hire paperwork.

***Please note that this is a mandatory education for public employees at every level of government and must be completed every 2
years after the initial new hire training.

For any questions please contact Jeannie Horne, Human Resources Director, 781-934-1100 ext.5410, horne@town.duxbury.ma.us
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