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INTRODUCTION

The City of Pasadena has prepared this Manual of Personnel/Administrative Rules, Practices and
Procedures to provide employees with an overview of the City’s rules, practices and procedures. It is
intended to familiarize employees with important information about the City of Pasadena, as well as
information regarding their own privileges and responsibilities. It is important that all employees read,
understand, and follow the provisions of the manual as it may be amended from time to time by the City.

It is obviously not possible to anticipate every situation that may arise in the workplace or to provide
information that answers every possible question. In addition, circumstances will undoubtedly require
that personnel rules, practices and procedures described in this manual change from time to time.
Accordingly, the City must reserve the right to modify, supplement, rescind or revise any provision of this
manual from time to time as it deems necessary or appropriate at its discretion. Employees will, of course,
be advised of changes that occur.

The City’s collection of personnel rules, practices and procedures are formally known as the Manual of
Personnel/Administrative Rules, Practices and Procedures. However, the working title utilized throughout
this document will be the Manual of Personnel/Administrative Rules. This manual is available to
employees only for informational purposes. It is not intended to constitute an employment contract of
any kind and does not create any express or implied contractual obligations, nor convert an otherwise at-
will employee to a regular employee. If there is any conflict between this Manual of
Personnel/Administrative Rules, Practices and Procedures and any applicable Memorandum of
Understanding (MOU) with a recognized bargaining unit, the MOU shall take precedence.

The City of Pasadena is constantly striving to improve its policies, the services it provides its customers,
and positive relations with its employees. Employees should bring suggestions for improvement to the
attention of their supervisors or department directors. By working together, the City hopes that it will
share with its employees a sincere pride in the workplace and the services that we are all here to provide
to the public.

HUMAN RESOURCES DEPARTMENT
AS A RESOURCE

The Human Resources Department has been established to provide employees with information
and necessary assistance to understand the City’s personnel/administrative policies and to promote a
positive work environment. The Human Resources Department is the best resource for employees to
obtain current information on work rules, benefits, personnel policies, personnel records, insurance, and
job opportunities.

If you have any difficulty reading or understanding any of the provisions of this manual, please
contact the Human Resources Department at (626) 744-4366. We will gladly make assistance available to
any employee who is unable to understand or interpret the policies.



CITY OF PASADENA MANUAL OF PERSONNEL & ADMINISTRATIVE RULES

SECTION 1 | PERSONNEL SYSTEM

A. PURPOSE OF PERSONNEL AND ADMINISTRATIVE RULES

These Personnel and Administrative Rules (Rules) are designed to facilitate efficient and economical
service to the public and provide a fair and equitable system of personnel management in the
municipal government. These Rules set forth policies and procedures to ensure similar treatment for
those who compete for original and promotional employment and define certain obligations, rights,
privileges, benefits and prohibitions which are placed upon all City employees.

B. HIERARCHY OF RULES

The hierarchy of rules/regulations governing the City’s employment policies and practices shall
generally be as follows:

Federal and State Laws

City Charter

Pasadena Municipal Code/Ordinances

Memoranda of Understanding (MOU’s) and Employment Contracts
Council approved resolutions, including salary resolutions

Manual of Personnel/Administrative Rules

Departmental Rules

NoukwnNe

C. CONFLICTING RULES

1. Memorandum of Understanding or Salary Resolution
If there is any conflict between this Manual of Personnel Rules, Practices and Procedures and any
applicable Memorandum of Understanding (MOU) with a recognized bargaining unit or Salary
Resolution for Non-Represented employees the MOU/Salary Resolution shall take precedence.

2. State & Federal Law
If there is a conflict between items stated in these Rules and existing California State or federal
law, the State/federal statutes shall prevail as required under the law.

3. Departmental Rules
City departments that establish internal personnel policies must provide a copy to the City
Manager and Human Resources for review prior to implementation. Any portion of such policy
found to be in conflict with federal or State law, this manual, or with any applicable code,
ordinance, MOU or salary resolution shall be reviewed and determined whether or not it needs
to be modified prior to implementation.

D. EQUAL EMPLOYMENT OPPORTUNITY

The City of Pasadena is committed to a policy of equal opportunity for applicants and employees.
Employment decisions will comply with all applicable laws prohibiting discrimination in employment,
including Title VII of the Civil Rights Act of 1964, the Age Discrimination in Employment Act of 1967,
the Older Workers Protection Act, the Americans with Disabilities Act of 1990, and the Americans with


https://www.municode.com/library/ca/pasadena/codes/code_of_ordinances
http://www.ci.pasadena.ca.us/HumanResources/MOU/
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Disability Act Amendments Act of 2008, the Immigration and Nationality Act, and any other applicable
State or federal laws.

In keeping with this policy, the City does not engage in impermissible discrimination based on any
protected characteristic, including race, color, religion, sex, gender identity, pregnancy, national
origin, ancestry, citizenship, age, marital status, physical disability, mental disability, medical
condition, genetic information, sexual orientation, or any other characteristic protected by State or
federal law. The City will also make reasonable accommodations that are necessary to comply with
the State and federal disability discrimination laws. This means the City will make reasonable
accommodations for the known physical or mental disability or known medical condition of an
applicant or employee, consistent with its legal obligations to do so.

E. MUNICIPAL EMPLOYEE RELATIONS OFFICER

The City Manager of the City of Pasadena is designated as the Municipal Employee Relations Officer
pursuant to the City’s Employer-Employee Labor Relations Resolution (Resolution 555) adopted on
February 10, 1970. The Municipal Employee Relations Officer may delegate to any management
employee, as defined in the Employer-Employee Labor Relations Resolution, any powers or duties
conferred to him/her by the provisions of the Resolution.

F. EMPLOYER-EMPLOYEE RELATIONS RESOLUTION

The City of Pasadena’s Employee-Employee Relations Resolution (Resolution 555), adopted on
February 10, 1970, provides orderly procedures for the administration of employer-employee
relations between the City and its employee organizations and for resolving disputes regarding wages,
hours, and other terms and conditions of employment.

G. AMENDMENTS AND REVISIONS TO RULES

The City reserves the right to modify, supplement, rescind or revise any provision of these Rules from
time to time as it deems necessary or appropriate at its discretion. Any changes or modifications will
be subject to City Manager approval. Employees will be notified of all changes that occur.

H. VIOLATION OF RULES

Violation of a provision(s) of these Rules shall constitute grounds for disciplinary action including, but
not limited to, dismissal, rejection, demotion, reduction in salary, suspension, or written reprimand.
A violation shall not make disciplinary action mandatory, but shall be considered as appropriate in
view of all the circumstances.

I.  PERSONNEL RECORDS

The Human Resources Department is responsible for maintaining complete and up-to-date personnel
records for all current employees. Employees may have access to their Human Resources Department
personnel file during normal working hours and upon reasonable notice. An employee organization may
have access to personnel files only with the employee's written permission.

1. Changes to Personal Information



http://www.ci.pasadena.ca.us/HumanResources/MOU/
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Employees must notify the Human Resources Department promptly of any change in their names,
marital status, number of dependents, or home address and telephone numbers. This ensures
that the benefits status and information for all employees can be kept current and accurate.

2. Employment Verification

All requests for employment verifications must be handled through the City’s automated
employment verification system known as “The Work Number for Everyone,” in which the
employee calls (800) 367-2884, enters Pasadena’s verification code 10158, and the employee’s
social security number, and receives an authorization code. That code is then given to the person
seeking job verification, and they call (900) 555-9675 to obtain your employment information.
There is a nominal fee for the service of $2.00 per minute. Employment verification shall provide
information on the following items only: dates of employment, classification and salary. Except
as provided by law or with the written authorization of the former employee, information
concerning an employee's suitability for employment shall not be discussed or provided.

The City does not generally provide job references for individual employees except with regard to
loan verifications that require a live person or letter on City letterhead, which is handled by
Human Resources’ Benefits Division at (626) 744-4079.

Employees under the reporting authority of the City Manager, except those in Human Resources
responsible for providing employment verifications, shall not provide any verification of
employment or employment references or recommendations as an official or representative of
the City of Pasadena without prior authorization of the Human Resources Department. Nor shall
any such persons provide a written employment verification, job reference or recommendation
on City letterhead or as an official reference or recommendation by the City except with the prior
authorization of the Human Resources Department. Only the City Manager, City Attorney, and
City Clerk may provide reference letters for current or former employees of their department(s)
without obtaining prior approval from Human Resources.
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A. CODE OF CONDUCT/ETHICS

1. Employees of the City are required to discharge the duties and responsibilities of their positions
with professional impartiality, regardless of personal considerations, and recognizing that the
public interest, as articulated by City policy, is their primary concern. The conduct of employees
in their official capacity must be beyond reproach. Their conduct shall be such that when viewed
by the reasonable person, it is a credit to the integrity of City government.

2. To meet this above stated requirement, employees must:

a. Respect and comply with the rules, ordinances and statutes establishing standards of ethical
conduct, both on and off the job.

b. Refrain from disclosing, promulgating, or validating information concerning City government
or other employees and officials which is false, confidential, protected by rights of privacy or
common courtesy, or disruptive to the work environment, without official authorization.

c. Beresponsive, efficient, courteous, and impartial in the performance of their job, assuring fair
and equal treatment of all persons, claims and transactions coming before them in their
official capacities.

d. Work in full cooperation with other City employees in promoting the public welfare,
recognizing that private interest (of an individual employee or anyone associated therewith)
must always be subordinate to the public interest.

e. Make decisions in full compliance with the law and the policies promulgated by the City
Council, and subordinate personal views to official policy while acting in an official capacity.

f. City funds or property may never be used for personal or private use, gain or benefit and
employees must be absolutely honest in all dealings, in whatever capacity, with City funds,
properties and facilities.

g. Refrain from modifying or altering City documents, forms, or records in order to misrepresent
facts or circumstances. Should a City record need to be modified, any modifications to City
records should be noted with the signature and date of the employee making the
modification.

h. Never accept or engage in outside employment or on-duty or off-duty activities that may
appear to be, or are incompatible with public duties. Employees of the City should not
become involved or affiliated with any company, agency or entity that receives funds from
the City, either directly or indirectly, where that association or affiliation may create a conflict
of interest, or an appearance of a conflict of interest or impropriety.

i. Refuse to represent private interests before government agencies in any matter in which the
City is a party, or in which the employee’s official position with the City is, or may be, a
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consideration in, or influence the decision of such agency on the matter before it.

j.  Disclose all financial interests which may constitute a conflict of interest with official duties,
and disclose the nature and extent of personal interests in any business entity engaging in any
transaction with the City to the extent required under the City’s conflict of interest resolution
and any applicable state and federal law.

k. Refuse to accept gifts, favors, services or promise of future benefit from any person or entity
doing business with the City of Pasadena, such as, but not limited to, vendors, contractors,
developers, agents, attorneys or others where such gift, favor, service or promise could
compromise independence of judgment or action as a public official or employee, and disclose
any offer of gift, favor, service or promise to the employee’s supervisor.

I.  Not act in any manner, whether or not specifically prohibited by law, rule, practice or
procedure, which could be construed by an objective, reasonable person to result in or create
the appearance of:

i. Using public office for personal gain.
ii. Giving preferential treatment or partiality to any person or group.
iii. Willfully impeding governmental responsiveness, efficiency or effectiveness.

iv. Making a governmental decision outside the established, official City procedures or
beyond the authority of the employee.

3. Because the City is tax-supported and exists to promote the general health and welfare of the
community, employees of the City have responsibilities greater than their counterparts in private
industry. Pasadena City employees are in the “public eye”, and employment with the City carries
an obligation of personal integrity and conduct that serves to establish public respect, confidence
and trust.

Employees represent the City of Pasadena and the quality of City service is judged through their
appearance and demeanor. The residents of Pasadena have the right to expect that City
employees will provide services in an efficient, complete and courteous manner. Employees must
be “public relations” conscious and service oriented. It is intended that the rules and procedures
which follow will assist employees in maintaining high ethical standards and proper job
performance, and in avoiding potential conflicts of interest both in fact and appearance.

Failure of an employee to comply with any of the standards set forth in this policy shall be the
basis for disciplinary or other appropriate action.

4. All employees have the right to expect:
a. Courteous treatment from fellow City employees and officials.

b. Equality of treatment under the same policies, rules, and regulations established for all
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employees.

c. Opportunity to obtain redress of grievance without jeopardizing their employment.

d. Participation in a recognized employee organization for the purpose of representation on
matters within the scope of representation as well as the right to choose not to participate in
any employee organization. Employees in classifications represented by bargaining groups
with Agency Shop agreements who choose not to be a part of the union may be required to
pay a Fair Share Fee, or pay a sum equal to the Agency Shop fee to a non-religious and non-
labor charitable fund exempt from taxation under Section 501(c)(3) of the Internal Revenue

Service Code.

e. Equal opportunity for career advancement and organizational mobility to realize their full
potential based on qualifications and as positions become available.

5. The City, as a condition of employment, expects to receive from the employee:
a. Initiative and a conscientious effort to perform productive work.

b. Cooperative, positive, responsive and courteous relations with fellow employees, supervisors,
and the public.

c. A continuous effort to strive for greater knowledge and skill on the job in order to maintain
performance at a high level.

d. Compliance with all rules of conduct, practices, procedures, and ordinances established by
the City.

e. Public loyalty to and support of the official policies of the employee’s department and the
City.

f.  Responsible work habits demonstrated by:
i. Being flexible and adaptable to change.
ii. Keepinginformed on developments and matters affecting job performance.

iii. Dependability, promptness, reliable attendance and performing required duties
competently.

iv. Accepting constructive suggestions and criticism.

g. Neat, clean, and appropriate grooming and attire. Prescribed uniforms and safety equipment
must be worn where applicable.

h. The City prides itself on the professional appearance it maintains and the favorable image
that employees present as representatives of the City of Pasadena. Employees are expected
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to use their best judgment in determining their appearance and dress, consistent with the
City’s standards and the positive image and professional appearance it wishes to maintain.

Employees should dress conservatively, in good taste and according to the requirements of
his or her position.
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B. EMPLOYMENT OF RELATIVES (NEPOTISM)

1. Itisthe policy of the City that relatives of City officers or employees shall not be hired, promoted
or transferred into positions in which one relative may supervise, directly or indirectly, any other
relative, or work in a capacity which would allow an employee to evaluate or control the terms,
conditions or performance circumstances of employment of a relative.

2. Indirect supervision refers to a situation in which a relative is hired, promoted, or transferred into
the chain of command of another relative, and one of the individuals has management or
supervisory responsibilities in the division or section in which both would work even if the relative
would not directly supervise or interact with the newly hired, promoted, or transferred employee.

3. This prohibition shall apply to all full-time and part-time regular employees, to all temporary City
Service Workers and City Temporary employees, and to all individuals working for the City through
a temporary services agency. This policy will not prevent relatives from being regularly assigned
to shifts that may overlap, or from short-term temporary or acting assignments, as long as one
relative does not supervise, directly or indirectly, another relative, nor work in a capacity which
would allow an employee to evaluate or control the terms, conditions or performance
circumstances of employment of a relative.

4. No relative of the City Manager, Assistant City Manager or Director of Human Resources shall be
hired to any position in the City. Relatives of Department Directors may not be hired in to the
same department as the Director.

5. Relatives of City officers or employees, or members of the City Council or members of any City
Board or Commission shall not be employed in any position in which the employment of such
relative has the potential for adversely impacting the safety, security, morale or efficiency of
supervision or function of other employees, or in which there may be created an actual or
potential conflict of interest or the appearance of a conflict of interest. Whether this shall apply
to paid or unpaid interns or volunteers shall be at the discretion of the department director and
City Manager, subject to review and recommendation by Human Resources as to actual or
perceived conflicts and appropriateness.

6. A "relative" shall be defined as a son, daughter, brother, sister, parent, grandparent, spouse,
registered domestic partner, or a person sharing the same household/cohabitating (in a marriage-
like relationship). Half-relatives, step-relatives, adopted relatives, domestic partners as defined
by State law, and in-laws are included in these restrictions.

7. Inthose cases in which the aforementioned relationships existed as of March 1990, or in which
employees marry or acquire a covered relationship, the department director shall be responsible
to ensure that work assignments are made so as to avoid conflicts of interest or violation of this
policy. If no conflict of interest exists because employees have no working interrelationship,
supervisory or evaluative control over one another, no action shall be necessary. If conflict exists,
such action may include reassignment to another position, work location or work shift within the
department. If such reassignment or other alternative is not available within the department, the
Human Resources Department will be contacted to identify other possible alternatives within
other City departments. If no alternative placement is found for which the employee qualifies and
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is accepted upon interview with the receiving department, the employee may be separated from
employment.

The employee is responsible for immediately notifying the department director of an impending
marriage or an impending acquired relationship with another employee within the same
department.

8. No relatives may be hired, transferred or promoted into the same department without the
approval of the Director of Human Resources.

9. Upon the request of a department director, the City Manager may approve the hiring or
promotion of a relative as an exception to this policy when in the opinion of the department
director, the hiring or promotion of the relative is of significant benefit to the operational
effectiveness of the department and/or the customer service needs of the community and is in
the best interest of the City. The department shall identify and implement methods to mitigate
actual or perceived issues that may arise by the hiring or promotion of the individual.

10. The Human Resources Department is responsible for enforcing this policy with assistance of the
applicable department.
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C. CONFLICTS OF INTEREST

1. Employees are expected to devote their full efforts, energies, and loyalty to the City. Due to the
importance of this requirement, the City strictly prohibits any outside employment or other
activities or relationships that create any actual, potential or apparent conflict of interest.
Examples of situations that violate this policy include acting as a consultant, advisor, employee or
independent contractor of or with a customer or vendor of the City, owning any significant
interest (other than as a shareholder of a publicly traded company) in any business or organization
that conducts or seeks to conduct business with the City, or using any assets or resources of the
City for personal gain, advantage, or benefit. As a general rule, no employee shall engage in any
transactions or have any personal or financial interest, direct or indirect (as defined in the City’s
Conflict of Interest Code) which would lead the objective, reasonable person to believe that
independence of judgment or action in the performance of official duties would be impaired.

2. The following are examples of conduct which the City deems to be conflicts of interest and as such
are prohibited and may lead to disciplinary action up to and including discharge:

a. Engagingin private employment or rendering services for private interests when incompatible
with the proper discharge of official duties or gives the appearance that independence of
judgment or actions in the performance of official duties would be impaired.

b. Engaging in private employment during the regular work day, or while being paid by the City
at the same time to render work for the City, or while in or using City facilities or equipment.

c. Without legal authorization, using official influence, insignia of office or disclosing
information, either confidential or not generally known or readily available to the public,
concerning the property, government or business of the City for the purpose of furthering or
influencing any private interest.

d. Appearing on behalf of or attempting to influence any agency, committee or official body of
the City for the benefit of any private interest except for appearances by the employee as a
member of the general public for self-representation on matters related solely to his or her
personal interests. In such instances, when testifying before the City Council, or any
committee or subcommittee thereof, or any other commission, board, ad hoc committee or
other entity or agency owned or controlled in whole or in part by the City of Pasadena, such
employee shall state on the record that he or she is appearing as a private citizen and not in
their capacity as a representative of the City.

e. Knowingly participate in any City decision which could affect his or her personal or financial
interests. Upon learning of a possible conflict pursuant to this paragraph, the employee must
make such facts known to his or her department director as soon as possible before
participating in such decision and recuse himself or herself there from.

f. Soliciting or accepting, in the course of employment, directly or indirectly for the employee’s
personal use, any gifts, gratuities, favor, promise of future benefit, discount not available to
all public employees, entertainment, loan, or other things of value, from any person or entity
doing business with the City, such as, but not limited to, vendors, contractors, developers,
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agents, attorneys or others.

3. No City employee or contractor who administers, makes recommendations or decisions
regarding, or otherwise participates in the review process for disbursement of City sponsored
grants or funds (including, but not limited to, Community Development Block Grants, Emergency
Shelter Grants, Low and Moderate Income Housing Trust Fund, American Communities Fund,
Home Investment Partnership Grants, Housing Enabled Local Partnership (HELP) Fund, Northwest
Special Activity Fund, Human Services Endowment Fund, Supporting Housing Grants, Housing
Opportunities for Persons with AIDS Grants, or Shelter Plus Care Grants) shall serve on the board
of directors or other governing or decision making board of any organization that is applying for
these funds. This prohibition applies for the period 12 months before, and 12 months after the
employee or contractor’s last participation in the disbursement of said City sponsored grants or
funds.

4., Taxpayer Protection Act (Pasadena City Charter, Article XVII)

The Taxpayer Protection Act, Article XVII of the City Charter, provides, in relevant part, that any
employee who confers a discretionary public benefit to a recipient, either individual or business,
of an amount as described in the Act may not receive personal advantage from the recipient for
a period ending no later than one year from the employee’s separation from the City. Personal
advantage includes gifts, employment, and campaign contributions. Employees should review the
Taxpayer Protection Act, which may be accessed here.

All inquiries regarding the Taxpayer Protection Act should be directed to the City Attorney’s
Office.

11
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D. GIFTS AND GRATUITIES

No official or employee shall accept a fee, compensation, gift, payment of expenses or any other thing
of monetary value in any circumstances in which acceptance may result in or create the appearance
of any one or more of the following:

[EEN

. Use of public office and/or employment for personal or private gain.
2. Preferential treatment of any person.

3. Loss of complete independence or impartiality.

4. Making a City decision outside of official channels.

5. Reduction of public confidence in the integrity of City government and/or its
employees.

6. Impeding government efficiency or economy.

Employees who are designated in the City’s Conflict of Interest Code shall follow all guidelines in
accordance with applicable state law.

12
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E.

POLITICAL ACTIVITY

The City Council adopted Resolution No. 4874 on February 1, 1983, which contains the
following regulations:

1. No officer or employee shall participate in any political activity during his or her working hours.

2. No officer or employee shall authorize entry into a City facility for the purpose of soliciting or
receiving political funds or contributions.

In addition, the Government Code contains the following regulations pertaining to political activities
of officers and employees:

1. No officer or employee shall participate in any political activity while in a City uniform.
(Government Code Section 3206)

2. No officer or employee shall use his or her official influence or position to coerce political action
or contributions. (Government Code Section 3204)

3. No officer or employee shall knowingly solicit political funds or contributions, whether directly or
indirectly, from other officers or employees of the City or from persons on the employment lists
of the City. The exceptions to this are as follows: No officer or employee shall be prohibited from
such activity, within or upon non-City premises and during non-working hours, when part of a
solicitation for contributions is made through the mail or by other means to a significant segment
of the public which may include officers or employees of the City. No officer or employee shall be
prohibited from such activity, within or upon non-City premises and during non-working hours, on
a ballot measure affecting the pay, working hours, or working conditions, of City officers and
employees. (A campaign for elected office is not a ballot measure). (Government Code Sections
3205 and 3209)

4. A City employee may not use public resources to support or oppose a ballot measure or election
or defeat of a candidate for office. Public resources include any property owned by the City,
including, but not limited to equipment, City email, telephones, supplies, computers, vehicles, and
buildings. (Government Code Sections 8314 and 54964).

13
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F. DELEGATION OF DUTIES

When an executive or management employee determines that it is in the best interest of
departmental operations to delegate signature authority to a subordinate employee, he/she will
complete a Delegation of Duties form, which may be obtained from the Human Resources
Department. The form will clearly indicate who is delegating the authority and to whom the authority
is being delegated, as well as the nature of the specific responsibility being delegated and the
duration of such authority.

The employee delegating the authority and the employee to whom the authority is being delegated
must sign the Delegation of Duties form. The original form is to be filed or maintained with the central
file for the affected program or project, and each employee will retain a copy for their records. It is
understood that while the employee to who the authority is delegated is responsible for ensuring the
proper execution of his/her responsibility, the employee delegating the responsibility retains the
ultimate accountability for ensuring the proper administration of the project or program.

14
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G. OUTSIDE EMPLOYMENT AND BUSINESS ACTIVITIES DISCLOSURE POLICY

1. The purpose of this policy is to ensure that outside employment and business activities do not

adversely affect employee work performance, commitment to City employment, or create a
conflict of interest or appearance of impropriety.

All employees must annually complete and submit to their department director an "Outside
Employment and Business Activity Disclosure" form prior to commencing any new outside
employment.

Employees must disclose any outside business activity, including that which generates the receipt
of passive income that could create a conflict of interest or the appearance of impropriety. Passive
income is earnings derived from a rental property, limited partnership or other enterprise in which
a person is not actively involved. Employees engaged in outside business activities with entities
that perform business with the City of Pasadena must disclose such activities annually.

As a general guideline, employees do not need to disclose outside business activities that generate
passive income, such as rental property, when such activity does not create a business
relationship with the City of Pasadena. When there is a question as to whether a particular activity
should be disclosed, employees are directed to err on the side of caution and disclose the outside
business activity or contact Human Resources for guidance.

The City of Pasadena shall serve as each full-time employee’s primary employer. In deciding
whether to approve a request for outside employment or business activity, the department
director in which the employee works should consider the following factors which would be valid
reasons for denying the request:

The outside employment or business activity is:

a. Of such a nature that it may be reasonably interpreted by the public to be an official act of
the City.

b. Involves the use of City facilities, equipment, insignia, uniforms, supplies or resources of any
kind, except where specifically permitted by law.

c. Involves the use of information known to the employee as a result of City employment and
not generally available to the public.

d. Might be reasonably construed by the public to be a conflict of interest.
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e. Is conducted during the employee's working hours and/or may impede the employee's
efficiency while on duty.

f. Involves the provision of services normally performed by the employee to another city or
public agency such that if a request for those services were made to the City of Pasadena, the
City would provide the service either as a matter of professional reciprocity or on a cost
reimbursement basis.

g. Involves the provision of services for a fee or charge that are normally performed by the
employee in his or her capacity as a City of Pasadena employee.

h. The employment or service involves an employment relationship with another City
employee(s) such that it could be reasonably construed to create the possibility of a negative
impact on City working relationships (e.g. coercion, collusion, favoritism, reduced
productivity).

i. The employment or service is such that potential clients, customers or recipients of such
service could be secured during the employee's normal City employment activities (a building
inspector, for example, should not be allowed to perform home repairs or construction work
within the jurisdiction of the City).

j. The amount of outside work or the use of regular days off or time-off requests to perform the
outside employment may impede the employee's City job performance, efficiency or
attendance.

k. The additional work may jeopardize the employee's physical and/or mental well-being, or
the additional work may pose stress or injury or the possibility of stress or injury.

4. Outside employment and business activities must be completed by all employees annually as
requested by Human Resources or before any outside employment begins throughout the year.
Employees who do not have outside employment or business activities to report must
acknowledge on the Outside Employment and Business Activities Disclosure Form that they have
no information to report under this policy.

a. Whenever outside employment or business activities change, or new employment or
contracts for service commence, the employee must file an amended "Outside Employment
and Business Activity Disclosure form." Only one form need be filed for any one year if the
service is of a nature that many similar clients would normally be served (e.g. home roofing,
teaching, and tax preparation).

b. Employees are obligated to make full disclosure of the facts and circumstances regarding any
outside employment.

c. Department directors approving or disapproving outside employment or business activities
shall note the reasons for rejection on the form
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5.

Authorization for outside employment may be cancelled at any time by the department director
or Human Resources for good cause such as when, in the opinion of the department director or
Human Resources, the outside work is interfering with performance of the employee's City job or
if the employment appears to generate a conflict of interest or other issue, concern or problem.

When an employee sustains an industrial injury, outside employment shall cease when in the
opinion of the department director, or Human Resources, the job requirements of the outside
employment are in conflict with any work restrictions placed on the employee by the treating
physician or the agreed medical examiner (AME).

17
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H. NO SMOKING

1. Purpose

The City’s No Smoking Policy is established in response to the 2006 U.S. Surgeon General's report
on the health effects of involuntary smoking. The report concluded the following: 1) that
involuntary or “secondhand smoke” is a cause of disease, including lung disease and cancer, in
healthy non-smokers, especially children; and 2) that the simple separation of smokers and
nonsmokers within the same air space may reduce, but does not eliminate, the exposure of
nonsmokers to the hazardous substance in tobacco smoke and that smoke-free environments are
the most effective method for reducing exposures.

The purpose of this policy is to create a smoke-free workplace environment in City buildings, at
City facilities and in City vehicles, in order to eliminate the health hazard of secondary exposure
to tobacco smoke, and ensure that employees are provided a healthy and safe work environment.

2. Definitions

The term “smoking” shall include the burning and inhalation of any substance that produces a
visible or invisible vapor or smoke, including pipes, cigars, cigarettes, or “e-cigarettes” or other
devices which convert liquids such as liquefied nicotine into a vapor for purposes of inhaling.

3. Policy

It is the City's policy that effective November 15, 1990 buildings, facilities and vehicles owned,
operated or leased by the City of Pasadena shall be entirely smoke-free at all times, with the
exception of a limited number of designated smoking areas. Smoking at work sites (public or
private) is forbidden under this policy unless done in a location that complies with local
ordinances. This prohibition includes but is not limited to: common work areas, private offices,
public and private meeting rooms, restrooms, lunchrooms, courtyards, gathering places,
elevators, lobbies, cars, trucks or other City vehicles. "No smoking permitted" signs shall be
posted in appropriate areas.

4. Application

This policy applies to all City employees and visitors while they are in buildings or vehicles owned
or leased by the City. Additionally, applicants for employment with the City must agree to comply
with this policy.

This policy does not apply to the Pasadena Conference Center, the Tournament of Roses House,
the Rose Bowl press box, or other buildings subject to the lease or control of the third parties.

5. Enforcement
Managers and supervisors are primarily responsible for reasonable enforcement of this policy,

and for the administration of discipline as deemed appropriate. Failure of an employee to comply
with the standards set forth in this policy may be the basis for disciplinary or appropriate action.
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I.  ELECTRONIC EQUIPMENT USE

1. Purpose

To establish guidelines for the acceptable use of the City’s electronic equipment and systems used
by employees who have access authorized by the City.

2. General Policy

Electronic equipment, including City owned personal computers, tablets, laptops, wireless
devices, computer systems, remote access devices, networks, servers, wireless networks and
systems, software and applications, memory storage devices, personal digital assistants and hand-
held computers, cellular, mobile phones and the like, or satellite telephones and any other
electronic equipment are business tools to be used for conducting the City’s business only. Such
equipment shall be used in accordance with generally accepted business practices and this policy.
Current laws as referenced in the Public Records Act and the City’s Records Retention Policy shall
be adhered to at all times.

Electronic communications, such as emails, are not intended to replace direct, personal
communication where direct contact would be more appropriate. It is intended that the rules and
procedures which follow will assist employees in maintaining high ethical standards of conduct
while accessing, utilizing, and disseminating information gained through the City’s electronic
systems and that employees will strive to maintain the integrity of the information systems of the
City of Pasadena.

Employees are reminded that when they participate in social networking media sites, web logs
(“blogs”), or video or photographic share sites from a City computer or equipment, or from their
personal computer or electronic equipment, and there is any information that identifies the
person as a City of Pasadena employee, or they join or connect with sites for professional City
business purposes from their own personal social networking media sites, that all the rules and
regulations pertaining to the person as an employee of the City of Pasadena are in full force and
effect.

In addition, employees who post information on the internet, blogs, and social networking media
sites are reminded of the proprietary nature of the City of Pasadena logos, seals, emblems and
markings and are prohibited from displaying them, unless authorized for City business. Employees
are also prohibited from creating the appearance that any posting to the internet or mobile
applications are official City of Pasadena postings without prior written authorization from the
Department Director.

3. Requirements

Employees with authorized access to the internet, intranet, and other electronic media through
City owned or operated computer equipment must comply with this Electronic Equipment Use
Policy. Employees must be specifically authorized by the City to use the internet, intranet, or any
other electronic media while performing work, utilizing City owned equipment, while on City
property, or while accessing the City’s network system, servers, databases, or computers directly
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or remotely, or while accessing the City’s network directly or remotely, including using a personal
device.

4. Definitions

Definitions are not intended to define prohibited conduct, but rather, to provide general
definitions of terms used throughout this Electronic Equipment Use Policy.

a. “Electronic media” — shall be defined as any communication or transmission of electronic
messages, files, data or other electronic information, including email, electronic “chat,”
bulletin or newsletter services, newsgroups, or any other electronic transmission which is
conveyed via an electronic device, such as a computer, tablet, laptop, fax machine, smart
phones, remote access devices, wireless devices, or any other device which either prints,
stores or displays the information communicated or transmitted.

b. “Communication” — shall be defined as the intentional or unintentional sending or receiving
of an electronic message, file, data or other electronic information. A “communication” is
intended to include the conversion of the electronic information into another form, such as
printing the information, and then delivering the information to a recipient, whether or not
the recipient was the intended recipient.

c. “Sender” —shall be defined as the person or persons who transmit, or cause to be transmitted,
a communication, via electronic media or otherwise.

d. “Recipient” — shall be defined as the person or persons who receive, either directly or
indirectly, the communication from one or more senders.

e. “Social Networking Media Site” — shall be defined as internet web sites in which computer
and/or mobile device users connect with or join as a member of such site for the purpose of
connecting with others so joining as “friends” or “contacts” or for sharing video, audio,
photographic or other such information for the purpose of posting, uploading or reading other
members’ posted information which may be of a personal or professional nature. Examples
of social networking media sites include, but are not limited to: Facebook, LinkedIn, YouTube,
Flickr, Photobucket, Snap Chat, Instagram, etc. Social media sites may be utilized as channels
for disseminating time sensitive information as quickly as possible, such as emergency
information, as well as marketing and promotional channels for increasing the City’s ability to
broadcast to the widest possible audiences. (See also Error! Reference source not found.)

f. “Web log” or “blog” — shall be defined as an internet link or connect where persons may post
information along with other participants, such postings being displayed in list or log form
under a topic or topics for the purpose of sharing information, rendering opinions, or viewing
other participants’ information or opinions within that blog or web site.

5. Employee Obligations

Employees with authorized access to the internet, intranet, and other electronic media must
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comply with this Electronic Equipment Use Policy. Authorized users are required to:

a. Be aware the participating on a social networking media site in which the person identifies
himself or herself as a City employee, or in which that person joins another site or provides a
link to another site, and so identifies himself or herself, any communications and information
on that site which may reflect on the City of Pasadena may be regulated and restricted as if
the information comes directly from them as a City of Pasadena employee. Posting
information that discredits the City or causes embarrassment to the City or the person’s
employment could lead to disciplinary action up to and including termination.

b. Be aware that it is the policy of the City of Pasadena that any and all electronic information,
communications, data, files, documents, folders or any other form of electronic information
which is transmitted to, through or from any electronic device owned by the City of Pasadena,
or is transmitted to, through or from any employee of the City of Pasadena while at work or
on City business or is in or on any City-owned property or vehicle, is owned by and belongs to
the City which has a proprietary interest in such electronic information and no employee shall,
either directly or indirectly, profit or gain personally therefrom.

c. Respect the privacy of other users including information on, copies of, or modification of files,
data, or passwords.

d. Observe the legal protection provided by copyright and license to programs and data.

e. Understand that any violation of the Electronic Equipment Use Policy may result in disciplinary
actions consistent with the Discipline Policy. Comply with all applicable federal, State and
municipal laws, policies and regulations including, but not limited to, the California Public
Records Act, First Amendment privacy laws, Fair Labor Standards Act (FLSA) and information
security policies.

f.  Understand that any violation of the Electronic Equipment Use Policy may result in disciplinary
actions consistent with the Discipline Policy.

g. Understand that electronic records or files may be considered “Official Records” under the
California Public Records Act (Government Code Section 6250 et seq.) and other applicable
State or federal laws. As such, employees should consult the City of Pasadena's Records
Retention Policy and/or the City Attorney's Office with regard to the handling, printing, and
retention of electronic records or files.

6. Policy Violations

Electronic equipment use is for the accomplishment of business-related tasks and for conducting
City business only. It shall be a violation of this Section to do any one or more of the following
without proper authorization, which may result in disciplinary action up to and including
discharge:

a. Arranging for or placing any unsolicited advertising unless specifically authorized by the
department director.
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b. Conducting personal business, which includes but is not limited to, “surfing” or browsing the
internet which includes, but is not limited to, displaying, reading, downloading information
from, uploading information to, or conversing or “blogging” on internet web pages including
social networking media web sites, playing, uploading, posting or forwarding any audio or
video file, or graphic or uploading, displaying, posting or forwarding any photograph, picture
or other computer graphic not reasonably necessary for the conduct of the City’s business.

c. Playing or downloading any recreational games or forms of entertainment not related to the
conduct of the City’s business during working hours or while on City-owned property or using
City-owned equipment.

d. Sending, forwarding, uploading or posting any communication, including email, that is not
reasonably necessary for the conduct of the City’s business whether or not such
communication contains any material which is intended to or does offend or harass another
person. A separate violation may be found where the communication, when it is uploaded,
forwarded, posted or sent, whether or not sent to a person who is or is not an employee of
the City, which is sexually explicit, or which contains material that is negatively focused upon
race, religious creed, color, national origin, ancestry, disability, age, marital status, sex or
sexual orientation (e.g. such as derogatory terms, photographs, pictures, videos, jokes, or
unwelcome advances of a sexual nature, etc.) or any other protected classification.

e. Malicious use, which includes but is not limited to, messages, or information that is such that
it tends to, or a reasonable person would perceive it to intimidate, embarrass, bully, harass,
threaten, offend or annoy another person, or which a reasonable person would find to be
intimidating, embarrassing, bullying, harassing, threatening, annoying, obscene, or offensive.

f. Downloading from or uploading to the internet any file or program, except when in relation
to the department’s objectives.

g. Posting of information, text, graphics, audio or video, except when in relation to the
Department’s objectives, without approval from the department director.

h. Subscribing to any listservs, newsgroups, news feeds or social networking media sites where
membership would place the user on a server’s mailing list or news feed, except when in
relation to the Department’s objectives.

i. Printing, downloading, saving on a memory storage device (whether internal or external, disk,
CD, DVD, flash memory drive or card, tape or like devices), or otherwise duplicating any
communication prohibited hereunder.

j. Sending a communication that the sender knows, or reasonably should know, violates any law
of the United States or the State of California, or which violates any provision of the City of

Pasadena Manual of Personnel/Administrative Rules.

k. Deleting, destroying, or damaging any electronic information under the control of another
employee or the City of Pasadena for the purpose of sabotaging, hindering, delaying,
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frustrating, or causing an employee or the City of Pasadena to lose any electronic information
that is needed for the conduct of the City’s business.

I. Posting advertisements, business solicitations, chain letters, or anything determined to be
Ilspam.ll

m. Failing to follow directions from the Department of Information Technology, Human
Resources, or the employee’s supervisor, Department Director, or any law enforcement
officer or agent pertaining to the handling, opening, deleting, or closing of computers,
computer files, folders, applications, or any electronic device on which City business is
conducted.

n. Knowingly introducing any destructive files or data of any kind (known as a “virus”) into any
electronic device or system whether or not information or the system are actually
compromised.

0. Knowingly deleting, destroying, or damaging any electronic information related to City
business when the employee knew or should have known that the employee was not
authorized to delete, destroy or damage the electronic information.

p. Accessing the networks, computers, servers, electronic devices, electronic information or
communications of other employees or the City of Pasadena without express authorization
from the employee who has the responsibility for maintaining said devices or information, or
the Department Director of the employee seeking said information.

g. Revealing or disclosing to another, gathering, storing or disseminating in any fashion any
passwords, PIN codes, credit card numbers, or other confidential information obtained
through the person’s employment without the express authorization of the Department
Director or his or her designee.

r. Posting or uploading any information in any format, including but not limited to text, video,
photographs, audio files or other information whether from a personal computer or
electronic device or one owned, leased or operated by the City of Pasadena, which may cause,
or does cause, discredit to the City of Pasadena or embarrassment to the employee’s
employment with the City of Pasadena.

s. Posting or uploading any logo, seal, emblem, photograph, video, sound file or other mark,
design, diagram, photograph or information that is proprietary to the City of Pasadena unless
done within the course and scope of the person’s employment as an employee of the City of
Pasadena or with the prior authorization of the employee’s department director or City
Manager.

t. “Spoofing,” or willfully constructing an electronic communication so that it appears to be from
a sender other than the original or actual sender.

u. “Snooping,” “Phishing,” or obtaining access to the files or electronic communications of
others without following proper procedures or having a proper City business purpose.
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v. Attempting to accomplish any act prohibited by this policy.

7. Electronic Media Privacy Policy

No employee shall expect nor receive any right to privacy relative to the use of, the information
transmitted by or through, or the contents stored upon any electronic device owned by the City
of Pasadena. The City reserves the right to monitor electronic communications accomplished
through City-owned equipment or while accessing the City’s network, servers, or computers on
an as-needed basis.

Employees who join or participate in social networking media sites or web logs acknowledge and
agree that if they post or upload information including photographs, video, audio or other
information that indicates they are a City of Pasadena employee or which brings discredit or
embarrassment to the City or the person’s employment, that the employee thereby waives any
right to assert any right or expectation of privacy or other protections against disclosure of said
information for purposes of determining whether and to what extent disclosure may be required
by the City for purposes of investigating violations of this or any other policy of the City of
Pasadena or other law or regulation pertaining to said social networking or blog site that the
employee has participated in, to the extent such purpose may be permitted by law.
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J.  SOCIAL MEDIA POLICY

1. Purpose

a. Due to the rapid growth of social media, the City has a business need to augment traditional
communication methods with the use of social media.

b. The use of social media presents opportunity for and risk to the City, its departments and
employees. Opportunities include promotion of City services, programs and events, gathering
feedback from the community, as well as emergency instructions and updates; risk includes
reputation, negative branding, and site security.

c. This policy establishes policies, protocols and procedures intended to mitigate associated
risks related to the use of social media for official City  purposes.

2. Definition

Social media consists of third-party hosted websites or applications for discussion, photo sharing,
video sharing and information sharing. Examples include but are not limited to Google Plus and
Yahoo Groups, Wikipedia, Twitter, Pinterest, Facebook, Meetup, Multiply, Snap Chat, Instagram,
YouTube, Flickr, Linkedln, My Life and the like, and news media sites with comment-sharing
capabilities.

3. Policy Statement

Social media sites are the sole possession of the City and shall be used only for official business
purposes to provide timely news, information and updates. It is important to take a measured,
strategic approach to the implementation of social media.

This policy applies to all regular, probationary, and temporary employees, city service workers,

volunteers, consultants, service providers and/or contractors performing business on behalf of
the City.

4. Responsibility
a. The department director is responsible for facilitating this policy in compliance with the Code
of Conduct and the Electronic Equipment Use Policy. This includes the responsibility of

auditing the department’s use of social media and ensuring compliance with this policy.

b. Within the terms of this policy, department directors have the discretion to determine
and establish social media activity at the department level. Any policies, protocols and/or
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procedures established by individual departments to implement social media programs or
activities shall be subject to and consistent with those referenced herein.

c. Departments that use social media sites are responsible for complying with all applicable
federal, state and municipal laws, policies and regulations. This includes but is not limited
to adherence to established laws and policies regarding the California Public Records Act, First
Amendment privacy laws, and information security policies.

d. Account information for social media sites established to represent official City business or
communications on behalf of the City shall remain the sole property of the City. Separating
employees will provide this information to their department head or the PIO prior to their
separation.

5. Policy
a. City Website

The City of Pasadena’s official website (www.cityofpasadena.net) shall remain the primary
and predominant Internet presence. All City social media sites shall include one or more links
that direct users back to the City website.

b. Appropriate Uses of Social Media Sites

The most appropriate uses of social media sites fall into two categories:

i. As channels for disseminating time-sensitive information as quickly as possible, such as
news and emergency information, and

ii. Marketing and promotional channels for increasing the City’s ability to broadcast
messages to the widest possible audiences.

c. Branding

i. The design of all City social media pages must be approved by the Public
Information Officer. The PIO shall maintain a master list of social media sites.

ii. The City Seal/logo shall be used on all official social media sites used for this purpose.
Any changes or additions to official City of Pasadena seals, logos and other branding

devices shall be incorporated into official social media sites.

iii. Photos and other images may be posted only when they are the property of the City of
Pasadena or the owner has provided consent for use.

iv. Misrepresentations regarding the City of Pasadena on social media sites should be
brought to the attention of the PIO for clarification.

d. Posting of Comments on Social Media Sites
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i. Comments posted by City employees in an official capacity on social media sites, whether
administered by the City or other agencies and/or individuals, shall include appropriate
identifying information and any other pertinent information within the context of the
virtual interaction.

ii. Comments and direct messages posted by City employees on social media sites in an
official capacity may be treated as official correspondence and may be subject to
disclosure in accordance with the California Public Records Act.

iii. Notwithstanding the above, postings that are otherwise protected from disclosure or are
not disclosable public records do not lose such status as a result of disclosure on a social
media site. The City of Pasadena reserves the right to remove such postings.

iv. City employees are prohibited from engaging in debate in an official capacity on social
media sites. Employees who encounter inappropriate situations or abuse in virtual
environments in an official capacity should immediately leave the social media site and
report the situation to a supervisor.

v. The City of Pasadena reserves the right to remove postings placed on official City social
media sites that the City deemes, in its sole discretion, to constitute crimes (such as threats
of violence), and/or that otherwise violate federal or state law.

e. Administration of City of Pasadena Social Media Accounts

i. Prior to establishing any pages on social media sites in an official capacity, employees
must (1) receive approval from their respective department directors and the City’s Public
Information Officer, (2) read this policy and the City’s social media policy for external
users and agree, in writing, to abide by the guidelines and (3) contact the Public
Information Officer regarding the purpose of their new social media account, the primary
audience, and the type of content that will be conveyed on behalf of the City of Pasadena.

ii. The Public Information Officer shall work in conjunction with the Department of
Information Technology to establish the primary administrative account(s) and logins for
each social media site.

iii. The Public Information Officer shall be responsible for reviewing and approving each
requested social media site’s terms of use.

iv. The appropriate department director (and/or his/her designee) and the City’s PIO shall
jointly be responsible for (a) monitoring content on their department social media sites
to ensure compliance with this policy (b) ensuring that department staff moderating
social media content are trained regarding the terms of this policy and the City’s social
media policy for external users.
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v. The Public Information Officer shall chair a PIO team that includes representation from
the Department of Information Technology and other departments as needed. The
committee shall meet at least twice a year to update and review social media policies and
make recommendations to the City Manager regarding current trends and potential
impacts.

6. Retention of Records

The City of Pasadena shall retain, as part of the administrative record, all postings submitted to
the City website as well as official City social media sites when such postings are labeled “public
comment.” Comments submitted in conjunction with such postings shall be preserved in
accordance with existing City records retention policies and shall be forwarded to decision makers
or decision-making bodies for consideration. When a final decision has been made during an
agendized meeting, and provided the records have been properly retained, the City of Pasadena
reserves the right to remove all related posts from all sites and/or dismantle sites and pages
dedicated to such specific issues.
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K. MEDIA POLICY

1. Purpose

The purpose of the City’s Media Policy is to improve media relations, protect and enhance the
image of the City of Pasadena and ensure that accurate, appropriate information is released to
the news media.

2. Policy
a. Priority
Inquiries from the news media should be given a high priority and be responded to as quickly

and efficiently as possible. Every effort should be made to ensure that all information released
is accurate and meets media deadlines.

b. Public Information

Generally, the business conducted by the City of Pasadena is public and therefore is subject
to the federal Freedom of Information Act and the California Public Records Act. Exceptions
include, but are not limited to, works in progress that have not been publicly distributed,
attorney client-privileged and matters involving pending litigation, issues that are subject to
ongoing negotiation, and confidential personnel-related matters.

c. Sensitive and Controversial Issues

The appropriate department director, the City Manager and the Public Information Officer
(P10) must be informed immediately of inquiries from the news media that relate to sensitive
or controversial issues, potential litigation, ongoing negotiations or personnel matters; and
must be made aware immediately of potentially sensitive issues when it is anticipated that
those issues may reach the media. The City Manager will communicate directly with the PIO,
the appropriate department director and other city officials as necessary, including the City
Attorney and Director of Human Resources on an as-needed basis, to develop strategies for
each issue and determine an appropriate spokesperson.

Any City employee who speaks to a reporter or editor about a sensitive or controversial issue
without authorization and prior approval by the City Manager may be subject to disciplinary
action. The PIO must be made aware of any such authorization or approval.

d. Examples of Sensitive or Controversial Issues

Examples of sensitive or controversial issues include, but are not limited to, performance
evaluations related to any City employee; legal claims or lawsuits filed against the City of
Pasadena by any City employee, City Council Member or other elected official, individual,
business or organization; negotiations related to economic development or redevelopment;
court appearances by any City employee, member of the City Council, or spouses or other
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family members of either; and hiring, disciplinary action, or termination processes related to
any City employee.

e. Spokesperson

In most cases, there will be one spokesperson designated for response to each inquiry, and
all related inquiries will be directed to that spokesperson. For citywide issues the
spokesperson will most often be the City Manager or the PIO; for department-related issues
the spokesperson will most often be the director of a department or division head; in some
instances the spokesperson will be the employee, regardless of rank, who can best answer
specific questions about a particular issue. The spokesperson will work directly with the PIO
to ensure that information for specific media issues is communicated appropriately.

f.  Public Records Requests

Requests from the media or the public for City of Pasadena records may be written or verbal.
Staff is required, if necessary, to help requesters make focused and effective requests that
reasonably describe identifiable records. The Public Records Act allows up to 10 days for this
process, but departments are encouraged to provide information in as timely a manner as
possible.

g. News Releases

City departments may issue routine news releases and consult with the Public Information
Office as necessary. The PIO must receive a copy of every news release that is distributed by
any City department. Any news release issued by any department of the City of Pasadena,
with the exception of the City Attorney’s Office, that relates to or is requested by an elected
official - City Council Member, county supervisor, assembly member, senator, etc. - must
receive approval from the City Manager before being written or released.

h. Media Briefings

When necessary, briefings may be conducted to educate the news media about potentially
controversial issues and provide reporters an opportunity to ask in-depth questions. In most
cases, appropriate City staff and reporters review extensive background materials, distribute
fact sheets and explanatory materials, or discuss at length a particular issue or upcoming
report to the City Council. The PIO will be responsible for scheduling any such briefings.

i. Press Conferences

When necessary, press conferences may be conducted to make extremely important
announcements and facilitate the flow of immediate, accurate information that City officials
cannot respond to on an individual basis. The City Manager and the PIO must be notified in
advance of a department’s intent to hold a press conference. The PIO will be available as
needed for consultation with appropriate staff regarding the strategy, preliminary statement,
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materials, media alert and general set-up of the conference. The City Manager or his/her
designee is responsible for notifying the City Council of any breaking news.

3. Emergency Media Relations

In the event of a disaster or emergency, the Fire Department, Police Department or the Public
Works and/or the Water and Power departments will assign a spokesperson to be responsible for
primary media relations. The City’s PIO serves as spokesperson during an emergency only when
the Emergency Operations Center (EOC) is activated.

4. Departmental Media Policies

a. Development of Departmental Policies

Each department in the city organization will establish a media plan for non-controversial,
day-to-day inquiries from the news media. The plan will include the appointment of a
spokesperson(s) to represent the department to the media. The City’s PIO is always available
for consultation and will, on request, be present at interviews between reporters and City
staff.

b. Filing of Departmental Policies

Department media policies must be on file in the City Manager’s Office and the Public
Information Office.
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L. CITY IDENTIFICATION POLICY

Employees will be issued employee identification badges to be worn at all times when working.
Employees who wear uniforms with their name (first and/or last name is acceptable at the
department director’s discretion) embroidered on the garment are not required to wear their City-
Issued identification while in uniform.
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M. DRESS CODE

Employees of the City are required to dress appropriately for the jobs they are performing. Therefore,
failure to follow the dress regulations contained in this section shall be grounds for discipline.

1. General Guidelines

The general dress code guidelines are as follows:

a. Allclothing must be neat, clean, and in good repair.

b. Prescribed uniforms and safety equipment must be worn.

c. Footwear must be appropriate for the work environment and functions performed.

d. Hair must be neat, clean and well-groomed.

e. Beards, mustaches, and sideburns must be maintained in neat and well-groomed fashion.
f. Jewelryis acceptable except where it constitutes a health or safety hazard.

g. Good personal hygiene is required.

h. Dress and personal appearance must be appropriate to the work setting particularly if the
employee has public contact.

i. Any visible tattoos shall not be obscene, sexually explicit, discriminatory to any legally
protected category (including, but not limited to, national origin, race, religion, sex, and sexual
orientation), extremist, and/or gang-related. Any non-conforming tattoos will be covered
with clothing or a bandage while at work.

j.  Foremployees working with the public, objects, articles, jewelry or ornamentation of any kind
that may impact safety or service to the public shall be removed, covered with a bandage, or
replaced with a clear, plastic spacer.

k. Jeans, shorts, sweats, and t-shirts are prohibited, unless part of a required uniform or
specifically authorized by the department director.

If an employee has a question about how any provision of this policy applies to him/her, the
employee should immediately raise the matter with his/her supervisor for consideration and

determination.

2. Departmental Standards

Each department director has the right to set more detailed and stringent dress code guidelines
for employees in his/her department. The department director may also make exceptions for
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individual employees based on a specific job function or special requirements. Departmental
guidelines must be submitted to Human Resources.
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N. ALCOHOL AND DRUG ABUSE POLICY

1. Purpose

It is the purpose of this policy to ensure that employees perform their jobs free of the effects of
alcohol or drugs (whether illegal or not), and to eliminate substance abuse and its effects in the
workplace in order to ensure that employees are in a condition to perform their duties safely and
efficiently, in the interests of their fellow workers and the public as well as themselves.

2. Policy

With the exception of those job circumstances which necessitate the handling, possession, or
consumption of illegal drugs by employees in the performance of their duties, it is the City's policy
that employees shall not be under the influence of or in possession of alcohol or drugs while on
City property, at work locations, while on duty, or before reporting for duty; shall not utilize such
substances when they have a reasonable expectation of call in for duty; shall not possess, provide
or sell illegal drugs to any other employee or to any person nor have their ability to work impaired
as a result of the use of alcohol or any drugs substances.

While use of medically prescribed medications and drugs is not per se a violation of this policy,
the employee must notify his/her supervisor, before beginning work, when taking medications or
drugs (including the possible effects of taking such medication and drugs) which could foreseeably
interfere with the safe and effective performance of duties or operation of equipment. In the
event there is a question regarding an employee's ability to safely and effectively perform
assigned duties while using such medications or drugs, clearance from a qualified physician may
be required.

The City reserves the right to search, without employee consent, all areas and property in which
the City maintains control or joint control with the employee, such as desks, file cabinets, City
vehicles, etc. Otherwise the City may notify the appropriate law enforcement agency that an
employee may have illegal drugs in his or her possession or in an area not jointly or fully controlled
by the City, such as lockers assigned exclusively for the employee's personal use.

Employees reasonably believed to be under the influence of alcohol or drugs (the use of alcohol
or any illegal substance or use of a prescribed drug in a manner and to a degree that causes any
impairment in the employee’s work performance or the ability to use City property or equipment
safely) shall be prevented from engaging in further work and may be ordered to submit to a drug
and/or alcohol test and shall, for safety purposes be provided transportation from the work site,
whether that is to a drug and/or alcohol test or if no test is administered, to the employees’
residence or other similar location.

3. Application
This policy applies to all employees of the City of Pasadena. This policy applies to alcohol and to

all substances, drugs, or medications, legal or illegal, which could impair an employee's ability to
effectively and safely perform the functions of the job.
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4. Employee Responsibilities

An employee must:

a. Refrain from the use of, or possession of, illegal drugs or substances while on duty or off duty
unless authorized for City business purposes;

b. Not report to work while his/her ability to perform job duties is impaired due to alcohol or
drug use (whether legal or illegal);

c. Not possess or use alcohol during working hours, when there is a reasonable expectation of
being called to duty, when on breaks, during meal periods or at any time while on City
property or while driving a City vehicle;

d. Not possess or use illegal drugs or substances or prescription drugs without a prescription.

e. Not directly or through a third party sell or provide illegal drugs or substances to any person,
including any employee, while either employee or both employees are on duty or off duty;

f. Submit immediately to a urine, breath or blood test, or other test as deemed appropriate,
when ordered by a supervisor or manager who has reasonable suspicion that an employee is
intoxicated or under the influence of drugs or alcohol;

g. Notify his/her supervisor, before beginning work, when having consumed alcohol or when
taking any medications or drugs, prescription or non-prescription, which may interfere with
the safe and effective performance of duties or operation of equipment;

h. Provide within 24 hours of request or as soon as reasonably possible bona fide verification of
a current valid prescription for any potentially impairing drug or medication identified when
a drug screen/test is positive. The prescription must be in the employee's name; and

i. Reportto the supervisor or take other appropriate action when it is believed other employees
may be under the influence of drugs or alcohol or engaging in illegal drug related activities.

Employees who believe they may have an alcohol or drug usage problem are urged to voluntarily
seek confidential assistance from the Employee Assistance Program or other resources available
in the community. While the City will be supportive of those who seek help voluntarily, the City
will be equally firm in identifying and disciplining those who continue to be substance abusers and
do not seek help.

5. Management Responsibilities and Guidelines

a. Managers and supervisors are responsible for reasonable enforcement of this policy, and for
the administration of discipline as deemed appropriate.

b. Managers and supervisors may request and, if necessary, subsequently order that an

employee submit to a drug and/or alcohol test when a manager or supervisor has a
reasonable suspicion that an employee is intoxicated or under the influence of drugs or
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alcohol while on the job or subject to being called. "Reasonable suspicion" is a belief based
on objective facts sufficient to lead a reasonably prudent person to suspect that an employee
is under the influence of drugs or alcohol so that the employee's ability to perform the
functions of the job is impaired or so that the employee's ability to perform his/her job safely
is reduced.

For example, any of the following, in combination, may constitute reasonable suspicion:
i. Slurred speech;

ii. Odor of an alcoholic beverage on breath;

iii. Unsteady walking and movement;

iv. An accident involving the employee and/or equipment, vehicle or property where the
cause may be symptomatic of suspected use;

v. Physical altercation;

vi. Verbal altercation;

vii. Unusual behavior where the cause may be symptomatic of suspected use;
viii. Possession of alcohol or drugs; or

ix. Information obtained from a reliable person with personal knowledge. The supervisor
shall make reasonable attempts to verify or corroborate such information prior to
requesting or ordering an employee to submit to a drug test.

c. Any manager or supervisor requesting or ordering an employee to submit to a drug and/or
alcohol test shall document in writing the facts constituting reasonable suspicion that the
employee in questions is intoxicated or under the influence of drugs. Whenever possible the
manager or supervisor who has the reasonable suspicion will ask a witness to observe the
employee as well.

d. Ifthe manager or supervisor reasonably believes that an employee is under the influence, and
wants to talk to the employee before sending him/her to a test, the employee shall be advised
of his/her right to representation. Upon the employee's request for representation, any
interrogation or testing shall cease until representation is present, unless representation is
not available within 30 minutes. However, if based on the reasonable suspicion, the manager
or supervisor wants to send the employee to the test without interrogating the employee,
he/she may do so.

e. Any manager or supervisor encountering an employee who refuses an order to submit to a
drug and/or alcohol analysis shall remind the employee that failure to comply is
insubordination and will result in disciplinary action. Where there is reasonable suspicion that
the employee is under the influence of alcohol or drugs, the manager or supervisor shall, for
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safety purposes, provide the employee transportation from the work site to the collection
facility to submit to the test.

f.  Managers and supervisors shall not physically search the person or employees, nor shall they
search the personal possessions of employees without the consent of the employee.

g. Managers and supervisors shall notify the appropriate law enforcement agency when they
have reasonable suspicion to believe that an employee may have illegal drugs in his or her
possession, or when the supervisor is unable to reasonably control a situation where the
employee poses a potential liability to himself/herself, or others.

6. Physical Examination and Procedure

The urine, breath, blood, or other appropriate test (as determined by the lab) may test for any
substances which could impair an employee's ability to effectively and safely perform the
functions of his/her job, including, but not limited to, prescription medications, alcohol, heroin,
cocaine, morphine and its derivatives, P.C.P., methadone, barbiturates, amphetamines, marijuana
and other cannabinoids.

7. Consequences of Failing Drug and/or Alcohol Analysis

a. Alltesting shall be conducted by a laboratory certified by the National Institute on Drug Abuse
and licensed by the State of California. Such laboratory shall perform such quality measures as
will ensure the accuracy of the results it reports, including split of samples.

b. A positive result with confirmation from a drug and/or alcohol analysis may result in disciplinary
action, up to and including discharge.

c. Ifthedrugscreenis positive, the employee must provide within 24 hours of request or as soon
as reasonably possible bona fide verification of a valid current prescription for the drug identified
in the drug screen. The prescription must be in the employee's name. If the employee does not
provide acceptable verification of a valid prescription, or if the prescription is not in the
employee's name, or if the employee has not previously notified his or her supervisor, the
employee will be subject to disciplinary action up to, and including discharge.

d. If analcohol or drug test is positive for alcohol or drugs, the City shall conduct an investigation to
gather all facts. The decision to discipline or discharge will be carried out in conformance with
applicable discipline procedures.

e. Any employee who tests positive for drugs and/or alcohol is subject to follow-up random testing
over the 12 month period following the positive test. There will be at least two random follow-
up tests during the 12 month period.

8. Confidentiality

Laboratory reports or test results shall not appear in an employee's general personnel folder.
Information of this nature will be contained in a separate confidential medical folder that will be
securely kept under the control of the Director of Human Resources. The reports or test
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results may be disclosed to City management on a strictly need-to-know basis and to the tested
employee upon request. Disclosures, without patient consent, may also occur when: (1) the
information is compelled by law or by judicial or administrative process; (2) the information has
been placed at issue in a formal dispute between the employer and employee; (3) the information
is to be used in administering an employee benefit plan; and (4) the information is needed by
medical personnel for the diagnosis or treatment of the patient who is unable to authorize
disclosure.
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O. WORKPLACE HARASSMENT, DISCRIMINATION, AND RETALIATION PREVENTION POLICY

1. Purpose

The purpose of this Policy is to establish a strong commitment to prohibit and prevent
discrimination, harassment, and retaliation in employment; to define those terms; and to set forth
a procedure for investigating and resolving internal complaints. The City encourages all covered
individuals to report—as soon as possible— any conduct that is believed to violate this Policy.

2. Policy

The City has zero tolerance for any conduct that violates this Policy. Conduct need not arise to
the level of a violation of law to violate this Policy. Instead a single act can violate this Policy and
provide grounds for discipline or other appropriate sanctions.

Harassment or discrimination against an applicant, employee, unpaid intern, volunteer or
contractor by a supervisor, management employee, co-worker, member of the public, or
contractor on the basis of race, religion, sex (including gender, gender identity, gender expression,
transgender, pregnancy), national origin, ancestry, disability, medical condition, genetic
characteristics or information, marital status, age, sexual orientation (including homosexuality,
bisexuality, or heterosexuality), or any other protected classification as defined below, will not be
tolerated.

This Policy prohibits City employees, unpaid interns, volunteers, and contractors from harassing
or discriminating against applicants, employees, unpaid interns, volunteers, or contractors
because of: 1) the perception that an individual has a protected classification or 2) that the
individual associates with a person who has or is perceived to have a protected classification.

This Policy applies to all terms and conditions of employment, including, but not limited to, hiring,
placement, promotion, disciplinary action, layoff, recall, transfer, leave of absence,
compensation, and training.

Disciplinary action or other appropriate sanction up to and including termination will be instituted
for prohibited behavior as defined below.

Any retaliation against a person for filing a complaint or participating in the complaint resolution

process is prohibited. Individuals found to be retaliating in violation of this Policy will be subject
to appropriate sanction or disciplinary action up to and including termination.
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3. Definitions

a. Protected Classifications: This Policy prohibits harassment or discrimination because of an
individual’s protected classification. “Protected Classification” includes race, religion, color,
sex (including gender, sex stereotype, gender identity, gender expression, transgender,
pregnancy), sexual orientation (including heterosexuality, homosexuality, and bisexuality),
national origin, ancestry, citizenship status, marital status, pregnancy, age over 40, medical
condition, genetic characteristics or information, military and veteran status, physical or
mental disability, and any other basis protected by applicable federal, state, or local law.

b. Classification definitions include but are not limited to:

i. “Gender expression” refers to a person’s gender-related appearance or behavior, or the
perception of such appearance of behavior, regardless of whether it is stereotypically
associated with an individual’s sex assigned at birth.

ii. “Gender identity” is each person’s internal understanding of their gender, or the
perception of a person’s gender identity, which may include male, female, a combination
of male and female, transgender or a gender different than the person’s sex assigned at
birth.

iii. “Sex stereotype” is an assumption about someone’s appearance or behavior, gender
roles, gender expression, or gender identity, or about the ability or inability to perform
certain types of work based on a myth, social expectation or generalization about the
individual’s sex.

iv. “Transgender” refers to someone whose gender identity is different from the person’s
sex assigned at birth. A transgender person may or may not have a gender expression that
is different from the social expectations of the sex assigned at birth.

c. Discrimination: This policy prohibits treating individuals differently because of the individual’s
protected classification as defined in this Policy.

d. Harassment may include, but is not limited to, the following types of behavior that is taken
because of a person’s protected classification. Note that harassment is not limited to conduct
that employees engage in. Under certain circumstances, harassment can also include conduct
taken by those who are not employees, such as elected officials, appointed officials, persons
providing services under contracts, or even members of the public:

i. Speech, such as epithets, derogatory comments or slurs, and propositioning on the basis
of a protected classification. This might include inappropriate comments, email, text
messages or social media messages on appearance, including dress or physical features, or
dress consistent with gender identification, or race-oriented stories and jokes.

ii. Physical acts, such as assault, impeding or blocking movement, offensive touching, or any
physical interference with normal work or movement. This includes pinching,
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grabbing, patting, propositioning, leering, unwanted/unwelcome behavior, or making
explicit or implied job threats or promises in return for submission to physical acts.

iii. Visual acts, such as derogatory posters, cartoons, emails, social media postings, pictures,
or drawings related to a protected classification.

iv. Unwanted sexual advances and hostile work environment, requests for sexual favors and
other acts of a sexual nature, where submission is made a term or condition of
employment, where submission to or rejection of the conduct is used as the basis for
employment decisions, or where the conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance by altering the work conditions so that
a reasonable person may find it more difficult to do the job, or where the conduct creates
an intimidating, hostile, or offensive working environment.

4. Guidelines for Identifying Harassment:

To help clarify what constitutes harassment in violation of this Policy, use the following
guidelines:

a. Harassment includes any conduct which would be "unwelcome" to an individual of the
recipient’s same protected classification and which is taken because of the recipient’s
protected classification.

b. Itis no defense that the recipient appears to have voluntarily "consented" to the conduct at
issue. A recipient may not protest for many legitimate reasons, including the need to avoid
being insubordinate or to avoid being ostracized.

c. Simply because no one has complained about a joke, gesture, picture, physical contact, or
comment does not mean that the conduct is welcome. Harassment can evolve over time. The
fact that no one is complaining now does not preclude anyone from complaining if the
conduct is repeated in the future.

d. Even visual, verbal, or physical conduct between two employees who appear to welcome the
conduct can constitute harassment of a third party applicant, employee, unpaid intern,
volunteer, or contractor who observes the conduct or learns about the conduct later. Conduct
can constitute harassment even if it is not explicitly or specifically directed at an individual.

e. Conduct can constitute harassment in violation of this Policy even if the individual engaging
in the conduct has no intention to harass. Even well-intentioned conduct can violate this
Policy if the conduct is directed at, or implicates a protected classification, and if an individual
of the recipient’s same protected classification would find it offensive (e.g., gifts, over
attention, endearing nicknames).
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5. Retaliation

Any adverse conduct taken because an applicant, employee, unpaid intern, volunteer, or
contractor has reported harassment or discrimination, or has participated in the complaint and
investigation process described herein, is prohibited. “Adverse conduct” includes but is not
limited to: taking sides because an individual has reported harassment or discrimination,
spreading rumors about a complaint, shunning and avoiding an individual who reports
harassment or discrimination, or real or implied threats of intimidation to prevent an individual
from reporting harassment or discrimination. The following individuals are protected from
retaliation: those who make good faith reports of harassment or discrimination, and those who
associate with an individual who is involved in reporting harassment or discrimination or who
participates in the complaint or investigation process.

6. Confidentiality

Every possible effort will be made to assure the confidentiality of complaints made under this
Policy. Complete confidentiality cannot occur, however, due to the need to fully investigate and
the duty to take effective remedial action. As a result, confidentiality will be maintained to the
extent possible. An individual who is interviewed during the course of an investigation is
prohibited from discussing the substance of the interview, except as otherwise directed by a
supervisor or the Human Resources Director. Any individual who discusses the content of an
investigatory interview during the course of an investigation will be subject to discipline or other
appropriate sanction. The City will not disclose a completed investigation report except as it
deems necessary to support a disciplinary action, to take remedial action, to defend itself in
adversarial proceedings, or to comply with the law or court order.

7. Responsibilities

Managers and Supervisors are responsible for:

a. Informing employees of this Policy.
b. Modeling appropriate behavior.

c. Taking all steps necessary to prevent harassment, discrimination, or retaliation from
occurring.

d. Immediately reporting potential violations of this Policy of which he or she becomes aware,
regardless of whether a complaint has been submitted, to the Human Resources Department

or the department director.

e. Receiving complaints in a fair and serious manner, and documenting steps taken to resolve
complaints.

f. Monitoring the work environment and taking immediate appropriate action to stop potential
violations, such as removing inappropriate pictures or correcting inappropriate language.
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9.

Following up with those who have complained to ensure that the behavior has stopped
and that there are no reprisals.

Informing those who complain of harassment or discrimination, or retaliation of his or her
option to contact the EEOC or DFEH regarding alleged Policy violations.

Assisting, advising, or consulting with employees and the Human Resources Director
regarding this Policy and Complaint Procedure.

Assisting in the investigation of complaints involving employee(s) in their departments
and, if the complaint is substantiated, recommending appropriate corrective or disciplinary
action in accordance with employer Personnel Rules, up to and including discharge.

Implementing appropriate disciplinary and remedial actions.

Participating in periodic training and scheduling employees for training.

Each employee or contractor is responsible for:

Treating all employees and contractors with respect and consideration.
Modeling appropriate behavior.
Participating in periodic training.

Fully cooperating with the City’s investigations by responding fully and truthfully to all
questions posed during the investigation.

Maintaining the confidentiality of any investigation that the City conducts by not
disclosing the substance of any investigatory interview, except as directed by the department
director or Human Resources Director.

Reporting any act he or she believes in good faith constitutes harassment, discrimination, or
retaliation as defined in this Policy, to his or her immediate supervisor, or department
director, or Human Resources Director.

Dissemination of Policy

All employees shall receive a copy of this Policy when they are hired. The Policy may be updated
from time to time and redistributed.

Training

All employees will receive training in accordance with Government Code section 12950.1.
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P. SEXUAL HARASSMENT

1. Definition of Sexual Harassment

In California, the legal definition for "sexual harassment" is "sexual advances, requests for sexual
favors, and verbal or physical conduct of a sexual nature when: (a) submission to or rejection
of such advances, requests or conduct is made either explicitly or implicitly a term or condition
of employment, an internship, or volunteer program or as a basis for employment decisions, or
any decision relating to an unpaid internship or volunteer program, affecting the individual; or
(b) such advances, requests or conducts have the purpose or effect of unreasonably interfering
with an individual's work performance by altering the work conditions so that a reasonable
person may find it more difficult to do the job or by creating an intimidating, hostile, humiliating
or sexually offensive work environment.

2. Types Of Sexual Harassment:

a. Quid Pro Quo

Quid Pro Quo harassment occurs when a supervisor makes demands of a sexual nature to
a subordinate. ("Quid Pro Quo" means "this for that.") Quid Pro Quo is when a supervisor
makes submission to sexual conduct a term or condition of employment and uses it as a
basis for employment decisions that affects subordinates.

Under these definitions, direct or implied requests by a supervisor for sexual favors
in exchange for actual or promised job benefits such as favorable reviews, salary increases,

promotions, increased benefits, or continued employment constitutes sexual harassment.

b. Hostile Environment

A hostile environment is created when:

There is conduct occurring that a "reasonable" person standing in the shoes of the victim
would find offensive.

The conduct interferes with the victim's peace of mind, ability to do her (or his) job, or alters
the nature of the working environment or employment relationship (even if the employee's
salary, benefits, promotional and advancement opportunities and the like are not affected).
Generally, the existence of a hostile work environment depends upon the totality of the
circumstances.
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The legal definition of sexual harassment is broad and encompasses other sexually oriented
conduct, whether it is intended or not, that is both unwelcomed and has the effect of
altering the work conditions so that a reasonable person may find it more difficult to do the
job, or creating a workplace environment that is hostile, offensive, intimidating, or
humiliating.

While it is not possible to list all those additional circumstances that may constitute sexual
harassment, the following are some examples of conduct which, if unwelcomed, may
constitute sexual harassment depending upon the totality of the circumstances including
the severity of the conduct and its pervasiveness:

¢ Unwelcome sexual advances, whether they involve physical touching or not;

e Sexual epithets, jokes, written or verbal references to sexual conduct, gossip regarding
one's sex life; comment on an individual's body, comment about an individual's sexual
activity, deficiencies, or prowess;

e Displaying sexually suggestive objects, pictures, cartoons;

e Unwelcome leering, whistling, brushing against the body, sexual gestures,
suggestive or insulting comments;

e Inquiries into one's sexual experiences;
e Discussion of one's sexual activities;

e Use of electronic media to violate this policy.

3. Retaliation

All employees should take special note that, as stated above, retaliation against an individual
who has complained about sexual harassment, and retaliation against individuals for
cooperating with an investigation of a sexual harassment complaint is unlawful and will not be
tolerated by this organization.

The retaliation clause is a part of Title VII of the Civil Rights Act of 1964, as amended. Title
VII prohibits an employer from discriminating against an employee or applicant because he
or she "opposed an unlawful employment practice,” or "made a charge, testified, assisted, or
participated in any manner in an investigation, proceeding, or hearing.”

Title VII and California DFEH (Department of Fair Employment & Housing) statutes prohibit
retaliation against any person who opposes or complains about sexual harassment or sex
discrimination in the workplace, or who participates in any investigation into such unlawful
conduct.

4. Sexual Harassment Investigation

When the Department of Human Resources receives a complaint, the allegations will be
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promptly reviewed and/or investigated in a fair and expeditious manner. The investigation
will be conducted in such a way as to maintain confidentiality to the extent practicable.

If it is determined that a violation of this policy has occurred, the City will act promptly to
correct the offending conduct, and where it is appropriate disciplinary action will be imposed.

5. Disciplinary Action

If it is determined that a violation of this policy has been committed by one of its employees,
the City will take such action as is appropriate under the circumstances. Such action may range
from counseling to termination from employment, and may include such other forms of
disciplinary action as is appropriate under the circumstances.

6. Management Responsibility

It is the responsibility of every City of Pasadena manager and supervisor to:

a. Inform all employees of City policy and their rights to recourse for activities which come
under the Sexual Harassment Prevention Policy.

b. Immediately begin action when informed of any alleged violations of the Sexual Harassment
Prevention Policy by informing the Director of Human Resources and seek consultation
regarding any remedial or investigative action.

c. Recognize that managers and supervisors should report to the Department of Human
Resources, instances of sexual harassment of which they are aware, and instances of
harassment of which they should be aware in the normal course and scope of their
management responsibility.
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Q. HARASSMENT/DISCRIMINATION/SEXUAL HARASSMENT COMPLAINT PROCEDURE

1. Anemployee, applicant, unpaid intern, volunteer, or contractor who believes he or she has been
harassed, discriminated against, or retaliated against may make a complaint verbally or in
writing with any of the following. There is no need to follow the chain of command:

a. Immediate supervisor;
b. Any supervisor or manager within or outside of the department;
c. Department director; or

d. Director of Human Resources.

Any supervisor or department director who receives a complaint of potential harassment,
discrimination, or retaliation must notify the Director of Human Resources immediately.

In addition to being able to file a complaint to any of the above-listed individuals, the following
suggested reporting procedures are available when filing a complaint about certain individuals in

the City:

e Complaints regarding an employee in the Human Resources Department may be provided to
the Director of Human Resources, City Manager or Assistant City Manager.

e Complaints regarding the City Manager may be submitted to the City Attorney;
e Complaints regarding the City Attorney may be submitted to the City Manager; or

e Complaints regarding a member of the City Council or any other appointed or elected official
may be reported to the City Manager or the City Attorney.

2. Upon receiving notification of a complaint, the Director of Human Resources shall:
a. Authorize and supervise the investigation of the complaint and/or investigate the complaint.
The investigation will include interviews with: 1) the complainant; 2) the accused; and 3) other

persons who have relevant knowledge concerning the allegations in the complaint.

b. Review the factual information gathered through the investigation to determine whether the
alleged conduct constitutes harassment, discrimination, or retaliation giving consideration to
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all factual information, the totality of the circumstances, including the nature of the conduct,
and the context in which the alleged incidents occurred.

c. Report a summary of the determination as to whether harassment, discrimination, or
retaliation occurred to appropriate persons, including the complainant, the accused, the
supervisor, and the department director. If discipline is imposed, the level of discipline will
not be communicated to the complainant.

d. If conduct in violation of this Policy occurred, take or recommend to the appointing authority
prompt and effective remedial action. The remedial action will be commensurate with the
severity of the offense.

e. Take reasonable steps to protect the complainant from further harassment, discrimination,
or retaliation.

f. Take reasonable steps to protect the complainant from retaliation as a result of
communicating the complaint.

3. The City takes a proactive approach to potential Policy violations and will conduct an investigation
if its officers, supervisors, or managers become aware that harassment, discrimination, or
retaliation may be occurring, regardless of whether the recipient or third party reports a potential
violation.

4. Option to report to outside administrative agencies: An individual has the option to report
harassment, discrimination, or retaliation to the U.S. Equal Employment Opportunity Commission
(EEOC) or the California Department of Fair Employment and Housing (DFEH). These
administrative agencies offer legal remedies and a complaint process. The contact information
for the DFEH and EEOC is listed below:

EEOC Los Angeles District Office: 255 East Temple, 4th Floor, Los Angeles, California, 90012; 800-
669-4000/800-669-6820 (TTY) or 844-234-5122 (ASL Video Phone) or 213-894-1000;
WWW.eeoc.gov.

DFEH: 2218 Kausen Drive, Suite 100, Elk Grove, California 95758; 800-884-1684/800-700-2320
(TTY) or 916-478-7251; contact.center@dfeh.ca.gov; www.dfeh.ca.gov.

5. In light of the City’s duty to prevent harassment, discrimination, and retaliation, and because of
the City’s desire to have a professional and productive work environment, the City reserves the
right to take appropriate corrective action when an employee engages in inappropriate conduct
that does not fully rise to the legal standards. For example, the City may take appropriate
corrective action for inappropriate conduct, even if such conduct was not subjectively unwelcome
or offensive to another employee of the City.
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R. POLICY AGAINST RETALIATION

1. Policy
It is the policy of the City to prohibit the taking of any adverse employment action against those
who in good faith report, oppose, or participate (as witnesses or accused) in investigations into
complaints of alleged violations of City policy or state or federal law in retaliation for that

reporting, opposition, or participation. Disciplinary action, up to and including termination, will
be taken against an employee or officer who is found to have violated this policy.

2. Policy Coverage

This policy prohibits City officials, officers, employees, or contractors from retaliating against
applicants, officers, officials, employees, or contractors because of any of the protected activity
as defined herein.

3. Definitions

a. “Protected activity” includes any of the following:

i. Filing a grievance or complaint with a federal or state enforcement or administrative
agency

ii. Participating in or cooperating with a federal or state enforcement agency that is
conducting an investigation of the City regarding alleged unlawful activity

iii. Testifying as a party, witness, or accused regarding alleged unlawful activity

iv. Associating with another employee who is engaged in any of the protected activities
enumerated here

v. Making or filing an internal complaint with the City regarding alleged unlawful activity

vi. Providing informal notice to the City regarding alleged unlawful activity

vii. Calling a governmental agency’s “Whistleblower hotline”

viii. Filing a written complaint under penalty of perjury that the agency has engaged in
“gross mismanagement, a significant waste of public funds, or a substantial and specific
danger to public health or safety”

b. “Adverse action” may include, but is not limited to, any of the following:

i. Real or implied threats of intimidation to attempt or prevent an individual from
reporting alleged wrongdoing or because of protected activity

ii. Refusing to hire an individual because of protected activity
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iii. Denying promotion to an individual because of protected activity

iv. Taking any form of disciplinary action because of protected activity

v. Extending a probationary period because of protected activity

vi. Altering work schedules or work assignments because of protected activity

vii. Condoning hostility and criticism of co-workers and third parties because of protected
activity

4. Complaint Procedure

An applicant, employee, officer, official, or contractor who feels he or she has been retaliated
against in violation of this Policy should immediately report the conduct according to the City’s
Harassment/Discrimination Complaint Procedure so that the complaint can be resolved fairly and
quickly.
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S. ANTI-BULLYING POLICY

The City considers workplace bullying unacceptable and will not tolerate it under any circumstances.
Itis the policy of the City that all employees should be able to work in an environment free of bullying.

It is City’s expectation that all communication and interaction between City workers will, at all times,
be professional, courteous and respectful.

Workplace bullying is behavior that harms, intimidates, offends, degrades or humiliates an employee,
possibly in front of other employees, clients, or members of the public. Hazing is considered a form of
bullying under this policy.

Examples of bullying include, but are not limited to, any and all forms or cyber-bullying, hazing,
profane or disrespectful language, emails, social media posts or online comments; hostile and rude
behavior and speech directed at a co-worker whether in person or electronically; derogatory or
sarcastic remarks and comments about a co-worker’s appearance or job performance made in person
or electronically, angry outbursts or yelling; name calling; throwing anything at or toward a co-worker;
comments that undermine a co-worker’s trust and confidence; retaliation against any person who has
reported disruptive behavior.

Managers and supervisors must take reasonable measures to prevent workplace bullying, and to
respond promptly if it is identified to address and prevent future instances.

The City has investigation procedures to deal with workplace bullying. Any reports of workplace
bullying will be treated seriously and investigated promptly, confidentially and impartially. All
employees are encouraged to report workplace bullying. Retaliation against any employee who is a
target of bullying behavior, as well as any employee who makes complaints about or participated in
any investigation or administrative process related to a complaint of workplace bullying is prohibited.

Disciplinary action will be taken against anyone who bullies a co-employee or retaliates against an
employee that has reported workplace bullying. Discipline may involve a warning, transfer,

counseling, demotion or dismissal, depending on the circumstances.

Employees may contact Human Resources to discuss concerns about bullying or to file a complaint or
grievance.
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T. DISCRIMINATION COMPLAINT PROCEDURE

1. Policy

Employees of the City of Pasadena have a right to expect equality of treatment without regard to
race, religion, creed, color, national origin, ancestry, disability, age, marital status, gender or
sexual orientation, or any other protected class of persons designated by law, including actions
prohibited under the Americans with Disabilities Act of 1990 (ADA), the Americans with
Disabilities Act Amendments of 2008 (ADAAA), and by Section 504 of the Rehabilitation Act of
1973, as amended.

It shall be a violation of this policy for any City employee to engage in discriminatory conduct,
harassment or retaliation against a fellow employee or member of the public on the basis of a
person’s protected class status, for filing a complaint of discrimination, harassment or retaliation,
or for testifying as a witness or participating in the discrimination complaint process.

In order to effectuate this policy, the City of Pasadena has established a Discrimination Complaint
Procedure which allows City employees to seek redress of what they may perceive to be
discriminatory conduct, harassment or retaliation.

2. Procedure

The Discrimination Complaint Procedure provides employees with an immediate mechanism by
which their complaint will be evaluated. The procedures shall be utilized in the event that a
complaint is brought by an employee alleging any of the following:

a. A violation of the Rules and Regulations of the Equal Opportunity in City Employment
provision of the Pasadena Municipal Code, Chapter 2.360, or any amendments or changes
made thereto.

b. Offensive conduct focused upon race, religious creed, color, national origin, ancestry,
disability, sex, age, marital status, gender or sexual orientation, or any other protected class
of persons designated by law (e.g. such as derogatory terms or jokes, unwelcome verbal or
physical advances of a sexual nature, etc.).

c. Anyotheraction which is alleged to be discriminatory and such alleged discrimination is based
on race, religious creed, color, national origin, ancestry, disability, sex, age, marital status,
gender or sexual orientation, or any other protected class of persons designated by law.

d. Retaliation against the employee for having filed a discrimination complaint or other action
to enforce the employee’s rights, or those of another person, to be free from discrimination,

harassment or retaliation based upon protected class status or protected activity.

Nothing in this procedure shall restrict the right of an employee to file a complaint with any state
or federal agency responsible for the enforcement of anti-discrimination legislation.

3. Complaint
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a. Anyemployee who alleges discrimination or retaliation may file a complaint with the Director
of Human Resources or his/her designee. Such complaint shall be filed within 365 calendar
days of the alleged discriminatory act, or in the event of an allegation of recurring acts of a
similar nature within 365 calendar days of the most recently alleged occurrence, or within 365
calendar days from the time a complainant would be reasonably aware that the alleged
discriminatory or retaliatory act had occurred. The Director of Human Resources or his/her
designee shall receive the complaint by conducting an interview with the complainant. The
complainant may be accompanied by a person of his/her choice who is not involved in and is
not a witness in the matter about which the employee is filing a complaint.

b. Intake Interview

The complaint intake interview shall include appropriate questions to determine what
happened, who was involved, and whether such matter falls within the
discrimination/retaliation complaint procedure, such as, but not limited to the following:

i. What happened?

i. When and where did it happen?

ii. Who or what is the cause of the alleged discriminatory incident?

iii. Who witnessed the alleged incident?

iv. Do you know if this has happened to others? If so, to whom?

v. What s the basis for your complaint (e.g. race, religious creed, color,)

vi. How were you harmed by the alleged discrimination?

vii. What would you like to see done as a result of your complaint?

viii. Do you have additional comments?

c. Initial Determinations and Jurisdiction

Upon review of the complaint, Human Resources shall first determine if there is any likelihood
that discriminatory or retaliatory conduct is presently occurring and, if it is, it shall take
immediate steps to cease the inappropriate conduct by the alleged violator(s). The alleged
violator may need to be temporarily transferred or placed on paid administrative leave of
absence until an investigation can be conducted and completed. In no event, except under
extreme or extenuating circumstances, should the complainant be temporarily transferred or
placed on administrative leave.

Based upon information obtained in the complaint intake interview, the Director of Human
Resources shall make a preliminary finding, assuming the facts as alleged are true, as to
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whether the allegation is of a nature which falls within the purview of the Discrimination
Complaint Procedure. If the complaint does not fall within the criteria established for the
Discrimination Complaint Procedure, the complaint shall be referred to the appropriate
administrative process for review or investigation.

d. Form of Complaint

A formal written complaint need not be filed in order to initiate a discrimination or retaliation
complaint. An employee may file a verbal complaint, a written complaint in letter form, or a
written complaint on a form provided by Human Resources. No specific language or words
shall be required to file a complaint. So long as the facts as alleged, if true, would constitute
a violation of this policy or federal, State or local laws or regulations pertaining to
discrimination or retaliation, the complaint shall be received and investigated by Human
Resources or such other experts, attorneys, or private investigators as Human Resources
deems appropriate.

A letter of notice that a complaint has been filed and is under investigation, with a copy of the
complaint form or writing if the complainant filed a written complaint, signed by the
complainant, shall be distributed as follows:

i. Original retained by the Department of Human Resources;

ii. Copy to the complainant;

iii. Copy to the department director;

iv. Copy to the City Attorney.

4. Investigation

a. An investigation shall be conducted by the Director of Human Resources (or designee) in
cooperation with all appropriate parties. The Director of Human Resources or designee shall
attempt to complete the investigation within (90) days of receipt of the complaint. The
complaint shall be deemed completed when all necessary information that would enable
Human Resources to investigate the complaint has been actually received by Human
Resources. The determination of what constitutes completion of the complaint shall be at the
discretion of Human Resources.

The investigation shall include, but not be limited to, the following subjects:
i. Verification of the allegations;
ii. Interviews of relevant witnesses or other relevant individuals;

iii. Interview of accused employees(s); and
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iv. Review of documentation provided by the complainant or on file in the complainant’s
department, and/or Human Resources Department, which might have a bearing on the
complaint.

b. If during the course of the investigation, the information discloses that the complaint is not
one of discrimination within the purview of the procedure, the Discrimination Complaint
Procedure will stop. The complainant will be informed and referred to another administrative
procedure if appropriate.

c. Ifduring the course of the investigation, the complainant alleges adverse actions or retaliation
or further discrimination as a result of filing the original complaint, said allegations shall be
investigated and immediate action taken to protect the complainant from any additional
discrimination, harassment or retaliation. If sustained, the additional allegations shall be
incorporated into the original complaint.

d. If during the course of the investigation, the complainant wishes to withdraw the complaint,
a notation to that effect will be made on the Director of Human Resources’ copy of the
complaint or in the complaint file. To assure that the withdrawal from the procedure is solely
based upon the Complainant’s volition, the investigator shall conduct a brief interview with
the complainant to ensure that no one has attempted to coerce or intimidate the complainant
into dropping the allegations and to find out why the complainant desires to withdraw the
complaint. The complainant shall be asked to sign a written withdrawal letter if he/she desires
to formally withdraw the complaint. The Director of Human Resources may proceed with the
investigation as he/she so chooses, however, if warranted and despite the complainant’s
desire to withdraw the complaint.

5. Recommended Disposition

a. The Director of Human Resources will communicate the results of the investigation to the
director of the department complained against. The complainant shall be advised of the
recommended disposition of the complaint. The report shall contain the recommended
level of disposition, as follows:

i. Unfounded — evidence establishes there was no violation.

ii. Not sustained — insufficient evidence to determine if there was a violation, no action to
be taken;

iii. Sustained — (a) against accused employee — disciplinary action warranted, or (b) against
a practice or procedure — remedial action or reasonable accommodation will be taken to
correct practice or procedure.
b. Inthe event of a recommended disposition of “Sustained” against an employee, the Director
of Human Resources or his/her designee shall work with the department director to consider

the appropriate disciplinary or corrective action that will:

i. ceasethe inappropriate conduct immediately;
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ii. provide clear direction to the violator that such conduct will not be tolerated; and

iii. provide corrective, progressive disciplinary action as a deterrent to any similar conduct in
the future.

c. In the event of a recommended disposition of “sustained” against a systemic practice or
procedure, the Director of Human Resources shall meet with the department directors, City
Manager, City Attorney, or others, if appropriate, to consider remedial action or reasonable
accommodation to correct the practice or procedure. In the event an agreement cannot be
reached, the City Manager or designee will decide the matter.

6. Appeals

If dissatisfied with the disposition of a complaint investigation, a complainant can submit a
request, within 30 working days of the resolution of the complaint, for reconsideration of Human
Resources’ determination by the City Manager or his/her designee. The request for
reconsideration shall be in writing and addressed to the City Manager and copied to Human
Resources. The complainant may request a meeting in person to discuss his/her objections to the
disposition, or may provide such information in writing, or both. If the employee requests a
meeting in person, such meeting shall be held within 30 working days of the request.

Within 30 working days of the meeting, or receipt of the written information supporting a request
for reconsideration, whichever is last, the City Manager or his/her designee will uphold the
resolution of the complaint, modify the resolution, or replace the resolution with a new one. The
decision of the City Manager or designee shall be final and it shall be communicated to both the
complainant and the Director of Human Resources.
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U. WORKPLACE VIOLENCE

1.

Purpose

The City's Safety and Loss Control Policy, as well as State and federal laws and regulations, clearly
establish the City's responsibility for providing and maintaining a safe work environment for its
employees. Additionally, the City's Discipline Policy and other policies address specific types of
behavior that are prohibited and warrant discipline. These policies and guidelines provide a
framework for all supervisors and managers. However, workplace violence presents a specific
hazard in the workplace which must be addressed to minimize the potential for problems and
ensure that the City's employees are furnished a place of employment which is safe and healthful.

Consistent with this mandate, the purpose of this policy is to:
a. Assign responsibility for security in our workplace.

b. Provide some measure of guidance to employees responding to threats of violence or violence
in the workplace.

Policy

Of primary importance to the City of Pasadena is the safety and security of its employees.
Intimidation, abusive behavior, threats, threatening behavior, or other violent behaviors against
employees or other individuals in the workplace are strictly prohibited and will not be tolerated. The
intent of this policy is to set forth a process that will protect the well-being of City employees in the
performance of their duties including at all City of Pasadena facilities and locations where employees
are engaged in City business.

Any disciplinary action will be in accordance with applicable City rules and/or memoranda of
understanding.

3. Acts Which Violate the Policy

a. Workplace Violence

Engaging in any behaviors involving workplace violence, including but not limited to, overt acts
of violence, threats, physical aggression, bullying, and other conduct that generates a reasonable
concern for safety from violence, where a nexus exists between the behavior and the physical
safety of employees and others (such as customers, clients, and business associates) on-site, or
off-site when related to the organization.

b. Threats of Violence

Any behavior that by its very nature could be interpreted by a reasonable person as intent to
cause physical harm, or is reasonably perceived to place someone in fear of physical harm to
another individual in the workplace.
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Behavior which may indicate the potential for violent acts may include, but is not limited to, the
following:

i. Verbal and/or written threats toward an employee, supervisor, manager, and/or member(s)
of that person’s family;

ii. Verbal and/or written threats against any property of those listed above;

iii. Items left anonymously in an employee’s work are or personal property that appears to
threaten or intimidate that person;

iv. Off-duty harassment of employees, such as phone calls, stalking or any of the other above
defined behavior that could be reasonably construed as threatening or intimidating, and
could affect workplace safety or contribute to creating a hostile work environment.

v. Possession of a weapon while on City property or while on City business, unless required by
the job. (Knives used as work tools and having a blade length of three and one-half (3%)
inches or less are only considered weapons when used or displayed in a threatening
manner).

vi. Discussing the use of weapons as a means of perpetrating violence against others.

4. Types of Workplace Violence

a. The first type is committed by persons having no legitimate relationship to the workplace.
Workplace violence or threat incidents involving this group should be immediately reported to
the Police Department and the Safety Officer. If the incident is of an ongoing concern or there is
a probability of repetition, the Threat Assessment Team should be convened to monitor, manage
and resolve the issue.

b. The second type is committed by a client, customer or other recipient of a service provided by
the workplace or the victim(s). While the role of City employees is to provide services to the
public, the City will not tolerate aggressive behavior towards its employees by third parties. In
these cases, in addition to contacting the Police Department and Safety Officer, the City
Manager’s Office and Human Resources should be informed of the incident.

¢. Thethird type involves an employee, supervisor or manager by a current or former employee,
supervisor or manager by a person known to current employee, supervisor or manager, such as
a spouse, significant other, relative or friend. These cases should be handled by the Safety Office
in cooperation with Human Resources and, if needed, the Threat Assessment Team.

5. Prohibition Against Weapons in the Workplace

The City strictly prohibits persons from possessing weapons including, but not limited to, firearms,
explosives, knives, chemical sprays (e.g. mace, pepper spray), clubs and incendiary devices on City
premises, in City vehicles, in private vehicles parked on City property (except as otherwise
permitted by law), and in the possession of City employees while on duty performing City related
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business assignments, unless required for performance of the job. An employee who wishes to
carry a legal chemical spray for the purposes of self-defense must gain prior written authorization

from the department director.

6. Procedures and Responsibilities

a. All employees shall:

i. Call 911 immediately in situations where there is an immediate concern for safety.

ii. Promptly notify his/her supervisor, management, Human Resources, Safety Office, City
Attorney’s Office or Police Department of any threats they have witnessed, received,
or are aware of others receiving; or any behavior that may be reasonably perceived as
threatening or violent when job related or which might be carried out in the workplace.

iii. Promptly notify his/her supervisor or manager of any restraining orders they have obtained
against individuals that include any individuals that may enter the workplace for any
purpose, or which involves any other City employee or City-owned or operated facility or
work site, and provide a copy of the declaration of such an order or copy of any restraining
order granted to Pasadena Police Department with copies to Human Resources Employee
Relations Division and Safety Division.

iv. Nothing in this policy would preclude an employee from contacting the Safety Officer or any
Human Resources Manager directly for advice or assistance. The Safety Officer or Human
Resources Manager will contact the affected department director and initiate the
appropriate response according to the circumstances and this policy.

v. No employee shall be retaliated against or treated disparately because the employee
has reported a concern about workplace violence or threats.

b. Immediate supervisors/managers shall:

i. Recognize that no “profile” exists to identify likely perpetrators of workplace violence,
however, by reviewing a full range of factors and circumstances, including an individual’s
personal history, complaints and grievances, motives, justifications, intentions and actions,
employee behavior patterns which exhibit the potential for workplace violence or disruption
may sometimes be identified and addressed appropriately, and/or causing the supervisor or
manager to at least seek immediate guidance.

ii. Investigate incidents in a prompt and timely manner:

e Obtain written and signed statements from all victims and witnesses, detailing
concrete facts of what occurred.

e Ensure confidentiality of investigatory information, including witness statements,
to the extent permitted by law.
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iii. Inform the department director or his/her designee via the chain of command.

iv. Department director or his/her designee must contact the Safety Officer, and if unavailable,
the Human Resources Manager in the event of a potential or actual incident.

v. Department director or his/her designee may determine an employee’s behavior requires
that he/she be temporarily removed from duty due to safety concerns, and placed on
administrative leave.

vi. Law enforcement assistance must be acquired in the event of immediate danger. Affected
management must also notify the Safety Officer who notifies the Threat Assessment
Team.

vii.lIf an individual is observed possessing an unauthorized deadly weapon, or displaying or
brandishing any weapon in a menacing or threatening manner law enforcement

assistance is required.

c. Threat Assessment Team

A Threat Assessment Team will be convened when requested to assist managers with concerns
of potential violence which cannot be resolved at the Department level. It will be composed of:

i. Safety Officer

ii. Chief of Police (or his/her designee)

iii. Director of Human Resources (or his/her designee)
iv. City Attorney (or his/her designee)

v. Department director or division manager of the department/division where the
threat/violence issue exists as an ad hoc member

This core group will utilize whatever additional resources it determines necessary to resolve the
threat/violence issue, including the hiring and use of experts and consultants, implementation of
temporary or permanent physical security devices or measures, changes in practices or
application of policies to alleviate the present threat and any future similar threats. The Threat
Assessment Team contact is the City’s Safety Officer.

Responsibilities:

i. Consult and advise management regarding concerns about violent or potentially violent
employees and others;

ii. Coordinate the investigation of threats or acts of violence; coordinating with management,
legal counsel and others to determine the appropriate action to be taken, (e.g. EAP referral,
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supervisory counseling, discipline, injunctive relief, and the like), and to manage any threats
or acts of violence until it is resolved.

iii. Manage and coordinate violence prevention programs considering the department profile
and type of hazard likely to occur, including assessment and awareness training.

iv. Evaluate security and conduct hazard assessments after threats; review risks and determine
what additional security measures or corrective action, i