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Executive Summary

In conducting performance audits as well as fraud, waste and abuse investigations
over the years, the City Auditor's Office has come across and reviewed various
instances of both real and potential conflicts of interest involving City employees.
More recent instances compelled our Office to review the adequacy of internal
controls surrounding the City’s review and approval process for collateral
employment. In 2018, the City received and reviewed requests from 221
employees seeking approval for collateral employment activities. While it is
essential for the City to adhere to State laws protecting the rights of employees to
work secondary jobs, it is also important to ensure that the City’s ethical standards
are met and the City’s resources and interests are safeguarded.

California Labor Code Section 96 protects employees who engage in collateral
employment if the secondary job is worked during non-work hours and does not
conflict with the primary employer’'s interests and operations. Addressing this
potential for conflict among public employees, California Government Code
Section 1126 states that “a local agency officer or employee shall not engage in
any employment, activity, or enterprise for compensation which is inconsistent,
incompatible, in conflict with, or inimical to his or her duties as a local agency officer
or employee or with the duties, functions, or responsibilities of his or her appointing
power or the agency by which he or she is employed.” Aligning with the State law,
the City of Long Beach Personnel Policy 1.7 (Policy) states “an employee may
engage in collateral employment or business activity with the approval of the
employee’s department head” as long as the employee is not engaging in “an
employment, activity, or enterprise for money or other personal gain which is
inconsistent, incompatible, inimical, or in conflict with the employee’s duties and
responsibilities of employment with the City.”

Collateral employment, in and of itself is not unethical; however, without careful
oversight it can lead to conflicts of interest, misuse of resources, and employee
performance risks. A single employee who abuses their proximity to assets and
decision-making processes can have devastating effects on City resources and
public trust. It is the City’s responsibility to protect against conflict of interest in fact
and appearance. Recognizing and managing such risks reduces misconduct,
supports ethical behavior, and maintains public trust.

The City’s Policy requires permanent full-time and part-time employees disclose
and seek management approval to work for an employer other than the City. The
Human Resource Department (City HR), Water Department (Water)
Administration Division, and Harbor Department’s (Harbor) Human Resources
Division (Harbor HR) require the annual submission of a department-head-
approved “Collateral Employment/Business Activity Authorization Request” form
(Request Form). The employee’s department head, or their designee, is
responsible for reviewing the form and determining whether the outside
employment is appropriate. A secondary review is performed by City HR, Water
Administrators, or Harbor HR, who then gives final approval or denial.



Policies and
collateral
employment request
forms should be
improved to ensure
conflicts of interest
and other risks are
properly vetted.

Due to the potential for conflicts of interest that may result from employees
engaged in outside employment activities and to safeguard the City’s resources
and interests, our office set out to determine if collateral employment is
appropriately managed Citywide. We compared current policies and procedures
to other local jurisdictions and tested a sample of employee-submitted collateral
employment forms for appropriate review.

The audit found that while general processes for managing collateral employment
were similar to benchmarked jurisdictions, policy documents and authorization
forms should be strengthened and expanded to ensure employees fully
understand prohibited activities and that comprehensive information is used in
deciding whether requests should be approved or denied. Specifically, the audit
found the following:

¢ The City, Water, and Harbor Request Forms do not require the employee to
provide relevant information, such as the title of the collateral employment
position or if the employee owns the company or is self-employed. The
Request Forms also do not require the employee to disclose the collateral
job’s required work schedules, work conditions and hazards, and types of
equipment used. In addition, the City Request Form does not have an option
for City HR or operating departments to deny requests.

e The Request Forms do not currently encourage or provide clear instruction to
department management or HR on the importance of documenting due
diligence review and follow-up inquiries during the approval process. While
department approvers stated they conduct follow-up with employees when
they have questions regarding collateral employment requests, the frequency
and method for documenting these communications vary. A review of City
Request Forms revealed sporadic comments from the approving parties
relating to the condition of approval and the employee’s collateral duties. On
the other hand, Harbor Request Forms demonstrated a more consistent
method of documenting due diligence. Approving parties for Harbor
documented follow-up inquiries by attaching email correspondence or
memoranda from employees further explaining their duties. However, both
City and Harbor Request Forms lack space dedicated to capturing vetting
procedures conducted, particularly when a perceived conflict arises or when
an employee is requesting approval to work for a City vendor.

e Most Departments do not have department-specific collateral employment
policies, conflict of interest codes or statements of incompatible activities to
better define what conflicts of interest may look like for their specific
operations. The audit's benchmark analysis found that other local
governments recognized that conflict of interest may differ among
departments and were using department-level policies or statements of
incompatible activities to provide better guidance on identifying and mitigating
conflict of interest risks.

We want to thank City, Water, and Harbor staff for their assistance and
cooperation during this audit.



l. Issues & Recommendations

Finding #1

Employees are not
required to attest to
the fact that they
are aware of the
collateral
employment policy.

Collateral employment authorization form requirements are not
sufficient to effectively promote compliance with City policies.

The purpose of the collateral employment policy is to protect the City’s real and
financial assets against potential conflicts of interest. Request Forms provide
the City a method to identify and resolve potential conflicts of interest. The
City’s Personnel Policy 1.7 requires that permanent full-time and part-time
employees obtain approval annually, via a “Collateral Employment/Business
Activity Authorization Request” form, prior to engaging in outside employment.
While City employees can engage in collateral employment, prohibited
activities include those that are incompatible, inimical, or in conflict with the
employee’s job duties and responsibilities with the City. In addition, according
to the City policy, employees cannot work more than 20 hours per week for
outside employers or a business activity.

An employee is required to submit the Request Form to his/her department
head for approval annually before the April 1%t deadline, upon being hired
during on-boarding, or when changes to his/her City or collateral employment
occur. The Request Form requires the employee to provide general information
about their collateral employment such the name of the outside employer and
hours expected to work per week. The Request Form also asks the employee
to indicate whether or not the job is related to his/her City duties (by circling
“Yes” or “No”).

All City departments, except for Water and Harbor, use the City Request Form
included in Appendix A in this report. Harbor uses the Harbor Request Form in
Appendix B. Likewise, Water uses the Water Request Form also included in
Appendix B. Department heads or their designee are required to review all
Request Forms for appropriateness and ensure that any agreed-upon
limitations pertaining to the outside employment activities are documented and
communicated to the employee. Once the Request Form has been approved
by the employee’s department head or designee, it is then forwarded to either
the City’s Human Resources Department, Water's Administration Division, or
Harbor’'s Human Resources Division for final approval.

The Police Department is the only department that reported supplementing the
City Request Form with a department-specific form, which included in
Appendix C.

Approval process relies on self-reporting, making it difficult to ensure
compliance with City policy

Only employees who plan to engage in collateral employment are required to
self-report outside activities. The City, Harbor, and Water Department do not
require employees sign a waiver or other document attesting to the fact that
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The collateral
employment
authorization form
does not have a way
to capture follow-up
inquiries or denials.

Several employees
were approved to
work for vendors of
the City; however,
documentation of
limitations or risk
was not present.

they are aware of the policy and do not plan to engage in outside activities. It
is generally assumed that employees who do not submit a Request Form are
not engaged in collateral employment activities. The only exception to this
practice is the Fire Department whose Administration Bureau requires
personnel to electronically acknowledge the collateral employment policy and
state whether they are engaging in outside employment activities.

To ensure better compliance and to protect the City’s interests, City HR, Water
Administration, and Harbor HR should require all employees submit an annual
form either affirming they will not be engaging in collateral employment or
requesting authorization of outside activities.

The City Request Form is designed for approval only

In 2018, no collateral employment requests were denied by Harbor, Water, or
City Manager Departments, and we were informed that denials rarely occur.
The City Request Form does not provide departments or City HR with an
opportunity to document rejections, concerns, stipulations or exceptions. There
is also no policy surrounding maintaining such records if a request were to be
denied. While Harbor follows the same personnel policy and has similar
processes, the department has developed its own Harbor Request Form that
provides Harbor HR the option to approve the request, require additional
information from the employee, or reject the request altogether citing the
specific reasons it was rejected.

The City, Water, and Harbor Request Forms lack space dedicated to
capturing vetting procedures conducted

The Request Forms do not currently encourage or provide instruction to
department management or HR on the importance of capturing and
documenting due diligence review and follow-up inquiries during the approval
process. While department approvers stated they conduct follow-up with
employees when they have questions regarding collateral employment
requests, the frequency and method for documenting these communications
vary. This correspondence is typically done via email or in-person with the
employee as questions arise. In addition, City HR stated it would reach out to
the employee’s division or other unit for more information about the employee
or the collateral position prior to approval if it had questions.

A review of City Request Forms revealed sporadic comments from the
approving parties relating to the condition of approval and the employee’s
duties under secondary employment. On the other hand, a review of Harbor
Request Forms demonstrated approving parties used more consistent
methods for documenting due diligence. Approving parties for Harbor captured
follow-up inquiries by regularly attaching email correspondence or memoranda
from employees further explaining their duties.

However, the City, Water, and Harbor Request Forms lack space dedicated to
capturing vetting procedures conducted, particularly when a perceived conflict
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The Long Beach
Police Department’s
approval form and
policy call for the
documentation of
due diligence and
contain stipulations
for specific outside
employment
activities.

arises in an employee requesting to work for a City vendor or to assume
outside duties that are related to the employee’s current City duties. A City
employee is not prohibited from working for a City vendor; a risk might not exist
if the employee is not involved in purchasing decisions, is not reviewing the
vendor's work in his/her capacity with the City, or does not have a direct
financial interest in the vendor. Out of a sample of 106 City and Harbor Request
forms, 38 involved outside employment activities with a City vendor or partner.
While most of the sampled requests involving a City vendor or partner were
found to be low-risk, the form itself does not contain fields capturing vetting
procedures that would attest to the low-risk level. Similarly, an employee is not
prohibited from performing secondary employment duties that are related to
his/her City duties as long as the employee and his/her supervisor can attest
to the fact that it will not conflict with the City’s interests. However, in reviewing
an employee’s collateral employment request, the reviewer or approver should
document if a potential or an appearance of a conflict of interest exists as a
result of these relationships.

Among the sample of 106 City and Harbor Request Forms, we found seven (7)
occurrences where an employee’s collateral employer was a City vendor and
there was a possibility for a conflict of interest based on the employees’
positions. All seven Request Forms contained neither notes nor additional
documentation that would indicate the potential conflict was identified, and/or
thoroughly vetted and mitigated. These employees’ departments were not able
to provide any additional documentation — outside of the Request Forms and
other non-supporting documents initially attached to them — confirming that
their supervisors and managers had considered and reviewed any possible
conflict of interest. While these types of incidents were infrequent amongst the
sampled Request Forms, management should revise the current Request
Form to provide documentation that an adequate review and assessment was
conducted.

In contrast, the Long Beach Police Department’s Collateral Employment
Instruction Sheet (Instruction Sheet) supports the documentation of due
diligence by providing specific instructions in the event that a request presents
a potential conflict of interest. The Instruction Sheet, included in Appendix C,
prompts employees accepting collateral employment in which duties are
associated with or resemble a police function to detail the total nature of their
employment in a memorandum to the Chief of Police. The instruction sheet
also lays out stipulations for personnel accepting collateral employment as a
security officer. In this case, the requesting employee must attach a copy of
his/her application for a “Guard Card” to the collateral employment request.
These are the kinds of instructions that, if integrated into the Citywide form,
could prompt supervisors to document due diligence.

Approval forms from other public agencies provide for the documentation of
due diligence conducted during the review process. For example, the approval
documents used by the County of Los Angeles’ Department of Mental Health
contain fields that capture the vetting procedures conducted when a potential
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conflict of interest is identified. The Department’s Employee Report on Outside
Employment and Conflict of Interest Disclosure Form, provided in Appendix E,
require employees to state whether they are engaged in a conflict of interest
situation and to provide a full description of the nature of the conflict. The form
then prompts the employee’s immediate supervisor and Deputy Director to
attest to the fact that they have discussed the potential conflict with the
employee and list the agreed-upon safeguards put in place to resolve the
situation to best protect the interest of the County. Adding a similar field to the
Citywide approval materials could help ensure that proper vetting of potential
conflicts has occurred and documented in a consistent manner across all City
departments and operations.

City, Water, and Harbor forms request limited information about outside
work duties and conditions

The collateral ~ The City, Water, and Harbor Request Forms have limited space dedicated to
authoﬁg‘;’i'&{?‘oﬁ describing the collateral employment duties that would be performed. As
has limited space to  Shown in Figure 1, approval forms from other local jurisdictions requested more
describe the  information from employees that can be useful to approving parties to conduct
employmecn‘;'ljal}ﬁ’éas' better evaluations of pptential conf!igts of interest and other risks and,
of the requesting  therefore, to make more informed decisions on approvals.
employee.

Figure 1.
Examples of Other Agencies Authorization Form Requirements

Work Location Working Conditions or Hazards

Helps flag potential conflicts that may arise Helps flag hazardous conditions that risk

from business or secondary employment employee’s well-being and ability to perform

activities conducted within City limits. City duties. Captures information that could
support Worker's Compensation
investigations.

Schedule of Days and Hours Worked » .
Position Including Self-employed

Helps flag outside employment activities
with time demands that may be excessive, Helps identify when an employee has a
pose a threat to the employee’s ability to proprietary interest in their outside
perform their City duties, or in conflict with employment or business activity.

an employee’s City work schedule.

Equipment or Machines Used Denial Option with Reason for Denial

Captures information that could support Provides approving parties with a way to
Worker's Compensation investigations. capture and support denial outcomes.

It is difficult for a reviewer to determine if a potential conflict applies without
having a full picture of the duties the employee will be performing in his/her
secondary job. Also, having additional information about an employee’s
secondary working conditions or schedule can help the City with workers’
compensation or time abuse investigations to determine if injuries or illnesses
occurred on City time, or if hours paid were actually worked.



In contrast, the Long Beach Police Department reinforces the authorization
process by requiring every City Request Form be accompanied by a
memorandum to the Chief of Police and the department's Collateral
Employment Authorization Tracking Form and Questionnaire (Tracking Form).
The Department’s Tracking Form, included in Appendix C, requires that every
member of the employee’s Command Staff review and approve the request.
The Tracking Form also prompts supervisors to review the requesting
employee’s sick time usage and work performance evaluations prior to
approval. Additionally, sworn and unsworn staff are required to report the
outside business type, hames of clients, whether their position requires them
to be armed, and any applicable business or license numbers.

Recommendations:

City Human Resources, Water Department Management, & Harbor
Department Management:

1.1 Require all City employees to complete and sign a “Collateral
Employment/Business Activity Form” attesting to whether or not
they have outside or collateral employment.

1.2 Revise the “Collateral Employment/Business Activity Request
Form” to require additional information about the collateral
employment’s job duties, work location and potential workplace
hazards. At a minimum, the form should ask for the position title,
schedule (days/times), primary work site locations, working
conditions, and equipment used.

1.3 Revise the “Collateral Employment/Business Activity Request
Form” to include fields capturing vetting procedures conducted
by supervisors, department heads or their designee, and Human
Resources to reach an approval/rejection decision.

City Human Resources Management and Water Department Management:

1.4 Revise the “Collateral Employment/Business Activity Request
Form” to allow supervisors, department heads or their designee,
and Human Resources to document denials and approval
stipulations. Also allow space for the approver to print his/her
name.



Finding #2

Departments do not
define what conflict
of interest or
prohibited activities
look like for their
employees.

The City and Harbor
could benefit from
developing a
Statement of
Incompatible
Activities for each
department
outlining the types
of prohibited
outside employment
activities.

Information provided to employees regarding what constitutes a
conflict of interest should be improved.

In February of each year, or upon hire, it is each department’s responsibility to
provide employees with the Collateral Employment Policy and Request Form.
The department must also remind its employees that a renewal or new
collateral employment request must be submitted to the department for
approval every year by the April 15 deadline. Below are examples of prohibited
activities as listed in the policy and attested to when an employee signs the
Request Form.

e Use of City time, facilities, equipment, supplies, badge, uniform,
prestige or influence for gain.

¢ An act outside the employee’s capacity as a City employee that may
later be subject to the control, inspection, review, audit, or enforcement
of any other employee of the City.

e An act for money or other consideration for anyone other than the City
that the employee is required to perform as a City employee.

o Time and physical demands that would impair the quality or quantity of
the employee’s work with the City or tend to increase sick leave or
Worker's Compensation benefits.

e Act that would reflect discredit on the City.

e Any other activities prohibited by the Department head or Director of
Human Resources that has a potential conflict of interest with the
employee’s duties, or the objectives of the department, or the City.

The prohibited activities listed in the policy and form provide high level
definitions of what constitutes a conflict of interest but may be difficult for an
employee to apply to his/her specific role within the City. Conflicts are as
diverse as the work setting in which they occur, and the people involved. Only
the Police Department has policy language specific to its operations, or a
written definition of prohibited collateral employment activities, that would help
employees understand when a conflict may occur, and provide support to
approving parties in making a final determination.

Rather than applying a general definition of “conflict of interest” or of prohibited
activities to all departments, some benchmarked jurisdictions rely on expanded
regulation and oversight requiring each department to further define these
prohibited activities as they relate to departmental operations and functions.
For example, as a result of a voter-approved proposition to reform and
consolidate ethics laws, in 2004, the City and County of San Francisco required
each department, board and commission to begin drafting a “Statement of
Incompatible Activities” (SIA) to provide guidance to its officers and employees
on the kinds of activities that are incompatible with their public duties and are,
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therefore, prohibited. In 2008, after a long, four-year process that involved
various stakeholders — including departments heads, City staff, members of
the public, and the unions that represent City officers and employees — all SIAs
were adopted by the Ethics Commission. Figure 2 provides examples of
prohibited activities outlined in the City and County of San Francisco’s SlAs.
An example SIA document is included in Appendix D.

Figure 2.
Statement of Incompatible Activities Examples

Public Library and Library Commission

May not be employed by a sales representative, purchaser, or
publicist for a publisher who sells books to the library.

Police Department

May not be employed by any person or entity that
must receive a permit from the Department to
operate.

Port and Port Commission

May not be employed by any tenant or sub-tenant, major

‘ customer, vendor or contractor of the Port.
e Py
e,

Public Works Department

“.“ May not provide construction, permit or inspection

services in exchange for compensation from an

“ individual or entity that has a pending application or
matter under review before the Department in the
preceding 12-month period.

Every year, to refresh awareness about incompatible and prohibited activities,
each San Francisco City department, board, commission or agency is required
to provide either a hard copy or electronic copy/link of its SIA to all officers and
employees. In addition, the annual SIAs are required to be posted on all
department websites and in the same departmental location where other legal
notices are posted. The SlAs are also posted on the Ethics Commission’s
website.

Other local jurisdictions that require SIAs of their departments include the
Counties of San Diego and Sonoma. Developing the SIA documentation and
procedures could be a long process, as the summary of San Francisco’s
experience above suggests. However, the City could benefit from creating

9



similar SIA process and procedures to ensure employees understand what
activities are prohibited as they relate to their department’s operations.

Other benchmarked jurisdictions supplement their agency’s global policy with
both department-specific policies and approval forms. Like the Long Beach
Police Department, the Santa Ana Police Department, for example, requires
department staff comply with both the citywide policy and approval form, and
the internal department policy. The language contained in the Santa Ana Police
Department’s internal policy lists specific activities and employment types that
should not be approved as they increase the risk for a conflict of interest.
Examples of these include employment at establishments whose primary
purpose is the sale, distribution or service of alcoholic beverages; employment
requiring the service of civil subpoenas or process; or employment at locations
that will tend to bring the department into disrepute.

The County of Los Angeles has a similar policy structure for their departments,
giving them the latitude to address conflict of interest for specific position types
and classifications. The Department of Mental Health has an internal policy
with stipulations specific to their operations and personnel. For example, in the
Outside Employment Policy provided in Appendix E, the department’s policy
language expressly prohibits department clinicians from using confidential
records and information of clients in connection to outside employment
activities or engaging in reciprocal or individual referrals for private services.

Recommendations:

City Human Resources, Water Department Management, & Harbor Human
Resources and Department Management:

2.1 Require departments to develop additional language, such as a
Statement of Incompatible Activities or specific department
policies, that provide further guidance on the types of activities
that would create a conflict of interest with their City departmental
duties.

2.2 Provide all employees with a copy of the Statement of
Incompatible Activities or department policies on an annual basis
or upon hire. Document that the employee has received the
statement or policy, reviewed it, and is aware that the activities are
not allowed. Keep the signed statement in the employees’
personnel file.
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Finding #3

The City should
provide capability in
the new Munis system
to streamline the
collateral employment
process.

Information in the Human Resources Department’s collateral
employment database is not maintained or used in a way that
supports compliance.

The City’s Human Resources Management System (HRMS) is the system
used by the City to manage benefits, payroll, time and attendance, and other
personnel information. While each department is responsible for entering
collateral employment information for each employee into the HRMS, this
system has limitation and does not allow for reporting or tracking. Also, City
HR inputs the information contained in all collateral employment requests into
a Microsoft Access database for recordkeeping only.

We reviewed the Access database entries for 2018 and noted that 25 Request
Forms for renewal of collateral employment were missing a corresponding prior
entry in the database for the year(s) immediately preceding the request.
Request Forms were either never provided by the department or employees or
never entered into the Access database.

In addition, information entered into the Access database was entered
inconsistently or incorrectly. For example, out of a sample of 75 entries, there
were 50 instances where the request and/or approval dates were incorrectly
transcribed from the authorization request forms into the Access database.
While the Access database is not actively used to report on or to monitor
collateral employment, if information is going to be kept it should be complete
and correct.

The City is in the process of replacing its antiquated management systems with
Munis, an advanced Enterprise Resource Planning system that will streamline,
integrate and automate financial, HR and payroll processes. It would be
prudent to incorporate the request form and approval process electronically
into Munis to allow for online submittal and approvals, improved recordkeeping,
and better oversight and tracking of collateral employment.

Recommendations:
City Human Resources Management:

3.1 Train staff entering information into the Access collateral
employment database to enter information consistently and
correctly.

3.2 Ensure all forms are entered into the Access collateral
employment database each year so that information is complete.

City Human Resources, Water Department Management, & Harbor Human
Resources Management:

3.3 Enable the new Munis system to provide online submittal and
approval of collateral employment forms, and to track and manage
collateral employment.

11



Il. Background

Consistent with California Labor Code Section 96, City employees can engage in
employment outside of their City positions, as long as the secondary job is worked
during non-work hours and complies with the City’s collateral employment policy
that prohibits conflicts of interest. In accordance with HR’s Personnel Policy 1.7,
prior to engaging in secondary employment, all City employees work must submit
an Authorization Request Form (request) for approval from their Department
Director and Human Resources Department. In 2018, HR and Administration
Bureau personnel received and reviewed collateral employment requests from 221
employees across all City departments.

The authorizing parties are responsible for reviewing requests to ensure the
proposed collateral employment activities are not in violation of California
Government Code Section 1126 as it applies to local agency officers and
employees. Government Code Section 1126 prohibits a local agency officer or
employee from engaging in any employment or activity for compensation that is
deemed “inconsistent, incompatible, in conflict with, or inimical” to their duties.

The management of collateral employment is divided between the City’s Human
Resources Department, the Water Department’s Administration Division, and the
Harbor Department’s Human Resources Division. The approval process begins in
early February when the HR Department Director distributes a memorandum to all
department heads, including the Harbor Department’s Chief Executive Officer and
the Water Department’s General Manager, containing general authorization
guidelines, Personnel Policy 1.7, and the City’s Collateral Employment Activity
Request form. Employees must report general information about their City position
and collateral employment activities including, but not limited to, the name of their
employer, their general duties, whether their City duties and collateral activities are
related, and the number of weekly hours they will be engaging in said activities.

12



lll. Objective, Scope, and Methodology

The objective of this audit was to determine whether collateral employment is
appropriately managed Citywide. The audit scope included collateral employment
requests submitted to the City HR, Water Administration Division, and Harbor HR
during the 2018 calendar year. Collateral employment authorization requests from
City Manager departments in 2018 were sampled based on department usage and
pre-determined risk factors. Entries were selected from departments with a large
number of collateral employment requests or on an individual basis if they were
deemed “high risk.” In contrast, all 30 entries submitted to Harbor HR and the
single request submitted to the Water Department’'s Administration Division in
2018 were tested. To achieve the audit objectives, we:

Interviewed Administrative Officers in City Manager departments with high
volume of collateral employment requests, and the Harbor Department’s
Human Resources Division Manager;

Reviewed the City’s collateral employment policy;

Analyzed a sample of Access Database entries against copies of their
corresponding Authorization Request Forms;

Interviewed Administrative Officers from comparable agencies regarding
their collateral employment policies and procedures; and

Benchmarked the City’s policy language and authorization forms against
those of comparable agencies.

We conducted this performance audit in accordance with Generally Accepted
Government Auditing Standards (GAGAS). Those standards require that we
plan and perform the audit to obtain sufficient, appropriate evidence to provide
a reasonable basis for our findings and conclusions based on the audit
objectives. We believe that the evidence obtained provides a reasonable basis
for our findings and conclusions based on the audit objectives.

13



V. Appendix A

City of Long Beach Human Resources Department Collateral Employment Business Activity
Authorization Request Form

R | CMICF
I [ONGBEACH

COLLATERAL EMPLOYMENT/BUSINESS ACTIVITY
AUTHORIZATION REQUEST

EMPLOYEE REQUEST

An employee must complete this form and ocbtain approval prior o engaging or when reviewing a request in any
collateral employment or business activity. A separate form must be submitted for each collateral employment or
business activity. The total hours to be worked per week for all requests by an employee must be provided in the
"HoursWeek" section on each separate form. Signature required for conditions and imitations on back of this form.

Check Appropriate Box{es): [J New Request [ Additional Request [J Renewal

Print Employee Mame Paosition Titke (Class/Grade) Last 4 of S5&
Department/Bureaw/Division Effective Date
DUTIES TO BE PERFORMED:
Employer/Business Name
Employer/Business Address
City, State, Zip
{ )
Phone number RELATED TO CURRENT DUTIES? D WO |J YES
IF YES, EXPLAIN:
Total HoursWeek This request:
Total Hours/Week—All Requests:

DEPARTMENT APPROVAL

My signature on this form certifies that all statements on this form are true and complete and acknowledges that | have read,
understood, and will comply with procedures as printed above and all conditions and limitations imposed by the City (see reverse
of this form). | understand that any false or incomect staternents or failure o comply with the procedures and all conditions and
lmitations may result in disciplinary acfion up to and induding dismissal from my employment with the City of Long Beach.

Employee’s Signature Date

Department Head or Designee Date

HUMAN RESOURCES APPROVAL

Director of Human Resources or Designee Date

oRIGINAL. DEPARTMENT FILE copPy: DeEraRTMENT oF Husam REsourRces Fimiwad T00E
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CONDITIONS AND LIMITATIONS

Erchibited Activities - An employee shall not engage in any employment, activity, or enterprise for money or
other personal gain which is inconsistent, incompatible, inimical, or in conflict with the employee's duties and
responsibiliies of employment with the City.

An employee is prohibited from engaging in the following activities:

» The use of City time, facilities, equipment, supplies, badge, uniform, prestige or influence for private gain;
ar

» The performance of an act for money or other consideration from anyone other than the City from which
the employee would be required to perform as a City employee; or

» The performance of am act in other than the employee's capacity as a City employee that may later be
subject o the control, inspection, review, audit, or enforcement of any other employee or the City; or

=  Such time or physical demands which would substantially impair the quality or quantity of the employee's
work with the City or tend to increase the City's costs for sick leave or Workers' Compensation
benefits; or

=  The perfiormance of an act that would reflect discredit on the City; or

= Any other activiies prohibited by a department head or the Director of Human Resources that has a
potential confiict of interest with the employee's duties, or the objectives of the depariment, or the City.

Work-Hour Limit - A permanent full-ime employee shall not work more than a total of twenty (20) hours per
week in collateral employment or business activity. Limitations for a permanent part-time employee will be
considered on a case-by-case basis.

Absence Due to On-the-Job Iniury - An employes, who is absent because of an on-the-job injury or iliness,
must obtain written permission from the department head or designee to engage or continue in collateral
employment or business activity during such absence. The City may require additional conditions and
limitations for approval as specified in the Personnel Policies and Procedures Manual or in accordance with
Workers Compensation requirements.

Annual Benewal - An employee engaged in any previously approved collateral employment or business

activity must submit for renewal a new "Collateral Employment/Business Activity Request”™ form no later than
April 1st of each year.

| have read, understood and agree to comply with the conditions and limitations printed above.
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V. Appendix B

City of Long Beach Harbor Department and Water Department Collateral Employment
Business Activity Authorization Request Forms

.::'iﬂ P COLLATERAL EMPLOYMENT/BUSINESS ACTIVITY
' AUTHORIZATION REQUEST

m L*MG BEACH

Employes Name: Dite Completed
|B|..|'eau'[:i'u'isinn: Manager Direcior
IFq:dﬁm Title

fiowrm must be submiited for each collateral employment or business activty. The fofal hours fo be worked per week for all requests by an employes must be

Instructions: An employes must complets this form and obiain approval prior to engaging in any collateral employment or business acivily. A separate
joked in the "Todal Hours Per Weeek" section on each separate form.

|Check appropriate box: Mew Request Additional Request Renewal
IEME@HMI‘EBSMM: Effective Date:
Employer/ Phane Number.
Business Address: Type of Prsition:

Related to curent dufies? ~ Yes No
Total Hours Per Week (ihs request): Total Hours Per Week (all requests):

"My signabure on this form cerfifies that all statements on this form are true amd complete and acknowiedges that | have read, understood, and will comply
procedures as printed above and all conditionrs and limitafons imposed by the Port (see reverse of this form). | urderstand that any false or incomect
or failure o comply with the procedures and all conditions and imitations may result in discpinary acion up to and incuding dismissal from my

with the Port of Long Beach.”
Employee Signature: Duate:
DirectorDesignes Signature: Date:

HUMAN RESOURCES

APPROVED - Mo further action required

ADDIMONAL INFORMATION REGUIRED PRIOR TO APPROVAL - Contact Human Resources iImmediately

Potential Conflict of Interest - work appears to relate too diessly fo pimary duties/responsibiliies or ofher issue

REJECTED - Cease Collateral Employment Immediately
Conflict of Interest - work relates foo closely to primary duiesiresponsibilities
Work performed does not refiect favorably on fe image for the Port of Long Beach
Oithes:

Diiractor of HR/Designea: Diaba:

RETURN FORM T HUMAN REZQURCES, PORT OF LONG BEACH

HD-HR-34 [(11145)



COLLATERAL EMPLOYMENT/BUSINESS ACTIVITY
CONDITIONS AND LIMITATIONS

Prohibited Activites - An employee shall not engage n any employment, activity, or enterprize for money
or other personal gain which is inconsistent, incompatible, inimical, or in conflict with the emplayee's
duties and responzibilities of employment with the Port.

An employee ks prohibited from engaging in the following activities:

« The use of Port time, facilitles, equipment, supplies, badge, uniform, prestige or influence for private
gain; ar

« The performance of an act for money or other consideration from awnne other than th-e Port, which
tha emplnll'ee wiould be required to perform as a Port employee; or

The parformanca of an act in other than the employee's capacily as a Port empin;,ree that may later he
subject to the control, inspection, review, audit, or enforcemne nt of any other employee or the Port; or

+ Such time or physical demands which would substantially impair the quality or quantity of the’
. employee's work with the Port or tend to Increase the Port's costs for sick leave or Workers'
Compensation benefils; or

» The parformance of an act that would reflect discredit-on the Port; or

s Any other activities prohlbrhed by a dapartment head nrﬂmﬂlrectorofHuman Resources that has
potential conflict of interast with the employes’s duties, or the objectives of the department or the
Port.

Work-Hour Litnit - A permanent full-time enmi_oy'ee shall ot work more than a total of twenty (20) hours
perweek In collateral employment or businass activity, Limitations for a permanent part-time employes
will be considerad on a tase-by-case basls.

Absence Due to On-the-lob Injury - An employee whe is absent because of an on-the-fob injury or iness

must obltain written permission from the department head or designee to engage or continue In collateral
employment of business activity during such absence, The Port may reguire additional conditions and
limitations for approval as specified in the Personnel Policles and Procedures Manual,

Annual Renewal - An employves engaged in any previously approved collateral employment or business
activity mwst submit for renewal a new "Collateral Employment/Business Activity Request” form no later
than April 1st of each year. )
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City of Long Beach
WaTeER DEPARTMENT

COLLATERAL EMPLOYMENT/BUSINESS ACTIVITY
AUTHORIZATION REQUEST

EMPLOYEE REQUEST

An employee must complete this form and obtain approval prior io engaging or when reviewing a request in any
collateral employment or business activity. A separate form must be submitted for each collateral employment or
business activity. The total hours to be worked per week for all requests by an employee must be provided in the
"Hours/\Week" section on each separate form.

Check Appropriate Box{es): 0 MNew Request [ Additional Request [ Renewal

| acknowledge that | have read, understood and will comply with procedures as printed above and all conditions and
limitations imposed by the City (see reverse of this form). | understand that any false or incomect statements or
failure o comply with the procedures and all conditions and limitations may result in disciplinary action up to and
including dismissal from my employment with the City of Long Beach.

Effective Date:

Employee Name Social Security #
Department/BureawDivigion Position Title (classfGrade)
EmployerBusiness Name (30 characters Maximum) Type PF Position
Employer/Business Address City, State, Zip

{:’hune glumber R*

Total Hours Request Total-All Request

My signature on this form certifies that all statements on this form are true and complete and acknowledges that | hawve read,
undersiood, and will comply with procedures as printed above and all conditions and limitations imposed by the City (see reverse
of this form). | understand that any false or incomect staternents or failure o comply with the procedures and all conditions and
Imitations may result in disciplinary acton up to and induding dismissal from my employment with the City of Long Beach.

Employee's Signature Date

DEPARTMENT APPROVAL

Division Manager Date

General Manager or Designee Date

NoTe: FELDE TO BE COMPLETED BY THE REZPECTIVE DEPARTMENT. FIELD "R - RELATED T cURRENT DUTES: ENTER Y-vEE oR N-MNo
OriamaL: DersrTuenT FiLe & EwFLovee FiLE




CONDITIONS AND LIMITATIONS

Erohibited Activifies - An employee shall not engage in any employment. activity. or enterprise for money or
other personal gain which is inconsistent, incompatible, inimical, or in conflict with the employee's duties and
responsibilities of employment with the City.

An employee is prohibited from engaging in the following activities:

&+  The use of City time, faciliies, equipment, supplies, badge, uniform, prestige or
influence for private gain; or

* The perfformance of an act for money or other consideration from anyone other than the
City from which the employee would be required o perform as a City employee; or

* The performance of an act in other than the employee’s capacity as a City employee
that may later be subject to the control, inspection, review, audit, or enforcement of
any other employee or the City or

* Such time or physical demands which would substantially impair the guality or quantity
of the employee’s work with the City or tend o increase the City's costs for sick leave or Workers'
Compensation benefits; or

* The performance of an act that would reflect discredit on the City; or

&=  Any other activities prohibited by a department head or the Director of Human
Resources and Affimmative Action that has a potential conflict of interest with the employee's duties, or the
objectives of the department, or the City.

Work-Hour Limit - A permanent ful-time employee shall not work more than a total of twenty (20) hours per

week in collateral employment or business activity. Limitations for a permanent part-time employee will be
considered on a case-by-case basis.

Absence Due to On-the-Job Injury - An employee, who is absent because of an on-the-job injury or iliness,
must ocbtain written permmnission from the department head or designee to engage or continue in collateral
employment or business activity during such absence. The City may require additicnal conditions and limitations
for approval as specified in the Personnel Policies and Procedures Manual.

- An employee engaged in any previously approved collateral employment or business activity

Annual Renewal
must submit for renewal a new "Collateral Employment/Business Activity Request” form no later than April 1st of
each year.
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VI. Appendix C

City of Long Beach Police Department Collateral Employment Policy, Authorization
Tracking Form, Questionnaire, and Instruction Sheet

MANUAL g rhe Lomg Basch Pollce Departmant FERSONAL CONDUCT

3.43 EMPLOYMENT - COLLATERAL

An employee may engage in collateral employment or business activity with the
approval of the employee's department head and the appointing authaority.

Procedure

« Permanent full time or part time employees must request approval to engage
in collateral employment or business activity

« An approved "Collateral Employment/Business Activity Authorization Request”™
form is required prior to engaging in any collateral employment or business
activity. A memorandum describing the nature of the collateral employment or
business activity, and the duties, acts, and functions to be performed shall be
attached to the request

« FEach collateral employment or business activity requires a separate form. The
total hours to be worked for all requests by an employee must be provided in
the "HoursiVeek" section on each separate form

« Previously approved collateral employment or business activity requests must
he renewed on later than April 1 each year

Conditions and Limitations

« An employee shall not engage in any employment, activity, or enterprise for
money or other personal gain which is inconsistent, incompatible, inimical, or
in conflict with the employee's duties and responsibilities of employment with
the City

« An employee will not be pemitted to accept off duty employment in any
capacity when such employment is by an establishment where the primary
purpose is the selling or serving of alcoholic beverages, unless specifically
authorized by the Chief of Police

* The employment shall not exceed 20 hours per week

« The employment shall not in any way conflict with the objectives of the
Department, impair the reputation of the Department, or abuse the City's police
power

« The police uniform shall not be wom, nor shall police eqguipment be used,
unless so authorized by the Chief of Police

« An employee, who is absent because of an on the job injury or illness, must
obtain written permission from the depariment head or designee to engage or
to continue in collateral employment or business activity during such an
absence

Issuance of Permit
The decision of the Chief of Police and City Manager to issue or deny a pemit to
work outside of the Department is final.

95 |Page
Return to the TABLE OF CONTENTS
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e ey

ey LONG BEACH POLICE DEPARTMENT

8 ) 3

“sn" COLLATERAL EMPLOYMENT AUTHORIZATION TRACKING FORM

Mame: DID:

BureawDivision:

Collateral Employment/Business Activity (Check all that apply)

Business Type

[ Business Owner O Customer Service

[ Private Investigator

[ security

1 Consulting [ Education/Teaching

[ Retail

[ Training

Other:

Business Name

City/County/State

Collateral Employment Authorization:

Sergeant’Supervisor Signature:

Date:

Motes/Concerns:

Lieutenant Signature:

Date:

Motes/Concernsa:

Commander/Administrator Signature:

Date:

Motes/Concerns:

Deputy Chief Signature:

Date:

Motes/Concerns:

Personnel Administrator Signature:

Date:

Motes/Concernsa:

[ APPROVED

J DENIED
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LEPD COLLATERAL EMPLOYMENT QUESTIONNAIRE

Employee Last Name First Name DiD
Businass Mame |pusiness License &

Business Address JBusiness Fhone #

Type of Business |Bu:l'nu:€rwl1:r

Position|s) Heid Armed Urarmad  |Other Weapons Camied

Humiber of Employ of Employees: [list all, attach additional shests or roster if nec=ssany)

Names of Olients (list all, sttach adoitional sheets if mecessany]

Lisbility Insurance Carmier [sttach copy ofinsurance certificate) Policy #

Security and Imvestizative Servioss License # (list all numbers isssed and sttach copies of all licenses)

Business Licensing City Businesz License £ (sttach copy of koense)
Supervisor/Serresnt Use
Sick Time Lsage Reviewed Comments
Wes Date:
'Work Perfonmance Evalusations Reviewed Comments
Wes Cate:

Supervisor/Sengeant Signature oD Dt




CITY OF LONG BEACH POLICE DEPARTMNET
REQUEST FOR APPROVAL FOR COLLATERAL EMPLOYMENT

INSTRUCTIONM SHEET

All permanent full-ime or part-ime employees of the City of Long Beach may seek collateral
employment subject to the approval of hisfher Department Head and the Appointing Authority as
outlined in the City of Long Beach Human Resources Personnel Policies and Procedures Manual,
Section 1.7.

The following instructions are intended to assist the employee in completing the
neceszary information to obtain authorization for collateral employment.

1.

All personnel requesting collateral employment shall file, sign and date a memorandum
directed to the Chief of Police containing a description of the job title, duties, acts and
functions performed at any time or under any special drcumstances while acting as an
employee of the collateral employer.

Personnel accepting collateral employment where duties are associated with or resemble
a police function by enforcing ordinances, laws or providing security or protection for
property or persons, must be specific and complete in their description of job duties, acls
and functions of their collateral employment in the memorandum. Insufficient informaftion
will delay any decision and permizsion regarding employment.

Anyone applying for approval to work any type of Security Officer work MUST apply
and attach a copy of the application for a Guard Card to hisfher request for collateral
employment.

Cu‘npiete all requested |r|furmat|m on the ::dlal:erei mprment request form.

READ AND SIGN THE CONDITION AND LIMITATIONS FORM. THIS WILL INDICATE

JHAL YOU HAVE BEAD AND UNDERSTOOD THE BESTRICIONS CONTAINCD
THEREIN.

mﬂu!ment forrns thruugh Eur Cham uf Eummnnd fur review am:l smnature AII
Department requests will be presented to the Chief of Police for authorization and will be

forwarded to the Personnel Division for processing.

Acting outside the scope of the job duties, acts and functions, as described and signed by
requesting personnel and submitting to the Chief of Police for approval, shall be grounds
for disciplinary action.

Sign and date the required forms in the appropriate box.

Should you have any questions, please contact the Payroll Office at extension 87337.
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VII. Appendix D

Excerpt from the City and County of San Francisco Department of Public Works Statement
of Incompatible Activities

"}lﬁ"k.r

PUBLIC
WORKS

Mohammed Nuru
Direcior

Zan Francisso Publlc Waorks
1 Or. Carfion B. Goodiett FL
Fpom 348

Zan Francisco, CA 02
bed 4155545920

Sfpuilicworks.0rg
Tacabook.
twitther. comisfpulblicworks

SAN FRANCISCO PUBLIC WORES

STATEMENT OF INCOMPATIBLE ACTIVITIES

I. NTRODUCTION

This Statement of Incompatible Activities 1s intended to guide officers and
employees of San Francisco Public Works (“the department™) about the kinds of
activities that are incompatible with their public duties and therefore OhlhltEd_
For the purposes of this statement; and where otherwise provi

shall mean the executive director (“di ; and “employes™ shallmna]]
employees of the department

This statement 15 adopted ;t!mmﬂonsumeanmm Campaign &
GmHnIlmﬂl:xlCmdlthDdg[“C Code™)

section 3218 DEEgagmgmthe
activities that are prohibited by this statement may subject an officer or employee

to discipl uptoandin:ludmgpossiblete:mmahunuf oyment or removal
from office, as well as to monetary fines and penalties. {CﬁCCudﬂﬁSEﬂ
Charter§ 15. 103.) Before an officer or employee is subjected to line o1
pemluesformulahmnfthlssta‘tmnmtﬂmnfﬁmurmﬂe Ve an
to explain why the activity should not be to be iIncompatible
his or her City duties. (C&GC Code § 3.218.) Nothing m this document shall
modify or reduce any due process rights provided pursuant to the officer’s or
employee’s collective bargaiming agreement.

In addition to this statement, ufﬁmaudemplujm aremh]ecttodcﬁmmt
policies. state and local laws, and miles governing the conduct of public officers
and employees, including but not l.mutfsﬁm

Poliical Reform Act, California Government Code§ 87100 ot seq.;
Califormia Government Code § 1090;

San Francisco Charter;

San Francisco C and Governmental Conduct Code;

San Francisco Ordinance;

Applicable civil service rules;and

Department policies audp‘ocednms.

Nuﬂ:mgmthlssta‘temtshallﬂxemﬁ officer or employes from apphicable
provisions of law, or limit s or her ty for m-n]al:mns of law. Examples
qdedmthlssmm“eforﬂ]nstahmpupmunlymdmnmmtmdﬂdm
it application of this statement. MNothing in this statement shall interfere with the
ng,hts employess under a collective bargaining agreement or memorandum of
understanding

applicable to that employes.

Nothing n this statement shall be construed to prohibit or discourage any City
officer or employee from bringing to the City’s and/or public’s attention matters
of actual or perceived malfeasance or misappropriation in the conduct of City
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business, or from filing a complaint alleging that a City officer or empl has
in minjrﬁnlaﬁng]umlmpmgn
. confli nﬂer&atwmnmtalethicslam,mglﬂahmnrmlﬂ;
lgn:rism:i.ng ity resources; creating a specified
and substantial danger to public health or safety by failing to perform duties i
the officer’s or employee’s City position; or abusing s or her City position to
rance a private mterest.
No amendment to Statﬂn&ninflncnmp@ﬁhleﬁcﬁﬁﬁmshaﬂbmumgc%mmm"e
mﬂtheﬁqrand(?]:uymgrhassaﬁsﬁedthemmm:mfﬂmqlﬁrmemu state Law
and the collective bargaining agreement.

Ifan has questions about this statement, the questions should be directed to
the oyee’s superviser of to the director. Similarly, questions about other
applicable laws governing the conduct of public should be directed to the

employee’s supervisor of the director, alth the superviser or director ma
determine that the question must be addressed to the 'csComnﬂssimurmjr
attorney. Employees also contact their unions for advice or information a
their rights and responsibilities under these and other laws.

If a City officer has questions about this statement, the questions should be directed
to the officer’s appointing authority, the Ethies Commission or the ity attomey.

IT. MISSION OF S5AN FRANCISCO PUBLIC WORES

The mission of San Francisco Public Weaks 15 to care for and buld the City's assets for
the people of San Francisco.

IIl. RESTRICTIONS ON INCOMPATIBLE ACTIVITIES

Thi= section prohibits cutside activities, includmy self-emplovment, that are incompatible
with the mission of the department. Under subsection C, an officer or emploves may seek
an advance wrntten determination whether a proposed outside activity is incompatible and
therefore prolubated by this statement Outside activities other than those expresshy
identified here may be determined to be incompatible and therefore prolubited. For an
advance written determinahion request from an employee, if the director delegates the
decision-making to a designee and if the designee determines that the proposed activity 1s
incompatible under this statement, the employee may appeal that defermination to the
director. Nothing in this statement shall be construed to restnet an officer’s or employes’s
ability to perform volunteer funchons with mon-profit chantable organmizations as long as those
volmteer functions do not conflict with official duties, reqmure excessive time demands or are
subject to the review of the department. as defined in this section.

A BESTRICTIONS THAT APFLY TO ALL OFFICEES AND EMFLOYEES

1. ACTIVITIES THAT CONFLICT WITH OFFICIAL DUTIES

Mo officer or employee may engage in an outside activity (regardless of whether the
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ml:g:nsatediﬂm conflicts with his or her City duties. An outside activity
mnﬂwtswﬂ duh&ewh-miheahﬂltgnfthgufﬁmor oyee to perform the

duties of his or her tion is matenally activities that
materially impair the a of an officer or to perform hus or her City
duties inchude, but are not [imited to, activities dl the officer or

from City assignments or responsibilities on a regular basis. Unless (a) otherwise
noted mﬂlitise?ﬁﬁm{h}_anadtmmﬁen szﬁum subsection C
conchudes that achivities are not mcompatible, owing activities are
expresshy prohibited by this section:

[RESERVED ]

L ACTIVITIES WITH EXCESSIVE TIME DEMANDS

Neither the director nor any employee may engage in outside activity (regardless of
whether the activity 15 compensated) that would canse the director or employee to be
absent from his or her assignments on a regular basis, or otherwise require a time
commitment that is demonstrated to interfere with the director’s or employee’s
performance of his or her City duties.

Exa An I who works at the department’s front desk answering
%ﬁmﬁmwmtuhkehmnﬁmﬂmiﬂymmm
2:00 to 5:00 to coach soccer. Because the employee’s duties require the
ﬁlu}fmmbeatﬂndeparmmufmmdﬁkdnnngm business hours,
because this cutside activity would require the employee to be absent from
the office during regular business hours on a regular basis, the director or
his'her designes ::t:grmpmmmtnsubsechnnc determine that the employee

may not engage 1m activaty.

3 ACTIVITIES THAT ARE SUBJECT TQ REVIEW BY THE DEFPARTMENT

Unless (a) otherwise noted in this section or (b) an advance written determination wmder
subsection C com]ucbsﬂntnxhacﬂt%uemtmnurﬁ'hle,mofﬁmmemp]
may engage i an outside activity (regardless of whether mcq:amteg)y:at
mm];]mttoﬂl:mmd,mmremew andit or enforcement of the department. In
addition to permuited pursuant to subsection C, nothing in this subsection
%uwmgmtlﬁ appearing before one’s own department on behalf of
or otherwise pursung clams agamst the City on one’s own behalf, nmmmg
hmmnﬁmmmgmﬁmcmmﬁmm mthe
Sunshime Ordnance or Public Act. Unless (a) otherwise in this section or
(b) an advance written deternmnation under subsaction C concludes that such activities are
not incompatible, the following activities are expressly prohibited by this section:

a. Assistance in responding to City bids, EFQs and RFPs. No officer or employee
may knowingly provide selective assistance (i.e_, assistance that is not
generally available to all competitors) to individuals or entities, melnding non-
profit enfities for whom an officer or employee volunteers, In 3 manner that confers
a competitive advantage on a bidder or proposer who 1s competing for a City
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contract. Nothing in this statement prohibits an officer or employes from
providing general information about a bid for a City contract, a department
request for qualifications or request for proposals, or comesponding application
process that is available to any member of the public. Nothing in this
statement prohibits an officer or employee from speaking to or meeting with
individual applicants regarding the individual’s application, such as providing
linguistic or other eulturally competent services, provided that such assistance
is provided on an impartial basis to all applicants who requestit.

No officer or employee may be employed by, or receive compensation from,
an individual or entity that has a contract with the department or that hasbad a
contract with the department duning the past twelve months. This prolubition does
not apply to employment of or compensation received by an officer’s or
employee’s spouse or registered domestic partner.

No officer or employee may serve as a member of the board of directors of an
organization that applies for contracts, loans or grants adnunistered by the
department.

B. RESTRICTIONS THAT APPLY TO EMFLOYEES IN SFECIFIED POSITIONS

In addition to the restnictions that apply to all officers and emplovees of the
department, unless (a) otherwise noted in this section or (b) an advance written
determanation under subsection C concludes that such activities are not incompatible,

the foll

owing achvities are expressly prolubited by thas sechon for individual

emplovees holding specific positions:

a.

Mo officer or employes who 15 required to file a Statement of Economic Inferests
(Form T00) may provide services in exchange for compensation or anything of
vahie worth more than $100 per occasion or more than $3500 in a calendar year
from any individual or entity that has an application or matter under review before
Public Works or has had an application or matter inder review before Public
Works in the preceding 12 month penod. In addibion, no officer or emploves may
provide construction, permut or inspection-related services<n exchange for any
compensaton or anythmg of valne from any mdnadual or entity that has a pending
apphcation or matter under review before the department or has had an application
or matter under review before the department i the preceding 12-month period.
For the puwrpose of this section, an mmdmidual or entity meludes 3 property owner,
archatect, desigmer, developer, engineer, confractor, permat expediter, and
associations of such mdriduals or entities. For the purpose of this sechon
compensation or anything of vale includes construchion matenals (new and
salvage), a loan or below-market rental of construction tools or equpment, and free
or below-market-rate services from an archifect, desizner, developer, engineer,
contractor, permit expediter, real estate agent or other indrndual or entity that 15
regulated by Public Works.
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Example. A department employee 15 a mmsician who often plays for
compensation on weekends. An individual who has a permmt pending at the
department wishes to hire her to play mm=ic at an event. The emploves may
accept the engagement as long as she is not paid more than $100 at the event.

Example. A department employee 15 a puppetesr who entertains at birthday
parties. An enfity that does not have a permit pending at the department and did
not have a permit pending durng the past 12 months wishes to lare am to
enfertain af 2 weekend event. The emploves may accept the engagement.

Example. A department smployves who 15 an enminesr has been azked to
provide engmesrng services to an entity that has a peroat pending at the
department. Without an advance wniten determination pursnant to subsection
C that such an actrvity 15 not Incompatible, the employves may not provide such
SETVICes.

b. HNo officer or employes may provide services or iInformation related to the
operations or duties of the department to any individual or entity if the services or
information 1s not available to other members of the public on the same terms
(regardless of whether the services or information 15 provided in exchange for
compensationany material benefif).

¢. HNo officer or employes may utlize non-public information, obtained through the
course of his or her pubhic duties, to purchase or imvest n real property located
within the Cify and County of San Francisco.

C. ADVANCEWERITTEN DETERMINATION

As set forth below, an emplovee of the department or the director may seek am
advance wntten determination whether a proposed outside actvity conflicts with the
mussion of the department, Imposes excessive time demands, 1s subject to review by
the department, or 15 otherwise incompatible and therefore prohibited by section IT1 of
this statement. For the purposes of this section, an emplovee or other person seeking
an advance written determmation shall be called “the requestor”; the mndrvidual or
entity that provides an advance wntten deternunation shall be called “the decision-
maker ™

1. PURFOSE

Thi= subsection permits an officer or emplovee to seek an advance written
determination regarding his or her ocbligations under subsections & or B of this
section. A wntten determmation by the decision-maker that an activity 15 not
mcompatible under subsection A or B provides the requestor imnunity from amy
subsequent enforcement action for a violation of this statement 1f the material facts
are as presented in the requestor’s written submission. A written determination
cannot exempt the requestor from any applicable lawr.

If an indrvidual has not requested an advance written determination under subsection C
as to whether an activity 15 iIncompatible with this statement, and the individual engages



in that activity, the imndividual will not be mmmune from any subsequent enforcement
action brought pursuant to this statement.

Similarly, if an individual has requested an advance wnitten determination under
subsection C as to whether an activity is incompatible with thes statement, and the
mdrvidual engazes m that activity, the indmidual will not be mmume from any
subsequent enforcement action brought pursuant to this statement 1f:

a. the requestor is an employes who has notreceived a determination under
subsection C from the decision-maker, and 20 working days have not yet
elapsed since the request was made; or

b. the requestor is an officer who has not received a determination under
subsection C from the decision-maker; or

c. the requestor has received a determination under subsection C that
an activity is incompatible.

In addifion to the advance wntten deternination process set forth below, the San
Francisco Charter also permuts any person to seek a written opimion from the Ethacs
C 15510n with respect to that person’s duties under provisions of the Charter or
any City ordinance relating to conflicts of interest and governmental ethics. Amy
person who acts in good faith on an opinicn 1ssued by the commission and coneurred
in by the city attomey and district attorney 15 Immume from cnmimal or civil penalties
for so acting, provided that the material facts are as stated in the opimon request.
Mothing in this subsection precludes a person from requesting a written opimion from
the Ethics Commussion regarding that person’s duties under this statemnent.

. THE DECISION-MAKER

Decision-maker for request by an emploves: An emplovee of the department may
seak an advance written determimation from the divector or his or her designes. The
director or is or her desiznee will be deemed the decision-maker for the emplovee’s
request.

Decision-maker for request by the director: The director may seek an advance written
determmation from los or her appoimnting authonty. The appointing authonty will be
deemed the decision-maker for the director’s request.

3 THEFROCESS

The requestor must provide, in writing, a description of the proposed activity and
an explanation of why the activity is not incompatible under this statement. The
written material must describe the proposed activity in sufficient detail for the
decision-maker to make a fully informed determmation whether 1t 1s iIncompatible
under this statement.

29



VIII. Appendix E

Los Angeles County Department of Mental Health Outside Employment Policy, Employee
Report of Outside Employment Activity Form, and Conflict of Interest Disclosure Form

LAC DEPARTMENT OF MENTAL HEALTH
DMH POLICY/PROCEDURE

SUBJECT POLICY NO. EFFECTIVE PAGE
DATE
OUTSIDE EMPLOYMENT 608.01 11/01/2005 10f6
APPROVED BY: SUPERSEDES ORIGIMAL DISTRIBUTION
R — ISSUE DATE LEVEL(S)
63”'1- o - 608.1
11/01/2005 04/02M1979 1
Director

PURPOSE

11 To establish guidelines and policy regarding outside employment for all
Department of Mental Health (DMH) employees.

POLICY

21 A permanent, full-time employee of DMH may work in non-conflicting outside
employment to a imit of 24 hours in any week, provided the employee’s
effectiveness in hisfher County assignment is not impaired.

Exclusion: Postgraduate physician classifications are limited to 96 hours of non-
conflicting outside employment in any one calendar month.

DEFINITION

31 OQOutside employment or business activity is defined as the performance of any
compensated or uncompensated (i.e., volunteer, intemn, etc.) professional trade,
husiness, occupation, or other related functions for oneself or for any individual,
private firm, corporation, or other governmental entity.

PROCEDURE

41  Onan annual basis, employees shall complete and submit an Employee Report
on Outside Employment/Activity form (Attachment 1).

42  The Personnel Officer shall establish procedures to assure employees are aware
of this policy.

43  While working in the capacity of their outside employment, employees shall not
solicit nor authenticate any outside work in the name of DMH or any other County
agency. Employees engaged in outside work or private endeavors shall make it
clear in dealing with those parties connected fo their outside employment that



DEPARTMENT OF MENTAL HEALTH
DMH POLICY/PROCEDURE
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SUBJECT POLICY NO. EFFECTIVE PAGE
DATE
OUTSIDE EMPLOYMENT G0&.01 11/01/2005 20f6

44

45

46

47

448

they are engaged in such practice as a private individual and not as a DMH
employee. (For further clarification see DMH Policies #608.03 “Solicitation™ and
#608.04 “Soliciting Business for Attomeys (Capping)®.)

Mo employee shall use DMH faciliies, County property or vehicles, tools,
equipment, telephones, computers, office stationary or supplies for other than
DMH purposes.

Use of confidential and other non-public information gathered in contact with
patients, clients, employees, or from DMH records is prohibited in any outside
work environment. Such information may be used only for official DMH business.
{Refer to Section 4.10 of this policy)

Mo DMH employee shall collect additional compensation from a non-County
source for the performance of hisfher DMH duties (i.e., dual compensation).

While on a DMH shift, no employee may engage in any ouiside employment,
volunteer work, or activity for compensation.

471 Many activities with non-County agencies are considered to be a regular
part of the employee's County employment. If there is any doubt as to
the nature of the activity, approval of the employee’s Executive Manager
shall be obtained.

Employees shall not make use of confidential records and information relative to
DMH clients in connection with outside work or business interests. In those
cases where DMH employees have pari-time jobs as professional clinicians and
may be treating DMH clients, the following provisions apply:

481 Confidential information possessed by DMH and required by
professional clinicians in carmying out private services to the client shall
be obtained only through application o DMH for such information and
only with the approval of the client concemed; and

482 DMH clinicians shall not provide services to clients who are a part of the
professional clinician's professional caseload. The clinician shall not
engage in any type of reciprocal or individual referral system for such
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49

410

411

412

private services.

Mo employee shall utilize contact with DMH clients or access to information about
clients in connection with outside employment.

Employees intending to engage in outside employment or activities shall
complete an “Employee Report on Outside Employment/Activity™ form. These
forms shall be reviewed by the employee's Executive Manager to determine
whether or not the employmentfactivity is in conflict with the employee’s DMH
position.

The following conditions are grounds for denial of outside employment/factivity:

4111 The employee has a less than competent performance evaluation for
the last rating period.

4112 The outside employmentfactivity, by nature, schedule, or extent, might
impair the employee's efficiency in DMH service (e.q., cause tardiness,
leaving work early, etc.).

411.3 The non-conflicting outside employment/activity requires andfor involves
more than 24 hours per week for a fulHime employee, except as
provided in 4.11.4 below.

4114 The non-conflicting outside employment/activity requires andfor involves
more than 96 hours im any calendar month for an employee in a
postgraduate physician classification.

4115 The non-County employer is known to serve as an agent to recruit other

County employees (i.e., the outside employment would constitute
recruitment of DMH employees away from DMH).

Employees shall be responsible for:

4121 Obtaining prior written approval from their Executive Manager for
outside employment.
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SUBJECT
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POLICY NO. EFFECTIVE PAGE
DATE

413

414

4122

4123

4124

Providing accurate and complete information stating the temmns,
conditions, and duties of outside employment to the satisfaction of
his/her Executive Manager. This includes providing the duties and
working hours for the non-County position. The employee's signature
on the “Employee Report on Outside Employment/Activity”™ form shall
aftest to the accuracy and completeness of the information contained
therein.

Immediately notifying his/her Executive Manager if, at any time, the
terms, conditions, andfor working hours of the non-County position
change.

Disclosing any potential or actual conflict of interest in the outside
employment situation to hisfher Executive Manager as soon as identified
by the employee.

Executive Managers shall be responsible for:

4131

4132

4133

4134

Review of the “Employee Report on Outside Employment/Activity”
forms.

Granting or denying the request for outside employment/activity.
Reviewing an employee's submissions of “Conflict of Interest
Disclosure™ form (Attachment 1) and the immediate supernvisors
recommended action.

Deciding to stop or allow the employee’s outside employment/factivity to
continue.

SupervisorsfiManagers shall be responsible for:

4141
4142

4143

Ensuring employees are informed of this policy.

Reviewing and making recommendations for approval or disapproval of
“Employee Report on Outside Employment/Activity” forms.

Reviewing and making recommendations on employee’s submissions of
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DATE
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“Conflict of Interest Disclosure”™ forms.

4144 Forwarding, via the chain-of-command, all “Conflict of Interest
Disclosure® and “Employee Report on Outside Employment/Activity™
forms.

4145 Reviewing this policy with their employees on an annual basis, receiving
written acknowledgement, and sending acknowledgement to the Human
Resources Bureau to be filed in the employee’s personnel file.

4146 Initiating cormective or disciplinary action for non-compliance with this

policy.

415 The Personnel Officer shall be responsible for:

4151 Providing notification and written acknowledgement of this policy to
incoming employees and to all employees on an annual basis.

4152 Maintaining annually-signed copies of “Employee Report on Outside
Employment/Activity™ forms in personnel files.

4153 MNotifying all employees that failure to comply with the Outside
Employment policy may result in disciplinary action up to and including
discharge.

4154 Evaluating requests for disciplinary action, conducting investigations,
providing consultation, and initiating approprate disciplinary actions
when requested by management.

AUTHORITY

Los Angeles County Code

ATTACHMENTS

Aftachment | Employee Report of Qutside Employment/Activity form
Attachment [l Conflict of Interest Disclosure form
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REVIEW DATE

This policy shall be reviewed following the issuance of new Memoranda of
Understanding and annually thereafter.



G08.01 Attachment |

COUNTY OF LOS ANGELES
DEPARTMENT OF MENTAL HEALTH

READ THE FOLLOWING STATEMENT ON OUTSIDE EMPLOYMENT/ACTIVITY AND OTHER
COUNTY EMPLOYMENT and WHERE APPLICABLE COMPLETE THE EMPLOYEE'S
REPORTON OUTSIDE EMPLOYMENT/ACITIVITY BELOW

a5

OUTSIDE EMPLOYMENTIACTIVITY AND OTHER COUNTY EMPLOYMENT

Full-tims empl of DMH, exclusive of poatgraduate physiclan classes, may aleo work In non-conflicting outalde employment or in a
teamiporary with Ehe County fo a Imit of 24 hours In a week, provided the sffectivensss of thelr primary DMH assignment I8 not

Impaired. For postgraduate physician classes, the Imitafion on smployment 12 36 hours per momth.

NOTE: Outslde amployment includes any gainful profession, frade, business of occupation for any person, fam, corporation or
povarmmental entty and Includes ssil-amployment.

While on DMH tima, no employes mﬂwlnmym employmant or acthity for compansation of on a volunteer basis, unlesas It 1=
ammhuﬂmmw supplementary compensation &8 provided for In Log Angeles County Code Section
5.44.030. Many activittes with non-DMH apencies are consldensd to be @ requiar part of the employes’s DMH employmeant. If there Iz any
doubt as to the nature of the activity, approval of the Executive Manager must be obtained.

Empiloyees shall not use DMH faciiities, tools. equipment, or suppliss for ofher than DMH purposss.

Use by employess, in connection with outelde employment, of confidential and other non-public information gathersd In contact with
DMH cllents, employees, of from DMH records ks prohibibed. Such information may be ussd cnly for oiMclal DMH businass.

A DMH amployes doubt 38 fo the compatibiiity of cutslde employment with DMH nt ks required fo discloss the
ﬂnmhmmmﬂ%ﬂrmmwmmﬂrﬂm. Empleyme

amy vicdaflon of DMH Policy 6081 [Dutside Employment) or 6082 (Confikct of inferest) In whode or part, may be causs for disciplinary
actons up to and Inchuding dischargs.

EMPLOYEES INTEMDING TO ENGAGE IN OUTSIDE EMPLOYMENTIACTIVITY AMINOR OTHER COUNTY EMPLOYMENT SHALL HOTIFY THE
DEPARTMENT IN WRITING [via this form) AMD OETAIN PRIOR APPROVAL FOR SUCH ACTIVITY.

EMPLOYEE'S REPORT ON QUTSIDE EMPLOYMENT/ACTIVITY

EMPLOYEE NAME [Print] EMPLOYEE NUMBER
PATROLL TITLE DIVISION
ARE YOU PRESENTLY ENGAGED IN OUTSIDE H YES | DO YOU INTEND TO ENGAGE IN OUTSIDE E YES
ANDIOR OTHER COUNTY EMPLOYMENTIACTIVITY L MO ANIVOR OTHER COUNTY EMPLOYMENTIACTIVIYT L] MO
PRIMARY WORK LOCATION TELEPHONE NUMBER

L]
Address City Zip Code
OUTSIDE EMPLOYMENTIACTIVITY TELEPHONE NUMBER

{ J
Address City Fip Code

(CONTINUED DN BACK)




BOB.0H  ATTACHMENT |

Paga 2
POSITION DUTIES PERFORMED
MONDAY TUESDAY | WEDNESDAY | THURSDAY FRIDAY SATURDAY SUNDAY Tokal Hrs
WORKING
HOURS

OUTSIDE EMPLOYMENTIACTIVITY

TELEPHONE NUMBER

Address City Zip Code

FOSITION DUTIES PERFORMED

__ MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY | SATURDAY | SUNDAY | Total Hrs
WORKING

HOURS

EMPLOYEE"S CERTIFICATION — ALL EMPLOYEES MUST READ AND SIGN

EMPLOYEE'S SIGNATURE

| HAVE READ AND UNDERSTAND THE DEPARTMENT S POLICY REGARDING OUTSIDE EMPLOYMENTIACTIVITY ANMD CERTIFY THAT TO THE
BEST OF MY ENOWLEDGE AMD BELIEF THE ABOVE INFORMATION 12 TRUE AND COMPLETE WITH REGARD TO ANY AND ALL
EMPLOYMENTIACTIVITY OUTSIDE MY REGUALR COUNTY POSITION AND THAT | AM IN COMPLIANCE WITH THE ABDVE POLICY.

DATE

FOR DEPARTMENT USE ONLY

IF DEMIED, REASON{S):

EXECUTIVE MANAGER 5 SIGMATURE

DESTRIBUTION:

Original: Personns Flls

Empioyes
OfMce: Perscnned Flie

REH
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G0B.01 Attachment I

COUNTY OF LOS ANGELES DEPARTMENT OF MENTAL HEALTH

Conflict of Interest Disclosure Form

EMPLOYEE TD COMPLETE UPER PORTION OF FORM AND SUBMIT TO IMMEDIATE SUPERVISOR

Employee Name: Employee #:
DMH Fagcility/Program: Dept #:
Work Address:
[Strast) [City) (AP Coda)
Work Phone #: Employee Payroll Title:
Immediate Supervisor: Supervisor Phone #:

{ } | am currently not engaged in a Conflict of Interest situation.
{ } | amil believe | am engaged in a Conflict of Interest situation.

{ } | believe/know of a Conflict of Interest situation

Describe the Conflict of Interest situation:

HOTE: If the {‘.urrrllctd'htamutmm Inwolves non-County employmeant, you m.mluh‘tﬂrlpﬂuapmmmnq the Outeide

ng form and approval process.  Your signature below ceriifes that fhe abowve information s true amd
wmwmammmm Fﬂummmalmmﬂnmmmhtnntmﬂmuﬂmmmmlwqmtyou
to disciplinary action up te and Including dischargs from Couwnty Servica.

Employee Signature: Date:

(CONTINUED ON BACK)
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| have reviewed the information above and discussed it with the employee. We have agreed to resolve
the situation in the following way in order to best protect the interest of the County:

Immediate Supervisor's Signature: Date:
Deputy Director’ Approval: Date:
Diatribution:

Original: Personnel Flle
Employes
OMce Parsonns! Flle



Management Response
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City of Long Beach Memorandum
Working Together to Serve

Date: July 8, 2019
To: Laura L. Doud, City Auditor Ly )
From: Alex Basquez, Human Resource&)%to%bg%

Subject: Collateral Employment Performance Audit

This memorandum is in response to the City Auditor's Collateral Employment Performance
Audit. The Human Resources Department has reviewed the draft report and attached the
responses with due dates for your review. We will work jointly with the Harbor and Water
Departments  regarding the proposed recommendations to the Collateral
Employment/Business Activity Policy (1.7), process and forms. The initial meeting between
Human Resources, Harbor and the Water Departments is scheduled for September 12, 2019.

If you have any questions, please contact Fred Verdugo at (562) 570- 5045.

cc: Stacey Lewis, Harbor Human Resources Director
Ken Bott, Water Director of Administration

Attachment: Management Response and Action Plan



MANAGEMENT RESPONSE AND ACTION PLAN

Human Resources Department
Collateral Employment Audit

Page |Agree or Action Plan / Target Date for
No. |Recommendation Priority |(# Disagree |Responsible Party |Explanation for Disagreement Implementation
The Human Resources Department will coordinate with the
) ) . Harbor and Water Departments in October 2019 to revise the
Require all City employees to complete and sign a . . .
“Collateral Employment/Business Activity Form” attestin Collateral Employment Policy/Business Activiy Form and
11 ploy . ¥ & H 7 Agree HR develop an implementation stategy. The launch of the annual 12/11/2019
to whether or not they have outside or collateral ) ] .
Collateral Employment review will start in January 2020. Please
employment. . .
note that the revised process may require meet and confer
process with unions/associations.
Revise the “Collateral Employment/Business Activity
Request Form” to require additional information about the
collateral employment’s job duties, work location and HR. Harbor &
1.2 |potential workplace hazards. At a minimum, the form H 7 Agree Wa’ter See response to 1.1 12/11/2019
should ask for the position title, schedule (days/times),
primary work site locations, working conditions, and
equipment used.
Revise the “Collateral Employment/Business Activity
Request Form” to include fields capturing vetting HR. Harbor &
1.3 [procedures conducted by supervisors, department heads or H 7 Agree Wa’ter See response to 1.1 12/11/2019
their designee, and Human Resources to reach an
approval/rejection decision.
Revise the “Collateral Employment/Business Activity
Request Form” to allow supervisors, department heads or HR. Harbor &
1.4 [their designee, and Human Resources to document denials H 7 Agree Wa’ter See response to 1.1 12/11/2019
and approval stipulations. Also allow space for the approver
to print his/her name.
Require departments to develop additional language, such HR will develop Statement of Incompatible activites by job
as a Statement of Incompatible Activities or specific HR. Harbor & occupation categories and distrubute the information with the
2.1 |department policies, that provide further guidance on the M 10 Agree Wa,ter annual collateral employment review process in 2020. February 1, 2020
types of activities that would create a conflict of interest Statement of Incompatible activities for each job classificaiton
with their City departmental duties. or department may not be feasible.
Provide all employees with a copy of the Statement of
. P .y. ] Py . HR will develop Statement of Incompatible activites by job
Incompatible Activities or department policies on an annual . ) . . . A .
. . PPA's/HR occupation categories and distrubute the information with the February 1, 2020 and
basis or upon hire. Document that the employee has . . . .
2.2 ] . . . . M 10 Agree Representative; [annual collateral employment review process in 2020. The CM Ongoing for New
received the statement or policy, reviewed it, and is aware . . .
o ] Department AOs |Department currently provide copies of the policies and forms Employees
that the activities are not allowed. Keep the signed . .
) , . at the time of hire for new employees.
statement in the employees’ personnel file.
Train staff entering information into the Access collateral HR. Harbor & The Human Resources Officer overseeing the Personnel
3.1 |employment database to enter information consistently L 11 Agree 'Water Analysts will review existing protocol with staff and institute a December 1, 2019

and correctly.

review process.




MANAGEMENT RESPONSE AND ACTION PLAN

Human Resources Department
Collateral Employment Audit

Page |Agree or Action Plan / Target Date for
No. |Recommendation Priority [# Disagree |Responsible Party |Explanation for Disagreement Implementation
The Human Resources Officer overseeing the Personnel
Analysts will review existing protocol and train staff on entering
Ensure all forms are entered into the Access collateral collateral employment data in the current database. The next
3.2 |employment database each year so that information is L 11 Agree HR collateral employment application process will start in January April 1, 2020
complete. 2020. HR will verify database entries are completed after the
forms are submitted and dispositions are completed (April
2020).
Enable the new Munis system to provide online submittal HR will work with LB COAST to determin the feasibility of
3.3 |and approval of collateral employment forms, and to track M 11 Agree LB COAST creating an electronic workflow for the collateral employment Ongoing
and manage collateral employment. form review process.
Priority

H — High Priority - The recommendation pertains to a serious or materially significant audit finding or control weakness. Due to the seriousness or significance of the matter, immediate management
attention and appropriate corrective action is warranted.

M — Medium Priority - The recommendation pertains to a moderately significant or potentially serious audit finding or control weakness. Reasonably prompt corrective action should be taken by
management to address the matter. Recommendation should be implemented no later than six months.

L — Low Priority - The recommendation pertains to an audit finding or control weakness of relatively minor significance or concern. The timing of any corrective action is left to management's discretion.

Yellow areas - to be completed by the department




MANAGEMENT RESPONSE AND ACTION PLAN

Water Department - Administration Division
Collateral Employment Audit

Page |Agree or Action Plan / Target Date for
No. dati Priority [# Disagree [R ible Party | ion for Disagr | i

1.1 [Require all City employees to complete and sign a 12/11/2019

! o . The Water Department plans to collaborate with the City's
“Collateral Employment/Business Activity Form” attesting

. hev I d I | Water to Human Resources Department to amend the Collateral
to WI ether or not they have outside or collatera H 7 Agree | Collaborate with [Employment / Business Activity Request Form to allow
employment. City HR employees the opportunity to state whether or not they have

collateral employment.
1.2 |Revise the “Collateral Employment/Business Activity 12/11/2019
Request Form” to require additional information about the . .
o . . The Water Department plans to collaborate with the City's
collateral employment’s job duties, work location and Water to
. L . |[Human Resources Department to amend the Collateral

potential workplace hazards. At a minimum, the form H 7 Agree | Collaborate with — ¢/ Busi . " —
should ask for the position title, schedule (days/times), City HR mploymen usiness Activity Request rorm to Include

primary work site locations, working conditions, and additional information as outlined in Recommendation 1.2.

equipment used.

1.3 |Revise the “Collateral Employment/Business Activity . . 12/11/2019
P . . . The Water Department plans to collaborate with the City's
Request Form” to include fields capturing vetting
; Water to Human Resources Department to amend the Collateral
procedures conducted by supervisors, department heads or i . .
. . H 7 Agree | Collaborate with |Employment / Business Activity Request Form to create an
their designee, and Human Resources to reach an : R
City HR approval process that thoroughly reviews the request and

approval/rejection decision. oo .
allows for an approval / rejection decision.

1.4 |Revise the Cczlllateral Employmlent/Busmess Activity The Water Department plans to collaborate with the City's 12/11/2019
Request Form to allow supervisors, department heads f)r Water to Human Resources Department to amend the Collateral
their designee, ?nd Hluman Resources to document denials H 7 Agree | Collaborate with [Employment / Business Activity Request Form to provide space
and z?pprn?val stipulations. Also allow space for the approver City HR for greater documentation by the reviewer(s) and to state the
to print his/her name. .
approver's name.
2.1 |Require departments to develop additional language, such Administration staff will work with Subject Matter Experts to
as a Statement of Incompatible Activities or specific identify activity types that employees may engage in which
department policies, that provide further guidance on the M 10 | Agree Water Admin |could create a conflic of interest specific to their Departmental April 2020
types of activities that would create a conflict of interest duties. Staff will then begin to prepare Statements of
with their City departmental duties. Incompatible Activities.
2.2 |Provide all employees with a copy of the Statement of
Incompatible Activities or department policies on an annual Currently, the Adminstration Division disseminates the annual
basis or upon hire. Document that the employee has reminder in regards to collateral employment. Staff will
received the statement or policy, reviewed it, and is aware inteigArate any Statement of IncompatibIAe Af:tivities or additional
that the activities are not allowed. Keep the signed M 10 . Water Admin policies ?s part of that annual communication and gnsure thata April 2020
statement in the employees’ personnel file. process is developed to document employees' receipt and
review, along with proper filing in their personnel file. Staff will
make a determination if the requirement for employee
signatures can be completed through Munis as outlined in 3.3.
3.3 |Enable the new Munis system to provide online submittal Water to The Water Department plans to collaborate with the City's
and approval of collateral employment forms, and to track M 11 Agree | Collaborate with |Human Resources Department to integrate the sumittal, April 2020

and manage collateral employment. City HR approval, and tracking process through Munis if applicable.

Priority
H — High Priority - The recommendation pertains to a serious or materially significant audit finding or control weakness. Due to the seriousness or significance of the matter, immediate
management attention and appropriate corrective action is warranted.

M — Medium Priority - The recommendation pertains to a moderately significant or potentially serious audit finding or control weakness. Reasonably prompt corrective action should be taken by
management to address the matter. Recommendation should be implemented no later than six months.

L — Low Priority - The recommendation pertains to an audit finding or control weakness of relatively minor significance or concern. The timing of any corrective action is left to management's
discretion.

Yellow areas - to be completed by the department




MANAGEMENT RESPONSE AND ACTION PLAN

Harbor Department - Human Resources Division
Collateral Employment Audit

Page |Agree or Action Plan / Target Date for
No. |Recommendation Priority |# Disagree [Responsible Party |Explanation for Disagreement Implementation
1.1 |Require all City employees to complete and sign a H 7 A Harbor HR Harbor Department will distribute forms to all teammates for 12/11/2019
“Collateral Employment/Business Activity Form” attesting completion. Forms will be provided to new contributors during
to whether or not they have outside or collateral NEO. We will also have all contributors update their forms by
employment. April 1st each calendar year.
1.2 [Revise the “Collateral Employment/Business Activity H 7 A Harbor HR Harbor Department will update our forms to include the 10/1/2019
Request Form” to require additional information about the requested information. The Department will then work with
collateral employment’s job duties, work location and City HR Department to develop a citywide form when that
potential workplace hazards. Ata minimum, the form process gets underway. The new form will be effective October
should ask for the position title, schedule (days/times), 1, 20109.
primary work site locations, working conditions, and
equipment used.
1.3 [Revise the “Collateral Employment/Business Activity H 7 A Harbor HR Harbor Department will update our forms to include the 10/1/2019
Request Form” to include fields capturing vetting requested information. The Department will then work with
procedures conducted by supervisors, department heads or City HR Department to develop a citywide form when that
their designee, and Human Resources to reach an process gets underway. The new form will be effective October
approval/rejection decision. 1, 2019.
2.1 [Require departments to develop additional language, such M 10 A Harbor HR Administration staff will work with Harbor Divisions to identify | February 1, 2020
as a Statement of Incompatible Activities or specific activity types that employees may engage in which could
department policies, that provide further guidance on the create a conflic of interest specific to their Divisional duties.
types of activities that would create a conflict of interest Staff will then begin to prepare Statements of Incompatible
with their City departmental duties. Activities.
2.2 |Provide all employees with a copy of the Statement of M 10 A Harbor HR Staff will integrate any Statement of Incompatible Activities or | February 1, 2020
Incompatible Activities or department policies on an annual additional policies as part of that annual communication and
basis or upon hire. Document that the employee has ensure that a process is developed to document employees'
received the statement or policy, reviewed it, and is aware receipt and review, along with proper filing in their personnel
that the activities are not allowed. Keep the signed file.
statement in the employees’ personnel file.
3.3 |Enable the new Munis system to provide online submittal M 11 A Harbor HR This recommendation will be added once the Munis system has Ongoing
and approval of collateral employment forms, and to track been implemented.
and manage collateral employment.
Priority

H — High Priority - The recommendation pertains to a serious or materially significant audit finding or control weakness. Due to the seriousness or significance of the matter, immediate
management attention and appropriate corrective action is warranted.

M — Medium Priority - The recommendation pertains to a moderately significant or potentially serious audit finding or control weakness. Reasonably prompt corrective action should be taken by
management to address the matter. Recommendation should be implemented no later than six months.

L — Low Priority - The recommendation pertains to an audit finding or control weakness of relatively minor significance or concern. The timing of any corrective action is left to management's
discretion.

Yellow areas - to be completed by the department




Long Beach City Auditor’s Office

411 W. Ocean Blvd., 8" Floor

Long Beach, CA 90802
Telephone: 562-570-6751
Fax: 562-570-6167

Email: Auditor@longbeach.gov

Website: CityAuditorLauraDoud.com
MyAuditor App available at the App Store or Google Play

Follow Us:
Facebook: @LBCityAuditor
Instagram: @LBCityAuditor
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