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A.  PURPOSE 
 
The City of Alameda values diversity and is proud of its tradition of a collegial work environment where all 
individuals are treated with respect and dignity.  The City is committed to maintaining equal opportunity in 
all employment actions and public services in compliance with all applicable federal and state laws. The 
City’s Policy Prohibiting Harassment, Discrimination and Retaliation is intended to prohibit, eliminate and 
prevent unlawful harassment, discrimination and retaliation and its effects in the workplace.  Harassment, 
discrimination and retaliation whether verbal, physical or environmental, is unacceptable and will not be 
tolerated at the City of Alameda.   
 
B.  OVERALL GUIDELINES 
 
There shall be no harassment, discrimination, or retaliation in the City’s employment policies and practices 
including pre and post-employment medical examinations and inquiries, recruitments, advertising, testing, 
certification, hiring, transfers, promotions, job assignment, training, compensation, benefits, leaves of 
absence, layoffs (including reemployment), terminations, and all other conditions of employment based on 
any protected classifications the definitions of which are outlined below.  Any retaliation against a person 
for filing a complaint about discrimination, filing a charge of discrimination, or participated in an employment 
discrimination investigation, lawsuit, or the complaint resolution process is also prohibited.  Individuals 
found to be in violation of this policy will be subject to appropriate sanction or disciplinary action up to and 
including termination. 

 

C.  GENERAL PROCEDURES 
 
The following defines unlawful harassment, discrimination and retaliation and sets forth a procedure for 
filing, investigating and resolving internal complaints.  
 
Definitions 
 

Protected Classifications: This policy prohibits harassment, discrimination or retaliation against an 
employee, elected or appointed official, applicant, unpaid intern, volunteer, independent contractor, 



Administrative Policies and Procedures Number     Page 2 of 6 
 

 

or client based on their own or affiliation with a protected classification to include  race, religion, 
color, national origin, ancestry, physical or mental disability, medical condition, genetic information, 
pregnancy related condition, marital status, gender/sex, sexual orientation, gender identity, gender 
expression, age (40 and above), political affiliation or belief, military and veteran status, request for 
family care leave, request for leave for own serious health condition,  and request for pregnancy 
disability leave and any other basis protected by State and Federal Law. 
 

A. Policy Coverage: This policy prohibits City employees, elected or appointed officials, 
applicants, unpaid interns, volunteers, independent contractors, or clients from harassing, 
discriminating or retaliating against anyone because: 1) of an individual's protected classification; 2) 
of the perception that an individual has a protected classification; or 3) the individual associates with 
a person who has or is perceived to have a protected classification. 

 
B. Discrimination: This policy prohibits treating individuals differently because of the individual's 

own or affiliation with a protected classification as defined in this policy. 
 
C. Harassment: may include, but is not limited to, the following types of behavior that is taken 

because of a person's own or affiliation with a protected classification: 
 

1. Verbal or Speech: epithets, derogatory comments or slurs, and propositioning on the 
basis of a protected classification.  This might include inappropriate comments on 
appearance, including dress or physical features, or dress consistent with gender 
identification, or race-oriented stories and jokes. 

 
2. Physical Acts: assault, impeding or blocking movement, offensive touching, or any 

physical interference with normal work or movement. This includes pinching, 
grabbing, patting, propositioning, leering, or making explicit or implied job threats or 
promises in return for submission to physical acts. 

 
3. Visual Insults: derogatory posters, cartoons, emails, pictures or drawings related to a 

protected classification. 
 

4. Sexual Harassment: deliberate or repeated unsolicited attention of a sexual nature, 
which is unwelcome and may include: requests for sexual favors and other acts of a 
sexual nature, where submission is made a term or condition of employment, where 
submission to or rejection of the conduct is used as the basis for employment 
decisions, or where the conduct is intended to or actually does unreasonably 
interfere with an individual's work performance or create an intimidating, hostile, or 
offensive working environment. 

 
Note that harassment is not limited to conduct that City employees take. Under certain 
circumstances, harassment can also include conduct taken by those who are not employees, such 
as elected officials, appointed officials, unpaid interns, volunteers, persons providing services under 
contracts, or even members of the public. 
 

D. Retaliation: Any adverse conduct taken because an applicant, employee, unpaid interns, 
volunteers, independent contractor or client has reported harassment or discrimination, or has 
participated in the complaint and investigation process described herein, is prohibited. "Adverse 
conduct" includes: taking sides because an individual has reported harassment or discrimination, 
spreading rumors about a complaint, shunning and avoiding an individual who reports harassment 
or discrimination, or real or implied threats of intimidation to prevent an individual from reporting 
harassment or discrimination. The following individuals are protected from retaliation:  
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1. Those who make good faith reports of harassment or discrimination; 

2. Those who associate with an individual who is involved in reporting harassment or 
discrimination;  

3. Those who participate in the complaint or investigation process. 

Guidelines for Identifying Harassment 
 
The following are general guidelines to help clarify what constitutes harassment in violation of this Policy: 
 
A. Harassment includes any conduct which would be "unwelcome" to an individual of the recipient's 

same protected classification and which is taken because of the recipient's own or affiliation with a 
protected classification. 

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

C. Simply because no one has complained about a joke, gesture, picture, physical contact, or 
comment does not mean that the conduct is welcome. Harassment can evolve over time. Small, 
isolated incidents might be tolerated up to a point. The fact that no one is complaining now does not 
preclude anyone from complaining if the conduct is repeated in the future. 

D. Visual, verbal, and/or physical conduct between two employees who appear to welcome it can 
constitute harassment of a third person (applicant, official, employee, citizen or contractor) who 
observes the conduct or learns about the conduct later. Conduct can constitute harassment or 
discrimination even if it is not explicitly or specifically directed at an individual. 

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

 
Complaint Procedure 
 
A. Anyone who believes he or she has been harassed may object, but you are NOT required to 

confront the offender.  Many victims find using this informal approach to be effective.  While asking 
or telling the offender to stop sometimes improves the situation, you should only take this approach 
if you feel comfortable doing so. You should also proceed with the next steps.   
 

B. An employee, elected or appointed official, job applicant, unpaid intern, volunteer, independent 
contractor or client who believes he or she has been harassed may file a complaint verbally or in 
writing with any of the following (There is no need to follow the chain of command): 

1. Immediate supervisor; 

2. Any supervisor or manager within or outside of the department; 
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3. Department Director;  

4. Human Resources Director. 

C. Any supervisor, manager or department director who receives a harassment complaint should notify 
the Human Resources Director immediately. 
 

D. Upon receiving notification of a harassment complaint, the Human Resources Director shall: 
 

1) Authorize and supervise the investigation of the complaint and/or investigate the complaint. 
The investigation will include interviews with: 1) the complainant; 2) the accused harasser; 
and 3) other persons who have relevant knowledge concerning the complaint. 

 
2) Review the factual information gathered through the investigation to determine whether the 

alleged conduct constitutes harassment, discrimination or retaliation giving consideration to 
all factual information, the totality of the circumstances, including the nature of the conduct, 
and the context in which the alleged incidents occurred. 

 
3) Report a summary of the determination as to whether harassment occurred to appropriate 

persons, including the complainant, the alleged harasser, the supervisor/manager, and the 
department director. If discipline is imposed, the level of discipline will not be communicated 
to the complainant. 

 
4) If conduct in violation of this Policy occurred, take and/or recommend to the appointing 

authority prompt and effective remedial action. The action will be commensurate with the 
severity of the offense.  

 
5) Take reasonable steps to protect the complainant from further harassment, discrimination or 

retaliation 
 

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

 
E. The City takes a proactive approach to potential Policy violations and will conduct an investigation if 

its officers, supervisors, or managers become aware that harassment, discrimination or retaliation 
may be occurring, regardless of whether the recipient or third party reports a potential violation. 

 
F. Option to Report to Outside Administrative Agencies: An individual has the option to report 

harassment, discrimination or retaliation to the U.S. Equal Employment Opportunity Commission 
(EEOC) or the California Department of Fair Employment and Housing (DFEH). These 
administrative agencies offer legal remedies and a complaint process.  The nearest offices are 
listed in the government section of the telephone book or employees can check the posters that are 
located on City bulletin boards for office locations and telephone numbers. 

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

1. Informing employees of this Policy. 

2. Treating others with respect and consideration. 

3. Modeling appropriate behavior. 

4. Taking all steps necessary to prevent harassment, discrimination or retaliation from occurring. 
Supervisors and managers of employees are responsible for acts of harassment and 
discrimination in the work place, and may become legally liable when the supervisor knows, 
or should have known, of the conduct but fails to take immediate and appropriate 
corrective action.  

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

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

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

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

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

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

11. Implementing appropriate disciplinary and remedial actions. 

12. Reporting potential violations of this Policy of which he or she becomes aware, regardless of 
whether a complaint has been submitted to the Human Resources Department or the 
department director. 

13. Participating in periodic training and scheduling employees for training. 
 
Each employee, unpaid intern, volunteer or independent contractor is responsible for: 

1. Treating others with respect and consideration.  

2. Modeling appropriate behavior. 
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3. Participating in periodic training. 

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

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

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

 
Dissemination of Policy 
 
All employees shall receive a copy of this Policy when they are hired.  The Policy will be reviewed and 
updated periodically to ensure compliance with all state and federal laws. 

 
 
 

***** 
 



Recreation and Park Department 
Social Service Human Relations Board 
Transportation Commission 
Rent Review Advisory Committee 

DESIGNATED POSITIONS 
AND 

DISCLOSURE CATEGORIES 

DESIGNATED POSITIONS DISCLOSURE CATEGORY 

Alameda Municipal Power 
Buyer 
Senior Energy Resource Analyst 
Senior Human Resources Analyst 
AGM - Engineering & Operations 
AGM -Administration 
AGM - Customer Resources 
AGM - Energy Resource Planning 
General Manager - Alameda Municipal Power 
Engineering Manager 
Financial Analyst 
Financial Services Supervisor 
Support Services Supervisor 
Senior Customer Program Coordinator 
Customer Services Supervisor 
Customer Program Coordinator 
Senior Electrical Engineer 
Electrical Engineer 
Utility Energy Analyst 
Administrative Services Coordinator 
Utility Info/Billing Systems Supervisor 
Utility Project Manager 
Line Superintendent 
System Operations and Field Services Superintendent 
Electrical Equipment Superintendent 
Compliance Superintendent 
Utility Project Manager 
Engineering Manager 

Base Reuse and Community Development Department 
Director 
Redevelopment Manager 
Development Manager 
Management Analyst 
Economic Development Manager 

A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 

A through F 
A through F 
A through F 
A through F 
A through F 

*Reporting requirements covered by other law. Appendix A - Page 2 



City Attorney's Office 
City Attorney* 
Assistant City Attorney, 1/11 
Risk Manager 

City Clerk's Office 
City Clerk 
Deputy City Clerk 
Assistant City Clerk 

City Council 
City Council Members* 

City Manager's Office 
City Manager* 
Assistant City Manager 
Public Information Officer 

Civil Service Board 
Board Members 

Claims Board 
Board Members 

Commission on Disability Issues 
Board Members 

Planning, Building & Transportation Department 
Director 
Planning Services Manager 
Building Official 
Supervising Building Inspector 
Senior Code Compliance Officer 
Code Compliance Officer 
Permit Technician, 1/11/111 
Planner, 1/11/111 
Combination Building Inspector 
Senior Combination Building Inspector 
Senior Building Code Compliance Officer 
Plans Examiner 
Assistant Community Development Director 

Finance Department 
Auditor 
Treasurer* 
Finance Director 

*Reporting requirements covered by other law. 

A through F 
A through F 

A through F 
A through F 
A through F 

A through F 
A through F 

A through F 

A through F 

A through F 

A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 

A through F 

A through F 
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Finance Supervisor 
Financial Services Manager 

Fire Department 
Fire Chief 
Deputy Chief 
Division Chief 
Fire Captain 
E.M.S. Education Coordinator 
Fire Code Compliance Officer 
Senior Fire Code Compliance Officer 
Fire Administrative Services Supervisor 

Golf Commission 
Commission Members 

Historical Advisory Board 
Board Members 

Housing and Building Code Hearing and Appeals Commission 
Commission Members 

Human Resources Department 
Human Resources Director 
Senior Management Analyst 
Human Resources Manager 
Senior Human Resources Analyst 
Human Resources Analyst 1/11 

Information Technology 
Information Technology Director 
Information Technology Manager 
Technology Services Coordinator 

Library Board 
Board Members 

Library Department 
Library Director 
Supervising Librarian 
Library Technician (Order Clerk) 
Library Circulation Coordinator 

Open Government Commission 
Board Members 

A through F 
A through F 

A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 

A through F 

A through F 

A through F 

A through F 
A through F 
A through F 
A through F 
A through F 

A through F 
A through F 
A through F 

A through F 

A through F 
A through F 
A through F 
A through F 

A through F 
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Pension Board 
Board Members 

Planning Board 
Board Members* 

Police Department 
Chief of Police 
Police Captain 
Police Lieutenant 
Management Analyst 
Police Records Supervisor 
Public Safety Communications Supervisor 
Technology Services Coordinator 

Public Art Commission 
Commission Members 

Public Utilities Board 
Board Members 

Public Works 
Public Works Director 
Deputy Public Works Director 
City Engineer 
Public Works Coordinator 
Public Works Superintendent 
Public Works Supervisor 
Senior Civil Engineer 
Supervising Civil Engineer 
Associate Civil Engineer 
Transportation Engineer 
Survey & Construction Inspector Supervisor 
Senior Construction Inspector 
Construction Inspector 
Administrative Management Analyst 
Administrative Services Coordinator 
Transportation Coordinator 
Public Works Project Manager 1/11/111 

Recreation and Park Commission 
Commission Members 

Recreation and Parks Department 
Recreation and Parks Director 
Recreation Manager 

*Reporting requirements covered by other law. 

A through F 

A through F 

A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 

A through F 

A through F 

A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 
A through F 

A through F 

A through F 
A through F 
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Park Manager 

Rent Review Advisory Committee 
Board Members 

Social Service Human Relations Board 
Board Members 

Successor Agency to Community Improvement 
Commission of the City of Alameda 

Governing Body 

Transportation Commission 
Commission Members 

Consultants* 

A through F 

A through F 

A through F 

A through F 

A through F 

* Consultants shall be included in the list of designated employees and shall disclose 
pursuant to the broadest disclosure category in the code subject to the following 
limitation: 

The City Manager may determine in writing that a particular consultant, although a 
"designated position," is hired to perform a range of duties that is limited in scope 
and thus is not required to fully comply with the disclosure requirements in this 
section. Such written determination shall include a description of the consultant's 
duties and, based upon that description, a statement of the extent of disclosure 
requirements. The City Manager determination is a public record and shall be 
retained for public inspection in the same manner and location as this conflict of 
interest code. 

*Reporting requirements covered by other law. Appendix A - Page 6 



DISCLOSURE CATEGORIES 

An investment, interest in real property, or income is reportable if the business entity 
in which the investment is held, the interest in real property, or the income or source of 
income may foreseeably be affected materially by any decision made or participated in by 
the designated employee by virtue of the employee's position. 

An investment, interest in real property, or source of income or gift does not have a 
foreseeable material effect on an economic interest of the designated employee unless the 
business, real property or source of income or gift may foreseeably require legislative 
action or permits from the City of Alameda or may foreseeably enter into contracts or 
leases with or make sales of real property or goods or services to or be sold to the City of 
Alameda, a department thereof or the Housing Authority of the City of Alameda. 

In general, that which a reasonable person would predict, anticipate, or expect 
beforehand, can be said to be "foreseeable". The term requires the application of 
reasonable judgment to assess the degree of likelihood that a decision made or 
participated in will as financial interest. Where the likelihood is sufficiently great that a 
reasonable person would predict or anticipate an effect on a financial interest, the effect of 
the decision is foreseeable. Clearly, in the context of designating positions within a Conflict 
of Interest Code, "foreseeable" means greater probability than "conceivable", yet less 
probability than "certainly". 

CATEGORY A -INVESTMENTS 

All direct or indirect investments of the designated employee valued over $2,000 in a 
business entity, including any parent, subsidiary or related business, either (1) located in 
Alameda or (2) doing business in Alameda. 

CATEGORY B- INTERESTS IN REAL PROPERTY 

All direct or indirect interests over $2,000 of the designated employee in real 
property located in Alameda. 

CATEGORY C- INCOME {OTHER THAN GIFTS AND LOANS) 

All direct or indirect income of the designated employee aggregating $500 or more 
from any one source, during the reporting period. 

CATEGORY D - LOANS 

Outstanding loans and loans received by the designated employee from one source, 
aggregating $500.00 or more during the reporting period. 

CATEGORY E- GIFTS 

Gifts to the designated employee from one source, which total $50 or more during 
the reporting period. 
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CATEGORY F- TRAVEL PAYMENTS, ADVANCES AND REIMBURSEMENTS 

Travel payments to the designated employee from one source, which total $470 or 
more during the reporting period. Reportable travel payments include advances and 
reimbursements for travel and related lodging and subsistence. 

INCOMPATIBLE ACTIVITIES 

(A) No officer or employee shall engage in any employment, activity, or 
enterprise for compensation which is inconsistent, incompatible, in conflict with, or inimical 
to his/her duties as an officer or employee or with the duties, functions or responsibilities of 
his/her appointing power or the agency. No officer or employee shall perform any work, 
service or counsel for compensation outside of his/her employment where any part of 
his/her efforts will be subject to approval by any other officer, employee, board of 
commission of his/her employing body. 

(B) An employee or officer's outside employment, activity or enterprise is 
prohibited if that: 

(1) Involves the use for private gain or advantage of his/her departmental time, 
facilities, equipment and supplies; the badge, uniform, prestige or influence of the 
departmental office or employment; 

(2) Involves receipt or acceptance by the officer or employee of any money or 
other consideration from anyone other than the City for the performance of an act which 
the officer or employee, if not performing such act, would be required or expected to render 
in the regular course or hours of his/her employment as a part of his/her duties as a local 
agency officer or employee; 

(3) Involves the performance of an act in other than his/her capacity as an officer 
or employee which act may later be subject directly or indirectly to the control, inspection, 
review, audit or enforcement of any other officer or employee of the department by which 
he/she is employed; 

(4) Involves such time demands as would render performance of his her duties 
as an officer or employee less efficient. 

This Appendix C shall apply to all employees, officers and agents within the 
agencies covered by the Code. 

(This Appendix does not incorporate by reference the definitions of the Political 
Reform Act and the regulations adopted pursuant thereto. Interpretations of Government 
Code Section 1126 are applicable and interpretations of the Political Reform Act may 
apply.) 
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