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 City of Seattle
REQUEST FOR INFORMATION (RFI)

Submittal Schedule

	Event
	Date

	RFI Release date
	June 17, 2016

	Q&A Conference 
	June 28, 2016 – 9AM PST

	Responses due date
	July 8, 2016 – 12PM PST


The City reserves the right to modify this schedule at the City’s discretion.

Notification of changes in the response due date will be posted on the City website or as otherwise stated herein.

Submission and Contact Person

The Specifications Checklist must be submitted by hard copy or email to:
Kimberly Flin, Sr. Business Analyst, Seattle IT
You may submit your response to this RFI using the following methods:

	Email
	Fed Ex & Hand Delivery

Physical Address
	US Post Office

Mailing Address

	Kimberly.flin@seattle.gov
	Kimberly Flin

SCL Leave & ADA Management System
700 Fifth Avenue, Suite 3200
Mail Stop SMT 28-22
Seattle, Washington, 98104-5031
	Kimberly Flin

SCL Leave & ADA Management System

PO Box 34023
Mail Stop SMT 28-22
Seattle, Washington, 98104-4023


This RFI is issued as a means of technical discovery and information gathering.  This RFI is for planning purposes only and should not be construed as a solicitation nor should it be construed as an obligation on the part of the City of Seattle to make any purchases.  This RFI should not be construed as a means to pre-qualify vendors.  

From the information provided by the respondents to the RFI, a determination will be made regarding any actual contracting through a procurement process.  Any future contract that may be awarded must comply with City procurement requirements.    The City of Seattle may utilize the results of this RFI in drafting a competitive solicitation (RFP) for the subject services/products/equipment.

Participation in this RFI is voluntary and the City will not pay for the preparation of any information submitted by a respondent or for the City’s use of that information.

1. Background and Purpose

The City of Seattle City Light Department (hereafter referred to as “SCL”, “City Light”, or “the City”) is seeking information about software systems to provide Human Resources Leave and Americans with Disabilities Act (ADA) Management capabilities (hereinafter referred to as “Leave Management”.)   The term Leave does not refer to City paid holidays or planned vacations. 
This RFI is issued as a means of discovery and information gathering.  This RFI is for planning purposes only and should not be construed as an obligation on the part of the City to make any purchases.  This RFI should not be construed as a means to pre-quality vendors.  The City of Seattle may utilize the results of this RFI in drafting a competitive solicitation (RFP) for the subject services/products/equipment.  Any future contract that may be awarded must comply with City procurement requirements. 

Based on the information provided by the respondents to this RFI, a determination will be made regarding any actual contracting through a procurement process which, at the City’s option, could include but not be limited to:  a formal bid process, using an existing City contract, procurement via Federal GSA contract(s) or a piggyback of a contract established as a result of the public bid of another public agency.

Participation in this RFI is voluntary and the City will not compensate for the preparation of any information submitted by a respondent or for the City’s use of that information.  

The Leave Management System will be used to manage all types of employee leave incidents and tracking all types of accommodations requested and granted for compliance regarding the American’s with Disabilities Act for City Light’s workforce of 1900 employees and will be a vehicle for reporting and tracking statuses and activity.  The goal of the Human Resources Leave and ADA Management System is to provide City Light’s Human Resources Employee Relations department a current generation platform to organize all events and communications into a holistic employee view.  We are not looking for a timekeeping system to track accruals or hours taken.
2. Department and Project Overview

Seattle City Light is the tenth largest public utility in the U.S. and recently ranked #1 in business customer satisfaction among midsize utilities in the west by J.D. Power and Associates.  City Light performs electrical power generation, transmission, and distribution to residential, commercial, and industrial customers in the Seattle area.  Its workforce consists of 1,900 employees across multiple locations in Washington State.     

The Employee Relations (ER) department in the Administrative Services Division (Human Resources) at City Light consists of three employees performing functions to support the Employee Relations Manager to effectively manage interactions with the employees.  Much time is spent on manual tasks associated with managing Leave and ADA duties.  Currently there are 32 eligible leave types at the City ranging from unpaid sabbatical to serious illness resulting in unpaid FMLA.  The ER area is also responsible for policies, procedures and correspondence with employees, managers, doctors and other relevant parties.  The leave process is often complicated by employee’s taking more than one type of leave and having requests for accommodations, work related injuries, complaints/concerns about job or coworkers and many distinct situations.  

As a national leader in energy efficiency and environmental stewardship, City Light needs a centralized automated process for Leave and ADA incidents. Currently information is housed in several electronic and paper based systems, impacting City Light’s ability to respond to internal and external requests for information and requiring greater resources to manage happenings.  In addition to serving as a data repository the selected system must have the ability to manage incidents throughout the life cycle; requests, updates, certifications, accommodations, monitoring, align with payroll and other functions including generating notices and letters.  These events will be both rules driven, based on Leave and ADA type.

The City currently has a centralized Human Resources Information System (HRIS) which tracks employees by position, classification, and other information; a new Leave and ADA Management System must interface appropriately with this core HRIS and possibly other HR systems.  
3. Objectives

3.1  
Provide Employee Relations with a system to automate Leave and ADA processes.  This needs to be simple, flexible and reliable.  Ease of use should include minimal training time. 

· Track all paid City Leaves
· Track unpaid City Leaves including intermittent and fulltime

· Track and manage multiple Leaves and Accommodations by dates
· Track all requests for Leaves and Accommodations

· Configure complex Leave policies with automated applicable documents
· Ability to track FMLA unpaid Leave in Hours 

· Ability to track employee’s ADA Condition and Diagnosis
· Ability to track Accommodations options Considered, Accepted, Rejected
· Ability to track Accommodations Cost for the type offered

· Based on the applicable ADA type, display options (i.e., ADA, ADA-FML, ADA-Workers’ Compensation) from a drop down list
· Automate correspondence and notices

· Automated notifications to supervisors, Employee Relations and payroll

· Automated application of Leave eligibility and Leave entitlement rules

· Notifications as Leaves reach thresholds, or not in predetermined allotted time period

· Automate request process
· Automate the approval process including medical certification.
3.2
Provide better tools for Employee Relations efforts for proactive response when managing and responding to requests.

· System would include links to support reference pages
· Ongoing updates to City, State and Federal regulations

· Customize parameters unique to City policies

· Customized notices and communications
· System would be record for all Leave and ADA requests, supporting materials, correspondence and Leave payroll records
· System would manage various work schedules according to City’s bi-weekly pay period
· Historical data would be available as needed to Employee Relations, supervisors and employees through secure, limited, role based permissions for users
· Users can be assigned multiple roles with appropriate access
· Provide metrics that can be segmented and viewable in reports or graphic representations

· Metrics could be utilized to predict trends
· Search for Leave request types, by individuals and between date ranges

· Set custom settings and notifications (if employee has applied for leave multiple times in a two years or if the leave exceeds a certain number of days)

· Ability to split bonding time with married couples and domestic partners

· Post team-wide or individual notifications on dashboard
· View others on Leave at the same time, by select departments

· Ability to run reports by groups, Paycodes and other adhoc requests

· Ability for year-to-year comparison reporting on leave use and incidents

· Reports can be in PDF format or downloaded to Excel.
3.3
Provide visual representation of data in formats that can easily be shaped based on individual user needs.

· Ability to visually display where request is in process

· Ability to visually display rolling calendar

· Ability to display time taken and time available for different types of leave in calendar or timeline
· Display calendars yearly, monthly, weekly, daily or by pay period
· Display leave balances in hours or days

· Demonstrate intermittent leave hours and how those absences affect the employee’s accrual balances and work schedule.
3.4
Provide better customer service to our employees by putting Leave and ADA management practices in a secure location ensuring fair and equitable handing across all gender and races.
· Ensure all content and personal information is secure and confidential

· HIPAA compliant

· Automate the Leave and ADA requesting process

· Self-service module for supervisors and employees

· FAQ for managers and employees

· Leave flow chart demonstrating options

· All messaging from @seattle.gov email address

· Calendar synchronization with Microsoft Outlook

· Ability for up to six users to be logged in and working at the same time.
3.5
Interface with HRIS (ADP EV5) and other Human Resources software such as Cabinet Safe, document management software.
4. Request for Information (RFI) Process and Instructions
If you have a product that you feel will meet these needs complete and submit, via email, Attachment A, Specifications Checklist.  The City, at its sole discretion based, on the information provided on the Checklist, ask certain vendors to also provide a Vendor Presentation.

Vendor Presentations will allow both the Steering Committee and the Stakeholder group to learn of the options available in the market for these Leave and ADA Management products, and to begin to envision how any of these products can be integrated into our environment. 
If vendors are requested to provide a Presentation, the City anticipates that Presentations will be scheduled for 90 minutes (60 minute presentation, 30 minutes Questions and Answers), and should effectively demonstrate the objectives outlined in Section 3.

Registration into City Registration System.

The City requires all firms to register.   Women and minority owned businesses are asked to self-identify.  If you have not previously done so, register online at:  https://web6.seattle.gov/FAS/OBD/NewRegistration.aspx/.   For assistance call (206) 684-0444.

Questions and Answers (Q&A) Conference.

The City has scheduled an optional Q&A conference on Tuesday, June 28, 2016, at 9:00AM Pacific Standard Time.  Respondents are encouraged to attend, but not required.  The meeting will answer respondent’s questions and begin discussions to address any issues.

Questions

Respondents can submit written questions by e-mail only, to the Project Manager:

Name:  Kimberly Flin, Sr. IT Business Analyst
E-Mail:  Kimberly.Flin@seattle.gov
It is the responsibility of the interested Vendor to assure that they received responses to questions if any are issued. 
Amendments to original RFI

Any addenda and notices will be posted on the City’s website at: http://www.seattle.gov/purchasing/.  The City will make efforts to provide courtesy notices, reminders, addenda and similar announcements directly to any interested vendors known by the City.  Notwithstanding efforts by the City to provide such notice to such known vendors, it remains the obligation and responsibility of the Vendor to learn of any addenda, responses, or notices issued by the City.  Such efforts by the City to provide notice or to make it available do not relieve the Vendor from the sole obligation for learning of such material.
Liabilities of Agencies

This RFI is only a request for information about potential products/services and no contractual obligation on behalf of The City of Seattle whatsoever shall arise from the RFI process.  This RFI does not commit the City of Seattle to pay any cost incurred in the preparation or submission of any response to the RFI.
Response:  Hard Copy or Email Submittal
Vendors must ensure the completed Specification Checklist is to the Project Manager no later than the date and time given on Page one; Friday, July 8, 2016, 12:00PM Pacific Standard Time.
The Subject Line of your email should be “City Light Leave and ADA Management System”.   This is important to insure proper handling of your response.
Vendors are invited to attach any brochures or materials that will assist the City in understanding their product.

Upon receipt and review of the Specifications Checklist, the City will inform those Vendors that the City wishes to invite to make a presentation, and provide a scheduled time.  Presentations will take place on the “On-Site Presentation Date” given on page one.
A. Vendors invited to make a presentation will be able to use the audio-visual equipment, including data projectors, screens and an internet connection provided by Seattle City Light.  Vendors will be expected to provide their own computers for the presentation.
B. The presentation will be made to approximately twelve people, and should be about one hour in length, allowing 30 minutes for questions and answers.

Cost of Preparing Submittals

The City will not be liable for any costs incurred by the Respondent to prepare, submit, and present Submittals, perform interviews and/or demonstrations.


Proprietary and Confidential Material

By submitting a response, the Respondent agrees that the City of Seattle and its member agencies may copy and distribute the response, in whole or in part, for the purpose of facilitating the review of the response. The Respondent consents to such copying by submitting a response and warrants that such copying does not violate the rights of any third party. By submitting one or more responses, the Respondent thereby grants the City of Seattle and its member agencies the right to use the ideas and to adapt or modify the Respondent’s ideas, which are contained in the response.

5. Confidentiality and RFI Ownership

All responses to the RFI will become the property of the City of Seattle and will not be returned.

The State of Washington’s Public Records Act (Release/Disclosure of Public Records)

Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are considered public records.  These records include but are not limited to bid or proposal submittals, agreement documents, contract work product, or other bid material.  

The State of Washington’s Public Records Act requires that public records must be promptly disclosed by the City upon request unless that RCW or another Washington State statute specifically exempts records from disclosure.  Exemptions are narrow and explicit and are listed in Washington State Law (Reference RCW 42.56 and RCW 19.108).  

Respondents must familiarize themselves with the Washington State Public Records Act and the limits of record disclosure exemptions.  For more information, visit the Washington State Legislature’s website at http://www1.leg.wa.gov/LawsAndAgencyRules). 

If you have any questions about disclosure of the records you submit with your informational material, please contact the RFI Coordinator. 

Marking Your Records Exempt from Disclosure (Protected, Confidential, or Proprietary)

As mentioned above, all City of Seattle offices (“the City”) are required to promptly make public records available upon request.  However, under Washington State Law some records or portions of records are considered legally exempt from disclosure and can be withheld.  A list and description of records identified as exempt by the Public Records Act can be found in RCW 42.56 and RCW 19.108.

If you believe any of the records you are submitting to the City as part of your informational material are exempt from disclosure, you can request that they not be released before you receive notification.  To do so, you must complete the City Non-Disclosure Request Form (“the Form”) included below.  You should very clearly and specifically identify each record and the exemption(s) that may apply.  
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The City will not withhold materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Do not identify an entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria you cite on the Form.  Only the specific records or portions of records properly listed on the Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 

If the City receives a public disclosure request for any records you have properly and specifically listed on the Form, the City will notify you in writing of the request and will postpone disclosure.  While it is not a legal obligation, the City, as a courtesy, will allow you up to ten business days to file a court injunction to prevent the City from releasing the records (reference RCW 42.56.540).  If you fail to obtain a Court order within the ten days, the City may release the documents. 

The City will not assert an exemption from disclosure on your behalf.  If you believe a record(s) is exempt from disclosure you are obligated to clearly identify it as such on the Form and submit it with your solicitation.  Should a public record request be submitted to the Department of Finance and Administrative Services for that (those) record(s) you can then seek an injunction under RCW 42.56 to prevent release.  By submitting a response to this Request for Information, Respondent acknowledges this obligation; and also acknowledges that the City will have no obligation or liability to the proposer if the records are disclosed.

By submitting, the respondent acknowledges the obligation to identify such records within the responses and that the City has no obligation or liability to the Respondent if the records are disclosed.

Ethics Code.

Please familiarize yourself with the City Ethics code found online at:

http:/www.seattle.gov/ethics/etpub/et_home.htm.  Attached is a pamphlet for Consultants, Customers and Clients.  Specific questions should be addressed to the staff of the Seattle Ethics and Locations Commission at (206) 684-8500, or email:

Executive Director, Wayne Barnett, wayne.barnett@seattle.gov or

Staff members Kate Flack, kate.flack@seatle.gov and Mardie Holden, mardie.holden@seattle.gov.  
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No Gifts and Gratuities

Respondents shall not directly or indirectly offer anything (such as retainers, loans, entertainment, favors, gifts, tickets, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the respondent.  

The rule works both ways, as it also prohibits City employees from soliciting items from respondents.  Promotional items worth less than $25, may be distributed by the respondent to City employees if the respondent uses the items as routine and standard promotions for the business.

Involvement of Current and Former City Employees

The City Ethics Code has limits as to involvement of current or former City employees, official or volunteer, that is working or assisting in your response.  Become familiar with those requirements.  For questions, contact the Ethics and Elections Office (see contacts above).

No Conflict of Interest.

Respondent (including officer, director, trustee, partner or employee) must not have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluating Respondent performance.  The City shall make sole determination as to compliance.
Attachment A

Specifications Checklist
Please complete this form and submit, via email or hard copy, as instructed on page one, by 12:00 PM Pacific Standard Time (noon), July 8, 2016.
	Vendor Information

	Question
	Response

	Company Name:
	

	Product Name:
	

	Webpage:
	

	Contact Name:
	

	Contact Phone:
	

	Contact Email:
	

	Have you implemented your system to a City agency similar size to Seattle City Light?  If so, please provide reference information.
	

	What is the total number of installations of the version of the software being proposed?
	

	Was your software written by your organization or acquired from a third party?
	

	Describe any third party alliances, relationships, or dependencies.
	

	What documentation is provided with the software/system and in what format?
	

	Provide typical implementation timeline.
	

	

	System, Infrastructure and Support

	Question
	Response

	Is the application desktop or web-based?
	

	What are the type and complexity of system administration roles?
	

	What would be the technical administration requirements for City Light?
	

	Does your software integrate with Active Directory?  If so, how are users authenticated?
	

	Is the product accessible from the internet?  If so, what is required to deliver it?
	

	Will the product work from a mobile device?  Define limitations such as OS and functionality differences from desktop clients. 
	

	Does your system provide API’s?
	

	Is there anything that would require an additional or third party purchase for this product?
	

	Does your company provide disaster recovery services, and or database back-up/restore services?  If yes, please describe briefly.
	

	Provide your data security policy.
	

	What type of training is offered?
	

	Describe any training materials provided.
	

	Does your company provide telephone support for your product beyond normal Pacific Time, Mon-Fri, 8AM-5PM hours?
	

	

	Product Features

	Is this system:
	Response

	Able to manage multiple Leaves by employee name and employee ID?
	

	Able to manage multiple Accommodations by employee name and employee ID?
	

	Able to track multiple Accommodations options offered?
	

	Able to track Accommodations options cost for the type offered by employee and organization unit?
	

	Able to track provisional date?
	

	Able to track FML end date?
	

	Able to track time off requests by hours, days or week indictors (identify alternative work schedules)?
	

	Able to track Leave type length (i.e., continuous, intermittent, or reduced work schedule) from dropdown list?
	

	Able to track FML approval status (i.e., no medical certification, not covered person, insufficient earned hours, leave remaining, services, withdrawn, or denied) from a dropdown list?
	

	Able to track medical certification, authorization letters, PDF’s, notes, and other notices?
	

	Able to track employment status?  If so, able to receive updates from HRIS?
	

	Able to track manager level 1 from drop down list of City Light employees?
	

	Able to track manager level 2 from drop down list of City Light employees?
	

	Able to store and track home contact information?
	

	Able to store and track work contact information?
	

	Able to add, edit and track notes/comments? 
	

	Provide summary page or dashboard sorted by user?
	

	Able to indicate who is assigned a request?
	

	Able to locate where request is in the process?
	

	Able to track unpaid FML hours after each pay period?
	

	Able to estimate when unpaid FML hours would be exhausted if current pattern remained same and send notification?
	

	Display leave balances in hours or days according to employees work schedule?
	

	Display calendars yearly, monthly, weekly, daily or by pay period?
	

	Able to visually display a rolling calendar?
	

	Able to display time taken and time available for different types of Leave in calendar or timeline?
	

	Track and manage employee premium payments for portion of benefits when on unpaid Leave?
	

	Workflow approval process for specific types of leave?
	

	Automate the request process for employees?
	

	Automate the certification process for medical providers in compliance with all HIPAA regulations and City standards?
	

	Automate and provide notifications for Returning To Work and being away from work processes?
	

	Able to store and retrieve attachments such as medical documentation, legal notices, etc.?
	

	Able users to create and save their own custom reports within the software product?
	

	Able to export to Excel?
	

	Provide HR analytics, and custom analytics capability for the core system?
	

	Provide metrics that can be segmented and viewable in traditional reports and graphic representations?
	

	Able for year-to-year comparison reporting on leave use and incidents?
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City Non Disclosure Request Form

If you believe any statements or items you submit to the City in response to this Request for Information   are exempt from disclosure, you must identify and list them below.  You must very clearly and specifically identify each statement or item, and the RCW exemption that applies.  The City will not exempt materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  You may not identify the entire page, unless the entire page is within the exemption scope. Only records properly listed on this Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 

___    I do not request any information be withheld.

___   I request the following specific information be withheld.  I understand that all other information will be considered public information.  For each statement or item you intend withheld, you must fill out every box below.


		Document Page: Specify the page number on which the material is located within your submittal package  (page number)

		Statement: 


Repeat the full text you request to be held as confidential

		RCW Exemption:  Specify the RCW exemption  including the subheading 



		

		

		



		

		

		



		

		

		





For this request to be valid, you must specify the RCW Exemption that applies.  Your options include one of the following:


1.  RCW 42.56.230.3 – Personal information -  taxpayer 


2. RCW 42.56.230.4 – Personal information – Credit card numbers and related


3. RCW 42.56.240 -  Investigative, law enforcement and crime victims


4. RCW 42.56.250 – Employment and licensing – specify the applicable subheading


5. RCW 42.56.260 - Real estate appraisals


6. RCW 42.56.270 (Items 1 through 17) – specify which subheading.


7. RCW 42.56.270 (items 1 through 17) – specify applicable subheading
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THE SEATTLE ETHICS & ELECTIONS COMMISSION

The SEEC is a seven-member, independent panel
of citizen volunteers. The Commission and its staff
are responsible for administering the City of Seattle
Ethics, Elections, and Whistleblower Protection
Codes. Three Commissioners are appointed by the
Mayor, three by the City Council, and the seventh
by the other six. They are confirmed by the City
Council and serve overlapping three-year terms.

The Commission is supported by a staff of six
employees who provide training, investigate
complaints, and issue advisory opinions.

TRAINING AND INFORMATION

Ethics training and brochures are available by
request. Information is also available at the
Commission website: http:/www.seattle.gov/ethics/.

CoMMISSION MEETINGS

You are invited to attend any Commission meeting.
Meetings are usually the first Wednesday of the
month in the Seattle Municipal Tower.

Copies of the meeting agenda, including time and
location, are in our office and on our Internet web
site under Commission/Agendas & Minutes. You
can also call 206-684-8500 for meeting times and
locations.

This brochure highlights portions of the Seattle
Ethics Code, SMC 4.16. The complete law is on the
City Clerk’s Seattle Municipal Code (SMC) web site,
http://clerk.ci.seattle.wa.us/~public/code1.htm.
Copies are also available in the SEEC office.

ETHICS COMPLAINTS AND CONSEQUENCES

Anyone who feels a City officer or employee has
violated the Ethics Code may complain to the Ethics
and Elections Commission. Commission staff will
investigate whether there is a Code violation.

If it is found that an employee or official violated the
City’s Ethics Code, the Commission may fine that
person up to $5,000 per violation plus costs and
restitution. The Commission may also recommend
disciplinary action, including suspension or discharge.

A complaint may be dismissed if there is no violation
of the Code or if the violation is minor and inadvertent
or has already been remedied.

ADVICE

City employees and officers may seek advice on
whether a planned action or activity raises issues
under the City’s Ethics Code.

@) city Of Seattle
ETHICS AND ELECTIONS COMMISSION

Seattle Municipal Tower
700 Fifth Avenue, Suite 4010

Mon - Fri: 8am - 5pm
Tel: 206-684-8500 Fax: 206-684-8590
E-mail: ethicsandelections@seattle.gov
Postal mail: PO Box 94729, Seattle, WA 98124-4729

Internet: http://www.seattle.gov/ethics/
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@ City of Seattle

An Explanation

of the
City of Seattle’s
Ethical Standards
for

Contractors, Vendors,
Customers and Clients

This pamphlet is intended to help you understand
the conduct expected of City employees, elected
officials, and members of City boards and
commissions under the Seattle Ethics Code.

SEATTLE ETHICS AND ELECTIONS
COMMISSION

Your advocate for fair, open, and honest government.





An Explanation

The City of Seattle’s
Ethical Standards

Contractors, vendors, customers, and clients:
We appreciate doing business with

you and hope that you find this
information helpful.

The Code of Ethics
Seattle Municipal Code (SMC) 4.16

The Seattle Ethics Code was created to inspire
public trust in City government and ensure that
City officers and employees are “independent,
impartial, and responsible to the people.”
The law is administered by an independent
commission of citizen volunteers.

The Code sets ethical standards about work
activities, business relationships, and the use
of City resources that apply to all City employees,
elected officials, and members of most City
boards and commissions.

This brochure highlights areas of the Code that
pertain to contractors, vendors, and regulated

parties, and also to customers and clients. It is
one of our efforts to increase awareness of the
Code and to help you better understand what

employees can and cannot do.

If you would like more information or have

questions, please call us at 206-684-8500

or visit our web site:
http://www.seattle.gov/ethics/

This brochure is a general summary of the

Seattle Ethics Code. If you have questions

or would like advice on a specific issue,

please contact Commission staff.
206-684-8500

HIGHLIGHTS

THANKING CITY EMPLOYEES

The best way to thank a City employee is to
write a letter of praise to the employee’s
supervisor. City employees may not accept
gifts, loans or other things of value in
appreciation for their work or services.

Example: Employees responsible

for purchasing cannot receive

gifts or premiums for the City

orders they place.
Employees may accept promotional items or
items such as flowers or candy to share with co-
workers or the public, as long as they are valued
at $25 or less. However, the Commission limits
the value of such items to $50 from a single
source in a calendar year.

SOLICITING ITEMS
City employees may not ask people with whom
they do City business to donate items, whether
for personal, charitable, or other purposes.
Example: Inspectors may not ask businesses
they inspect for donations of meeting spaces
or supplies.
No FREE MEALS
Employees may not accept free meals from
people with whom they do City business, or from
people who wish to do business with the City.
Example: An employee who is
meeting with a vendor or client
for lunch cannot have the lunch
paid for by the vendor or client.

REFRESHMENTS AT MEETINGS
Employees may accept basic refreshments—
such as coffee, tea, soft drinks, doughnuts, or
cookies—when attending meetings in your office.

USE oF CITY FACILITIES AND RESOURCES
City employees cannot use City
resources for non-City purposes.
City property, including City paid
time, vehicles, and equipment, may
only be used for a City purpose.

CONFLICT OF INTEREST
Employees may not take part in City business
where they, or an immediate family member,
have a financial or private interest. Employees
also may not take part in City business where
they would appear to have a conflict of interest.

Example: City employees must withdraw from
a vendor selection process if one of the
competitors is the employee’s spouse or
domestic partner, or if a competitor has been
the employee’s business partner or client
within the last twelve months.
ADVERTISING
Employees cannot use their positions for
anyone’s private gain or use City resources
for a non-City purpose. Therefore, they cannot
hand out or post advertising materials.

INVITATIONS TO SEMINARS & CONFERENCES
> City employees may attend
°m = o educational programs paid for by
City vendors or potential vendors
only under limited conditions. Neither the City
nor the employee can accept reimbursement for
expenses incurred that are not allowable under
the City's Travel Policies and Procedures. In all
cases, the event must serve a City purpose
Example: An employee may not attend a
conference at your expense unless you are
required by contract to provide training or
education to City employees, or the employee
is directed by his or her supervisor to attend.
Reimbursement for travel or lodging must be
made to the City, not to the individual.

AFTER LEAVING CITY EMPLOYMENT
Employees must wait one year after leaving
the City before they can (i) assist others in
proceedings involving their former agency, (ii)
assist or represent others on matters in which
they were officially involved, or (iii) compete for
contracts when they helped determine the scope
of work or the process for selecting a contractor.

Example: For one year, former employees
may not assist their new employers in seeking
permits from the City department they left.






