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Schedule D: Outside Employment and Activity 
 

PURPOSE 
 
 

The City of Hamilton recognizes that City employees are engaged in 
pursuits outside of their workday. This may include, but is not limited 
to, involvement in community groups and organizations, working with 
political organizations, and/or seeking additional employment 
opportunities in addition to their role at the City.    
 
While the City supports employees in their personal endeavors, the 
outside activities of employees must align with the City’s culture and 
values and must not create a conflict of interest, contravene City of 
Hamilton policies and procedures or misrepresent the City of 
Hamilton in any way. In addition, employees’ behaviour outside of the 
workplace must not diminish the trust and confidence that the 
community has in City administration or impact the City’s ability to 
provide services to the community.  
  

DEFINITIONS 
 
Hate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Hate Activity 

 
 
Acts of hate are committed to intimidate, harm or terrify victims and 
the identifiable groups to which they belong. Victims of hate are 
targeted on the sole basis of who they are and/or the groups to which 
they belong (i.e., being Jewish, Muslim, Transgender, Black, 
Indigenous, etc.).  
 
Hate Related Incidents may involve intimidation, harassment, 
physical force or threat of physical force against a person, a group or 
a property if motivated by hatred/bias/prejudice against an 
identifiable group. Acts of hate may be committed by strangers or 
individuals well known to the victim. Perpetrators may include 
individuals, groups, organizations and institutions. Victims may be 
reluctant to report hate for a variety of reasons, including: not 
recognizing that the motivation was hate; fear of retaliation; 
embarrassment and humiliation; and/or uncertainty of the criminal 
justice system response. 

Can include, but is not limited to, verbal slurs; threats; vandalism; 
intimidation and harassment; and public messages that imply that 
members of an identifiable group are to be despised, scorned, denied 
respect and made subject to ill-treatment on the basis of group 
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affiliation. Such messages may include group symbols, slogans or 
epithets and can be transmitted in many ways (e.g., graffiti, posters, 
flyers, hate mail, over the telephone, website and e-mail content, etc.) 

 
TERMS AND 
CONDITIONS 
 
Outside Employment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Outside Business & 
Financial Activity 
 
 
 
 
 
Purchase or Lease of 
Real Property 
 
 
 
 

 
 
 
Employees shall not take outside employment, including self-
employment, if such employment: 
 

 causes a real or apparent conflict of interest; or 
 

 is performed in such a way as to appear to be an official 
act of or to represent the City; or 

 

 interferes with regular duties in any way, or involves the 
use of City premises, resources or equipment including 
but not limited to City e-mail, telephones, cell phones, or 
supplies. 

 
Where it appears that a conflict of interest might arise in 
accepting outside employment, employees must notify their 
supervisor in writing of the nature of such outside employment 
prior and receive written permission prior to the acceptance of 
such employment (See Reporting a Conflict of Interest below). 

 
  No employee participating in any outside business or financial 
activity shall do so during work hours or use the City’s facilities 
or property including but not limited to vehicles, equipment, 
tools, photocopiers, stationery, telephones or cell phones, 
computers, etc., for the benefit or purpose of such business or 
activity.  
 
No employee of the City shall directly or indirectly purchase or lease 
real property from or to the City, nor shall an employee have any 
direct or indirect interest in a company which purchases or leases 
real property from or to the City, unless this interest has been fully 
disclosed to the appropriate approving authority and unless the 
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Employees Doing 
Business with the 
City 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

purchase or lease of the real property is done through a public 
process. 
 
No employee shall knowingly approve or attempt to influence the 
approval of any license, permit, contract, agreement or other 
document on behalf of the City for his or her own personal use, or for 
the use of an individual with whom the employee has a financial or 
social relationship. This is in accordance with the City’s Procurement 
Policy By-law. 
 
No employee shall be permitted to sell goods and services to the City 
or to bid on a City contract unless:  

 extenuating circumstances exist, such as a declared state of  
emergency, or where the employee is the sole provider of a 
unique product, and  

 it can be demonstrated that the employee bid or sale of goods 
and services is in the best interest of the City of Hamilton.  

 
The employee must submit a Code of Conduct Disclosure Form that 
outlines all real and apparent conflicts of interest to 
(codeofconduct@hamilton.ca).  

 Disclosure Forms will be reviewed to determine if any conflicts 
of interest should disqualify the employee from selling goods 
and services or from participating in the bid process, despite 
the extenuating circumstances. 

 Staff involved in reviewing Disclosure Forms and confirming 
that the extenuating circumstances exist will include Legal, 
Procurement and Human Resources. 

 
Notwithstanding any extenuating circumstances, employees will be 
precluded from bidding on a City contract or from selling goods and 
services to the City for the following reasons: 

 access to confidential or proprietary information that could 
give them an unfair advantage in the bidding or sale process, 

 direct or indirect involvement in the procurement process or 
the decision-making process by virtue of their position with the 
City. 

 
Employee bids and the sale of goods and services to the City must 
be approved by Human Resources, Legal, and Procurement. Bids of 

mailto:codeofconduct@hamilton.ca
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Individual Behavior 
Outside of the 
Workplace 
 
 
 
 
 
 
 
 
 

Involvement with 
Outside Groups  
 
 
 
 
 
 
Community Board 
Activity 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

$25,000 and over also require City Manager approval. This is in 
accordance with the City’s Procurement Policy By-law. 
 
Employees must not engage in any behaviour outside of the 
workplace that: 

 Violates City polices, including the Code of Conduct and the 
Harassment and Discrimination policy  

 Falls under the City’s definition of hate or hate activity 

 Is in misalignment with the City’s culture and values 

 Is detrimental to the City of Hamilton   

 Impacts the City’s ability to carry out services 

 Negatively impacts the trust and confidence that the 
community has in City administration 

 
No employee of the City of Hamilton shall participate or otherwise be 
involved with groups who engage in hate or hate activity.  
 
When considering involvement with outside groups, employees 
should ensure that they are aware of and fully understand the 
group’s objectives, values and beliefs to ensure that they are not in 
misalignment with the City’s corporate culture and values. 
 
No employee shall accept an appointment to the Board of a 
community agency or association that deals with matters related 
to the activities of the City, without the written permission of his 
or her Director or designate.  Written permission of the Director 
or designate is not required if the employee is appointed to the 
Board of the agency or association by the City to represent the 
City’s interests.   
 
Any City employee serving on a community board shall take all 
reasonable actions to avoid any real conflict or apparent conflict 
between Board activity and the City’s interests.  Where a real or 
apparent conflict exists, the employee shall declare the conflict 
and shall not take part in, or be present for, any Board 
discussion or decision about the issue raising the conflict of 
interest.  If the conflict of interest is significant, the employee 
shall resign from the board.   
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Political Activity 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To ensure public trust in the City of Hamilton, employees must 
be, and appear to be, both personally impartial and free from 
undue political influence in the exercise of their duties. 
 
Employees engaged in political activities must take care to 
separate personal political activities from their position of 
employment with the City. 
 
Employees who are politically involved in Municipal, Provincial, 
or Federal levels of government must make it clearly 
understood that they are acting personally and not as 
representatives of the City. 
 
Employees who are running for elected office at the municipal 
level must abide by the respective legislation governing such 
elections. This includes abiding by s. 30 of the Municipal  
Elections Act, 1996 which requires that employees request 
and obtain an unpaid leave of absence beginning as of the day 
the employee is nominated and ending on voting day; and 
deems employees who are elected to office to have resigned 
from employment immediately before making their declaration 
of office. 
 
Any employee who is politically involved shall ensure that such 
involvement does not interfere with his or her ability to perform 
his or her corporate duties objectively.  
 
Employees must not engage in any political activity during 
working hours or utilize City assets resources or property.  
 
Employees shall not identify themselves as City employees 
when engaged in political activity (e.g. employees shall not 
wear clothing with the City of Hamilton logo while canvassing 
for a candidate).  
 
Notices, posters or similar material in support of a particular 
candidate or political party are not to be displayed or 
distributed by employees at City work sites or on City property.  
An employee’s decision to support a candidate or political 
party financially remains a personal decision. 
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COMPLIANCE 
 

Every employee is expected to be aware of and act in compliance 
with the Code of Conduct for Employees Policy and the related 
Schedules.  Any employee under investigation may be suspended 
with or without pay or be re-assigned to other duties pending 
completion of the investigation, depending on the particulars of the 
case and the best interests of the City. Where there is a serious 
wrongdoing, as defined in the Whistleblower By-law, that By-law 
applies. Violations of this Schedule may result in appropriate 
disciplinary measures, up to and including dismissal with cause. 

 

 
 
 


