
 
STATEMENT OF INCOMPATIBLE ACTIVITIES 

SAN FRANCISCO PUBLIC LIBRARY 
 
 
This Statement of Incompatible Activities is required by San Francisco Campaign and 
Governmental Conduct Code section 3.218.  This Statement does not specify every possible 
limitation on incompatible activities.  It is intended to provide guidance to employees about what 
types of activities are incompatible with their duties to the San Francisco Public Library.  
Engaging in the activities identified in this Statement as incompatible may subject an officer or 
employee to discipline, as well as to monetary fines and penalties.  (C&GC Code § 3.242.)  No 
discipline or penalties may be imposed for engaging in incompatible activities until the officer or 
employee has an opportunity to explain why the activity should not be deemed incompatible.  
(C&GC Code § 3.218.) 
 
Nothing in this Statement shall exempt any person from applicable provisions of other laws.  Any 
questions about the interpretation of this Statement should be directed to the Library Human 
Resources Director. 
 
I.  GENERAL 
 
The mission of the San Francisco Public Library is to provide free and equal access to 
information, knowledge, and independent learning and the joys of reading for our diverse 
community. The following activities are incompatible with that mission and may not be engaged 
in by any officers or employees of the Library: 
 
 •  Providing one Library user or group of Library users with access to Library resources 

while denying that access to another individual user or group of Library users unless 
there is an institutionally approved policy governing this situation (such as limiting 
access to children’s computer equipment to children and their parents). 

 
 •  Providing one Library user or group of Library users with services while denying those 

services to another individual user or group of Library users. 
 
 •  Failing to provide services in a non-judgmental way that is sensitive to, and supportive 

of, human differences. 
 
 •  Failing to use professional judgment, knowledge, and experience to develop and 

maintain collections, services and staff that respect and reflect the diversity of the City 
and County of San Francisco. 

 
II.  USE OF DEPARTMENTAL RESOURCES AND PRESTIGE OF OFFICE 
 
 A.  Use of Department Resources
 

City resources, including telephone, computer, fax machine, or supplies, may not be used 
for non-City purposes.  

 
  •  Notwithstanding this prohibition, occasional use of the telephone to 

communicate about personal or family matters such as doctor appointments, 



child care, transportation arrangements, or meeting times and similar de minimus 
uses will not constitute a violation of this section.  

 
  •  No calls or emails involving outside non-City employment are permitted on 

City telephones or equipment.  If a call or email relating to outside employment 
is received, the officer or employee should inform the person of the appropriate 
non-City contact information and conduct the conversation at another time not 
using City resources. 

 
 B.  Use of Prestige of the Office
 

Officers and employees may not use their City title or designation for any private gain or 
advantage.  

 
•  Officers and employees should not distribute their City business cards or use 
any other Library identification badge for any personal reason and should not use 
City letterhead or email for any non-City communication.  

 
 • Officers and employees may not present themselves in the course of an outside 

activity as a representative of, or acting in the name of, the Library unless 
specifically authorized by the City Librarian or Library Commission to do so. 

 
 • Officers and employees may not use their influence and/or position to promote 

personal agendas through exhibitions, programs, or the broadcast resources 
available through Library Media Services. 

 
• Officers and employees should not attempt to increase the number of hours 
they work with the Library or attempt to increase the compensation they receive 
from the Library by seeking contracts with SFPL to offer services they already 
provide.  Examples include, but are not limited to: 

 
•  Security guards should not attempt to gain additional hours by 
developing contracts to provide independent security services for SFPL 
or the City. 

 
•  Custodians should not attempt to gain additional hours by developing 
contracts to provide independent custodial services for SFPL or the City. 
 
•  Crafts workers such as painters and carpenters should not attempt to 
gain additional hours by developing contracts to provide independent 
painting or carpentry services for SFPL or the City. 
 
•  Employees in charge of maintaining Library web pages or producing 
Library programs for broadcast over government cable access stations 
should not attempt to gain additional hours by developing contracts to 
produce and/or maintain Library web pages or produce additional 
programs to be broadcast for the Library. 
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III.  COMPENSATION FOR ASSISTANCE WITH CITY SERVICES 
 
Officers and employees may not receive or accept payment or anything else of value from anyone 
other than the City for the performance of an act the officer or employee would be expected to or 
actually does render in the regular course of service to the Library.   
 
They also may not establish any professional employer/employee relationship or paid or unpaid 
consultant relationship with vendors who do business with the officer/employee at the Library or 
the officer/employee’s San Francisco Public Library department or branch. Examples of 
incompatible activities include, but are not limited to: 

 
 •  Serving as a sales representative, purchaser, writer, editor, or publicist for a publisher if 

the staff member is involved in ordering materials for the Library. 
 
 •  Serving as a sales representative, purchaser, programmer, editor, or publicist for a 

publisher of databases or other electronic media if the staff member is involved in 
ordering materials for the Library. 

 
•  Serving as a book binder or book repairer for companies or organizations paid to bind 
or repair books for the Library if the staff member is involved in hiring book binders 
and/or repairers for the Library . 
 
•  Serving as a consultant, exhibition designer, or preparator for a company, nonprofit 
organization, artist, or artists’ collective whose exhibitions are booked into the Library. 
 
•  Serving as an instructor for companies or organizations paid to provide training at the 
Library if the staff member is involved in hiring trainers for the Library . 

 
Nothing in this section shall preclude the receipt of a bona fide award provided to recognize 
exceptional service by a City employee, and which is not provided in return for the rendering of 
specific services.  
 
IV.  ACTS SUBJECT TO REVIEW BY THE DEPARTMENT 
 
Officers and employees may not engage in outside activities that are subject to the control, 
inspection, review, audit or enforcement of the Library. For the Library, employees may not: 
 
 •  Work for any outside company or agency which is being paid to collect fees and fines 

for overdue, damaged, or lost Library materials.  
 
V.  TIME DEMANDS 
 
Employees may not engage in outside activities with time demands that would render 
performance of the employee's duties for the Library less efficient. 
 
Furthermore, full-time employees of the Library may not accept  additional employment without 
the approval of the City Librarian. Additional employment is defined as work with either an 
outside organization or another City Department for which an employee is compensated. 
 
Request for Approval of Additional Employment
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When an employee is considering additional employment, he or she must submit the “Request 
For Additional Employment” form (DHR 1-72a) to the Department of Human Resources for 
approval.  The form is available in the Library Human Resources Division.  This form requires 
information from the intended employer and approval from the City Librarian or designee.  The 
limits on approval of outside employment are: 
 

• Additional employment is limited to a maximum of 20 hours per week,  
 
or 
 

• Additional employment is limited to no more than 11 hours (combined City employment 
and additional employment) per work day. 

 
• Approval is limited to a six-month period. Any additional employment beyond six 

months requires a new request. 
 
VI.  CALIFORNIA POLITICAL REFORM ACT CONFLICT OF INTEREST 
 
In 1974, California voters adopted the “California Political Reform Act.” This act established 
strict requirements for all City and County of San Francisco officials and employees to prevent 
them from influencing decisions that would benefit them personally or financially. 
 
Essential Requirements
 
There are two essential requirements of the Act. 
 

• There are specific classifications that require individuals to file statements of economic 
interest. Specifically, any individuals occupying a designated classification must file a 
completed Form 700 both annually and within 30 days of appointment, promotion, 
transfer, or separation. (Form 700 is available in the City Librarian’s Office.) 
 

• Any employee must disqualify himself/herself from participation in or influencing a 
decision from which the employee could profit or in which the employee has certain 
economic interests. Gifts, tickets and passes are considered income and thus subject to 
disclosure and disqualification requirements. 

 
Designated Positions 
 (This listing of designated positions is subject to change.) 
 
City Librarian 
Deputy City Librarian 
Chiefs 
Secretary to the Library Commission 
Finance Director 
Operations & Maintenance Director 
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