RESOLUTION NO. 14-10
CITY OF BUCKLEY, WASHINGTON

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
BUCKLEY, PIERCE COUNTY, WASHINGTON AMENDING
SECTION SIX (6) OF THE “CITY OF BUCKLEY PERSONNEL
POLICY AND PROCEDURES MANUAL” TO ESTABLISH
POLICIES RELATING TO THE PROVISIONS OF UNPAID
RELIGIOUS HOLIDAYS FOR EMPLOYEES AS REQUIRED
BY SB 5173.

WHEREAS, the City Council adopted the most current version of the “City of
Buckley Personnel Policies and Procedures Manual” on May 13, 2014; and

WHEREAS, on March 31, Governor Inslee signed into law SB 5173 giving
public employees two unpaid religious holidays per calendar year; and

WHEREAS, SB 5173 was designed to provide flexibility to employees of faiths
like Islam or Judaism whose holy days do not fall on legal holidays; and

WHEREAS, SB 5173 amends RCW 1.16.050, which defines legal holidays
recognized by the state of Washington; and

WHEREAS, RCW 1.16.050 covers employees of the state and its political
subdivisions under which counties, cities and towns are encompassed; and

WHEREAS, SB 5173 took effect June 12, 2014; and

WHEREAS, the City Admin and Finance Committee drafted an amendment to
Section 6 of Personnel Policies and Procedures Manual that makes provisions for this
new requirement on July 15, 2014 and recommends that the City Council adopts the
revision; and

WHEREAS, the City Council concurs with the Committee recommendation and

desires to amend the Personnel Policies and Procedures Manual as presented;

NOW THEREFORE BE IT RESOLVED that the City Council of the City of
Buckley hereby adopts the City of Buckley Personnel Policies and Procedures Manual
Revision #12 as attached in Exhibit “A” attached hereto and incorporated herein by this

reference.
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Introduced, passed and approved this 22nd day of July, 2014.

Lt G4

Pat @mson, Mayor
ATTEST:

O{"Mubﬂz)%ﬁj

Joanne Starr, City Clerk

APPROVED AS TO FORM:

Phil Olbrechts, City Attorney POSTED: July 23,2014
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Section 1
Introduction

1.01 Purpose

1.02 Policy

1.03 Goals

1.04 Administration & Responsibility
1.05 Distribution & Maintenance
1.06 Employees Covered

1.07 Super Seder

1.01 Purpose

The purpose of this Personnel Manual is to provide for a personnel management
system within the City of Buckley government that deals with all employees in a
fair and equitable manner while facilitating efficient service to the citizens of the
community.

1.02 Policy

a) The City of Buckley will assure that recruitment, selection, retention and
separation of city employees is based on qualifications and fitness, and is in
compliance with federal and state laws.

b) The city will provide for equal opportunity in employment practices and
standards.

¢} The city will clarify through policies and procedures the rights and
responsibilities of its employees.

d) Employment with the City of Buckley depends on the need for work to
be performed, the availability of funds, and the effective performance, good
conduct, and continuing fitness of the employee for the position.

1.03 Goals
The goals of the policies established by this Manual include:

a) To have city services as nearly perfect as it is possible to make them by
encouraging employees to perform their duties to the best of their ability
and to provide city services to the citizens of Buckley in a courteous and
professional manner.
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b) To facilitate harmonious relations and clear communication between
elected officials, administrators, managers, supervisors and employees.

c} To provide fair compensation for duties performed by its employees
within the financial capacity of the city, including the provision of benefits
and adequate working conditions.

d) To provide a fair and open process for employees to air grievances or
complaints without fear of recrimination, and a process for handling

employee disciplinary matters.

e) To provide an efficient personnel management system that deals with all
employees in an equitable and uniform manner.

1.04 Administration & Responsibility

The City of Buckley is a second class code city of the State of Washington,
operating under the Council-Mayor form of government.

a) City Council - The City Council provides for uniform personnel policies
and procedures through appropriate Council action. The City Council also
determines the budgetary appropriations for all personnel costs, and
approves personnel levels and positions through the budgetary process.

b) Mayor - The Mayor is the Chief Administrative Officer of the city and is
responsible for the initiation and administration of personnel policies for all
employees. The Mayor may delegate the administration of policies as
deemed appropriate. Where these policies specify Mayoral authority, those
duties may be performed by the Mayor’s designee as assigned.

c) City Administrator - The City Administrator supervises all departments
in the best interests of the city and its employees.

d) Department Managers - The Department Managers are responsible for
specific departmental provisions of the personnel program. These
provisions include, but are not limited to assignment of duties, scheduling,
performance evaluation, training and discipline.

e) Individual Employee - The City of Buckley strives to provide efficient,
professional and courteous service to all city residents. To accomplish this
goal, the Mayor and the City Council ask that every employee perform their
duties to the best of their ability as a representative of the city.
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Each employee should understand these personnel policies keeping in
mind the City’s public service mission. It is the employee’s responsibility
to meet desirable levels of performance of these public duties. Employees
are encouraged to ask their Department Manager any questions about the
Personnel Policies & Procedures, and discuss concerns or suggestions
regarding the employee’s job.

1.05 Distribution & Maintenance

Each employee will be issued one copy of this Manual and will be responsible for
reviewing the policy and procedures and verifying such by signing the
confirmation statement in Appendix A.

Three official copies will be maintained by the City Clerk’s Office and open to
employee and public inspection on request.

1.06 Emplovees Covered

These personnel rules apply to all city employees except elected officials,
independent contractors, or employees specified as exempt by the Mayor or as
otherwise exempted by other contract /agreements or as specified in these
policies; provided however, in cases where these personnel policies conflict with
collective bargaining agreements duly agreed upon between authorized
employee organizations or unions and the city, the provisions of the collective
bargaining agreements shall govern.

1.07 Super Seder

The city specifically reserves the right to repeal, modify or amend these policies
at any time, with or without notice. As the need arises, the Mayor may modify
these policies, except that the City Council, by resolution, shall enact any changes
in compensation or benefit levels. None of these provisions shall be deemed to
create a vested contractual right in any employee or to limit the power of the
Mayor or City Council to repeal or modify these rules. The policies are not to be
interpreted as promises of specific treatment.

All prior rules, regulations, policies and manuals of the city, which may be in
conflict, are superseded by this manual, unless otherwise specified.

Should any conflict arise between the rules established in this Manual and any
ordinance of the city, such ordinance shall take precedence. If any section, sub-
section, paragraph, sentence, clause or phrase of this Manual is found by a court
of competent jurisdiction to be invalid or illegal, such findings shall not affect the
validity of the remaining portions of this Manual.
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These policies and procedures are subject to all applicable existing or future laws
or regulations of the State of Washington and the Federal government (as
amended from time to time). Wherever there is a conflict between the provisions
of these policies and procedures and any applicable law or regulation, the
provision of the law or regulation shall govern.
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Section 2
Definitions

2.01 Anniversary Date: The anniversary date shall be the first day of the month
closest to the date of initial appointment to a regular budgeted position, and shall
be used to calculate sick and annual leave accrual, and years of service. For years
of service, employment must be continuous or broken only by approved leave of
absence. The calendar month shall be divided from the 1st to the 15th and the
16th to the last day, with the anniversary date established by determining in
which half the date of appointment occurred. For salary adjustments and step
increases, “anniversary date” shall mean the first day of the month closest to the
date of appointment to the position that the employee is currently serving.

2.02 Appointing Authority: The Mayor of the City of Buckley.

2.03 Appointment Status - Regular Full-Time: Those who are not in a
temporary or probationary status and who are regularly scheduled to work a 40-
hour week. Generally, they are eligible for the City’s benefit packages, subject to
the specific terms, conditions, and limitations of each benefit package.

204 Appointment Status - Probationary: Those whose performance is being
evaluated to determine whether further employment in a specific position or
with the City is appropriate. Employees who satisfactorily complete the
probationary period will be notified of their new classification. Generally, they
are eligible for the City’s benefit packages, subject to the specific terms,
conditions, and limitations of each benetit package.

2.05 Appointment Status - Regular Part-Time (with benefits): Those who are
not assigned to a temporary or probationary status and who are scheduled to
work 30 hours or more, but less than 40 hours per week. These employees are
eligible for the City’s full benefit packages, subject to the specific terms,
conditions, and limitations of each benefit package.

2.06 Appointment Status - Part Time (partial benefits): Those who are not
assigned to a temporary or probationary status and those who are regularly
scheduled to work less than thirty (30) hours per week. These employees are
eligible for the City’s benefit package on a pro-rata basis, subject to the specific
terms, conditions, limitations of each benefit package. Part-time employees who
are not regularly scheduled, regardless of the number of hours, are not entitled to
benefits under this personnel manual, provided, however, that the employees
will be entitled to all benefits required to be provided in accordance with state
and federal law and under the provisions of the City’s insurance policies.

10
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2.07 Appointment Status - Temporary or Seasonal: Those who are hired as
interim replacements, to temporarily supplement the work force or to assist in
the completion of a specific project or as seasonal staff. Staff assignments in this
category, while they may be of either a full-time or part-time nature, are of a
specified and limited duration, not to exceed eight months in any 12-month
period. Employment beyond any initially stated periods does not in any way
imply a change in staff status. Temporary staff retains that status unless and until
notified in writing of a change. The City may offer healthcare coverage to certain
temporary employees and their dependents on a self-pay basis. In order for a
temporary employee to be eligible for this benefit on a self-pay basis the
employee must be appointed to a temporary position that is intended to continue
for at least 6 months.

2.08 Appointment Status - Acting: An appointment for a limited period of time
of a current employee to a higher classification to fill a temporary or emergent
need.

2.09 Chemical Dependency: Addiction to alcohol or chemical substances of a
prescription or illegal nature.

2.10 City: The municipal corporation of the State of Washington known as the
City of Buckley.

2.11 City Council: The elected legislative body of the City, composed of seven
members.

2.12 Classification Specification: A written documentation of all job duties and
responsibilities for each position classification in the City, in the form of a
classification specification for each authorized classification.

213 Classification Plan: A written documentation of all job duties and
responsibilities for each position classification in the city, in the form of a
classification specification for each authorized classification.

2.14 Controlled Substances: Those substances whose dissemination is regulated
by state or federal law including, but not limited to, narcotics, depressants,
stimulants, hallucinogens, cannabis and other drugs.

2.15 Drugs: Any substance which, in the opinion of his or her supervisor, impairs
an employee's ability to perform his or her job or which poses a threat to the
safety of others. This definition includes prescription and over-the-counter
medications.

2.16 Day: Means a twenty-four (24) hour period.

1
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2.17 Days: Means consecutive calendar days, unless otherwise specified.

2.18 Demotion: The movement of an employee from a position in one pay grade
to a position with a lower pay grade; or the movement of an employee from one
pay step within a pay grade to a lower pay step within the same pay grade.

2.19 Department Manager: An employee of the City who, for the purpose of this
manual, serves as the department supervisor or who has been designated by the
City Administrator as a member of the city's management team.

2.20 Employee - Individual: Any individual appointed to a position of service
with the City.

2.21 Employee - Full Time: An employee who has received an appointment to a
budgeted position on a full work week, year around basis.

2.22 Employee - Part Time: An employee who has received an appointment to a
budgeted position on less than 40-hour work week basis.

2.23 Exemptions (Exempt Employees): An employee determined to be exempt
from the provisions of the Fair Labor Standards Act.

2.24 Family - Immediate: A relative by blood or marriage, or legal adoption, who
is a member of the employees household under the same roof; or, regardless of
residence, any parent, step-parent, grandparent, spouse, state registered
domestic pariner, child, brother, sister, or grandchild of the employee.

2.25 Grievance: An employee's verbal or written expression of dissatisfaction
with some aspect of these rules and regulations affecting him or her, for the
purpose of resolving their concern.

2.26 Holiday: Those special days off granted to the employees in addition to
vacation and sick leave.

2.27 Impaired: A deterioration of an individual’s judgment and decrease in his or
her physical ability. Used primarily in criminal law; driving under the influence
of alcohol/drug law in regards to a person’s physical or mental impairment.

2.28 Lateral Transfer: An employee transfer from one classification to another
classification with the same pay grade, or within the same classification or pay
grade from one department to another.

1
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2.29 Layoff: Non-disciplinary termination of an employee, either permanently or
for a specified period of time, due to financial circumstances or a change in the
need for which the position held was created.

2.30 Leave: An authorized absence from regularly scheduled work hours which
has been approved by the proper authority.

2.31 Letter of Appointment: The document officially assigning a person to a
position within the City which may also be a two-party agreement or contract if
signed by the employee and approved by the Mayor and City Council.

2.32 Merit Increase Date: The date on which the employee receives the annual
pay increment within the current salary range.

2.33 Overtime: Time a non-exempt employee is directed or authorized to work in
excess of the regular week.

2.34 Performance Evaluation: A written appraisal of work performance of an
employee designed to inform management and the employee of the manner in
which the employee is meeting established work standards and to offer
constructive suggestions or requirements for improvement.

2.35 Position: A combination of duties and responsibilities assigned to and
performed by an individual.

2.36 Probationary Period: An extension of the selection process during which an
employee is required to demonstrate ability to perform the duties of the position.

2.37 Promotion: The movement of an employee from a position in one pay grade
to a position requiring duties and responsibilities of higher qualifications and a
higher pay grade.

2.38 Reallocation: The movement of a position from one pay grade to another
pay grade found to be more appropriate as a result of an analysis of the duties of
the position and classification specification.

2.39 Reclassification: The revision of a classification specification as a result of
analysis of the duties, responsibilities, minimum qualifications, and salary
requirements; may include classification title change.

2.40 Resignation: A voluntary separation from employment initiated by or
submitted by an employee.
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241 Salary Plan: A series of salary ranges for each classification of the City,
setting forth each pay step for each pay grade and adopted by the City Council.

242 Sexual Harassment: Unwelcome sexual advances, requests for sexual
tavors, and other verbal or physical conduct as defined in State and Federal
Laws.

243 Sexual Orientation: Actual or perceived male or female heterosexuality or
homosexuality including a person's attitudes, preferences, beliefs and practices
pertaining thereto.

2.44 Spouse: The wife or husband of an employee, not legally separated from the
employee.

245 State registered domestic partners: means two adults who meet the
requirements for a valid state registered domestic partnership as established by
section 4 of SB - 5336 and who have been issued a certificate of state registered
domestic parinership by the Secretary of State.

2.46 Supervisor: An employee having the authority to direct another employee
or employees within their department and recommend the hiring, transfer,
suspension, layoff, promotion, dismissal, assignment, reward, or discipline of
another employee, and the responsibility to adjust the employee's grievances.

247 Suspension: A temporary removal from duty with or without pay of an
employee for disciplinary purposes or for the purpose of investigating
accusations brought against an employee.

2.48 Termination: Involuntary separation of an employee from employment with
the City.

2.49 Work Week: The total of scheduled work hours in a calendar week.
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Section 3
General Policies and Procedures

3.01 Appointing Authority

3.02 Equal Employment Opportunity
3.03 Recruitment and Selection

3.04 Nepotism

3.05 Position Designation

3.06 Appointments

3.07 Appointment Status

3.08 Probationary Period

3.09 Employee Performance Evaluation Program
3.10 Reduction-In-Force

3.11 Re-Employment

3.12 Resignation

3.13 Exit Interview

3.14 Personnel Records

3.15 Employment References

3.16 Retention of Personnel Records
3.17 Identification of Employees

3.18 Education and Training

3.19 Suggestions

3.01 Appointing Authority

The Mayor is the appointing authority with power of appointment, discipline or
removal of all employees. The Mayor may delegate the authority to approve the
appointment, discipline or removal of employees as deemed appropriate, subject
to any applicable Civil Service Rules or provisions of valid labor contracts.

3.02 Equal Employment Opportunity

The City is an equal employment opportunity employer. The City employs,
retaing, promotes, terminates and otherwise treats all employees and job
applicants on the basis of merit, qualifications, and competence. This policy shall
be applied without regard to any individual's sex, race, color, religion, national
origin, pregnancy, age, marital status, medical condition, physical handicap or
disability.

The City will not discriminate against applicants or employees with a sensory,
physical or mental impairment, unless the impairment cannot be reasonably
accommodated and prevents proper performance of an essential element of the
job.

1
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Employees with life threatening illnesses, such as cancer, heart disease, or
AIDS/HIV conditions, or communicable diseases such as tuberculosis or
influenza, are treated the same as all other employees. They are permitted to
continue working so long as they are able to maintain an acceptable level of
performance and medical evidence shows they are not a threat to themselves or
their co-workers. The City will work to preserve the safety of all of its employees
and reserves the right to reassign employees or take other job actions when a
substantial and unusual safety risk to fellow City employees or the public exists.

3.03 Recruitment and Selection

Available positions are publicized for a reasonable period by announcements
posted on city department bulletin boards and by such other means as deemed
appropriate. Announcements may specify the title, rate of pay, duties to be
performed and required minimum qualifications.

When filling a vacancy, the City will, whenever possible, promote a qualified
employee to the position before considering outside applicants. Job openings will
be posted in-house on designated bulletin boards, and employees who can meet
the requirements of the position will be encouraged to apply

3.04 Nepotism

Members of the immediate family of city employees or elected officials members
will not be hired if one or more of the following applies, as determined by the
Mayor:

a) One member would have the authority or practical power to supervise,
hire, remove or discipline the other; or

b) One member would be responsible for financially auditing the work of
the other; or

c) One member would handle confidential material which may create the
appearance of improper or inappropriate access to that material by the

other.

3.05 Position Designation

All budgeted positions are designated as either full-time or part-time. Employees
in part-time positions that work less than a 20-hour work week are not entitled to
benefits, unless otherwise specified in the letter of appointment, employment
contract or bargaining agreement, and approved by the Mayor.
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Those employees who are not assigned to a temporary or probationary status
and who are scheduled to work 20 hours or more, but less than 40 hours per
week are eligible for the City’s benefit packages on a pro rata basis, subject to the
specific terms, conditions, and limitations of each benefit package.

Those employees who are assigned to full-time positions and who are scheduled
to work 40 hours or more per week are eligible for the City’s benefit packages,

subject to the specific terms, conditions, and limitations of each benefit package.

3.06 Appointments

a) All appointments to vacancies are made solely on the basis of merit,
efficiency and fitness for the position as determined through evaluation
and/ or testing procedures appropriate for the position.

b) All appointments to positions in the City of Buckley will be by letter of
appointment or employment contract, setting forth conditions of
employment and appointment status. The employment relationship is at
will of the parties and may be terminated at any time in accordance with
applicable personnel rules, contract or Civil Service Rules and Regulations.

3.07 Appointment Status

3.07.01 Regular. All appointments to full-time and part-time positions in the
City of Buckley are regular status unless special employment conditions are
necessary. If it is determined that special conditions apply, they will be
specified in the appointment letter and made a condition of employment.

3.07.02 Probationary. All new employees appointed to regular positions are
in probationary status and subject to the conditions of the probationary
period.

3.07.03 Temporary. A temporary appointment may be made to any position
in the City of Buckley. Temporary appointments are for a limited period of
time and employees are not entitled to city benefits unless authorized by the
Mayor as special conditions. All conditions of a temporary appointment
will be specified in the letter of appointment or contract. Seasonal
employment is considered temporary appointment status. Temporary
employees do not attain regular status in the classification, have no
grievance rights and may be terminated at will.

3.07.04 Acting. When the need arises to fill a position due to approved leave
of absence, disciplinary actions or when a vacancy exists, a current regular
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status employee may be appointed "acting" to a position of higher pay
grade or to a position of differing classification. Such appointments are for a
[imited time to fill a temporary vacancy. Employees will not attain regular
status in the higher position from an acting appointment and will be
returned to the previous classification. No probationary period is required
for an acting appointment.

3.07.05 Trial Performance. A regular status employee promoted to a
position of changed responsibility, new duties, or higher pay within the city
will serve a six-month tfrial performance period in the new position. This
trial performance is to ensure the employee meets the desired performance
levels of the higher position which will be determined through written
performance evaluations. If it is determined that the promoted employee
cannot for any reason perform the duties of the higher position as required,
they will be returned to the former position, if vacant, or similar vacant
position within the same department.

3.08 Probationary Period.

3.08.01 All regular status employees with the exception of a Department
Manager, whether part-time or full-time, will be required to serve a
probationary period for six months from the date of employment. A current
employee in any appointment status may be placed on probation for
disciplinary reasons after the initial six month probationary period has been
served.

Department Managers will be required to serve a probationary period for
twelve months from the date of employment.

3.08.02 At appropriate intervals, the Department Manager will determine
through a written Employee Performance Evaluation whether each
employee is performing the job satisfactorily. If the employee's performance
is satisfactory after the appropriate probation period the Department
Manager will recommend to the Mayor through the final written evaluation
that the employee be taken off probation and placed on regular status.

3.08.03 If an employee's performance is not satisfactory during the
probationary period, the Department Manager may recommend
termination of employment at any time during the probation or, in special
circumstances, request that the Mayor extend the probationary period up to
an additional six months, and shall be specified in writing to the employee.,
In the event the employee's performance is still unsatisfactory, the employee
may be terminated at any time within the extended probationary period.
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3.08.04 A probationary status employee will accrue vacation and sick leave
and receive all other benefits of regular status employees. However,
vacation leave will not be taken during any probationary period.

3.08.05 A probationary status employee has no grievance rights and may be
terminated at will.

3.08.06 Provisions for length of probationary period and termination during
the probationary period are subject to any applicable Civil Service rules for

those classifications covered under Civil Service Rules and Regulations.

3.09 Employee Performance Evaluation Proeram

An employee performance evaluation program, as authorized by the City
Administrator, will be conducted for all employees as determined necessary by
the supervisor/rater, but not less than yearly. Probationary status employees will
be evaluated per Section 3.08.

3.10 Reduction-In-Force

Fluctuating revenue and budget conditions may from time to time force the city
to reduce personnel in one or more departments or programs. This reduction
may be accomplished by either of the following methods:

3.10.01 Lateral Transfer: This is a method of employee transfer from one
classification to another classification with the same pay grade or within the
same classification or pay grade from one department to another. When
done for budgeting purposes, such transfer would normally be for the
duration of the financial problem only. A lateral transfer must be approved
by the Mayor.

3.10.02 Layoff: A layoff is a method of permanent termination of the
employee due to financial circumstances or a change in the need for which
the position or positions was created. A layoff must be approved by the
Mayor. No regular employee shall be laid off while another person in the
same classification is employed on a probationary, temporary, acting or
part-time basis. In determining which employees in any classification are to
be laid off, consideration is to be given to individual performance and then
to seniority in the positions to be affected.

3.11 Re-Employment

Regular full-time employees terminated as a result of lay-off may be offered the
first opportunity to fill comparable vacant positions that become available. These
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employees will be placed on the City's job announcement mailing list for a
period of one year from the effective date of lay-off to assist them in applying for
other job vacancies with the city for which they are qualified.

3.12 Resignation

3.12.01 An employee wishing to leave city service in good standing will file
with the Department Manager a written resignation, including a statement
as the reasons for resigning and the effective date of resignation. The
written resignation notice will be completed at least two weeks prior to the
effective date of resignation. Notice requirements may be waived by the
Department Manager.

3.12.02 The City Administrator and Department Managers shall be subject
to Rule 3.11.01 except that they shall be required to give at least four weeks
notice to the Mayor. Notice requirements may be waived by the supervisor.

3.12.03 A copy of the resignation notice and a final performance evaluation
report shall be placed in the personnel file of the employee.

3.13 Exit Interview

3.13.01 In the event of separation from employment of a regular status
employee, an exit interview shall be conducted with the employee. All
terminating employees will receive an Exit Questionnaire prior to the exit
interview. The exit interview will be conducted on the employee’s last work
day.

1. In the case of any separation from employment, the exit interview wiil
be conducted by the Department Manager and will consist of a discussion
of:

a) The reasons for separation from employment, ie. resignation,
termination, and lay-off including re-employment options, if any.

b} Determination of any complicating factors of the separation,
including whether work related injuries have been sustained by the
employee.

¢) Arrangement for the return of all City-owned uniforms, equipment
and other City-owned items.

d) An explanation to the employee of the effects of separation of
employment on benefits provisions and contributions to the Public
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3.14

315

Employees Retirement System, the amount of vacation leave accrued
and the method and amount of payment.

2. The employee will be afforded the opportunity to constructively
comment on city employment through a discussion with the department

Manager, City Administrator or Mayor.

3.13.02 A summary of the exit interview will be placed in the personnel file
of the employee.

Personnel Records

3.14.01 Personnel records will be maintained for each employee and are the
property of the city. Personnel records will show the employee's name, title
of position held, the department assigned, salary, change in appointment
status, training received, with the exception of Police and Fire Department
in-service training maintained in Departmental files, performance
evaluations, fringe benefits administration, including vacation and sick
leave rates of accumulation and use, notes regarding disciplinary action or
other counseling sessions, and such other information as may be considered
pertinent.

3.14.02 Employee Records are confidential and accessible only to the
employee, the employee's Department Manager, the City Administrator
and the Mayor, or other staff assigned to the personnel file.

3.14.03 Employees are entitled to review their own personnel file at least
once annually, or otherwise upon approval of the Department Manager.
Employee review will be conducted in the presence of authorized
personnel.

3.14.04 Confidential personnel records will not be released to any
unauthorized individuals except with the written consent of the employee
or in response to valid court orders or government requests directing the
provision of information from personnel records.

3.14.05 Employees have the opportunity to submit a letter of rebuttal
regarding any information contained in their file that is in dispute.

Emplovment References

3.15.01 Unless otherwise required by a valid court order, the city will
furnish only the following information about past or present city employees
to persons outside city government.
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Dates of Employment

Current job title or job title at date of termination.
Verification of salary information

Employment references

g =

3.15.02 All requests for any information regarding past or present city
employees will be directed immediately to the City Administrator. All other
personnel will not respond directly to any requests for information. Due to
potential liability to the city, all requests for employment references are to
be referred to the appropriate Department Manager, the City Administrator
or Mayor.

3.16 Retention of Personnel Records

Personnel records that are not confidential will be maintained and destroyed in
accordance with established policy regarding public records. Confidential
personnel records and payroll records may be destroyed five (5) years after the
employee has ceased to work for the city, or at an earlier date as determined by
the Mayor.

3.17 Identification of Emplovees

3.17.01 It is the policy of the city that when on duty, all employees be visible
and identifiable to the public to the maximum extent compatible with
assigned work duties. All city furnished uniforms or work clothing are to be
maintained in a presentable manner by the employee. "Presentable manner”
will be determined by the Department Manager.

3.17.02 City-furnished uniforms remain the property of the city at all times.
Uniforms will be worn only on duty or during additional approved
volunteer activities that are identical to those performed while on duty.
Wearing of uniform items while commuting between a home and the work
location may be permitted providing that the wearer does not participate in
any interim activity where the image and good name of the city might be
negatively affected. For example, city uniforms are not to be worn in an
establishment while consuming alcoholic beverages.

3.17.03 The outer garment of each uniform furnished by the city will bear
the official insignia of the city and other such markings or emblems as each
Department Manager may specify, except that rain gear may be identified
otherwise. The Department Manager will determine the appropriateness of
the employee name on the uniform. Proper location of such insignia and
names on the uniform will be determined by the Department Manager.
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3.17.04 All employees who come in direct contact with the public outside
the City-owned buildings may be required to carry an identification card
issued by the city. If issued the card will contain name, title, department,
address and telephone number of work location; and in some
circumstances, a head and shoulders photograph and certification that said
person is an employee of the City of Buckley.

317.05 All City-issued identification, uniforms and other City-owned
materials or property in the employee's possession must be surrendered to
the city before issuance of a final paycheck upon termination of that
employee.

3.18 Education and Training

It is the intent of the city to provide maximum flexibility as well as good
budgetary control of schooling and training for employees. All training must be
job related and included in departmental budgets.

3.18.01 Education and Training

a) Education and training as required by the Department Manager will
be paid wholly by the city.

b) Funding for education expenses or training costs requested by the
employee for job enhancement may be wholly paid by the city or
shared with the employee, depending on the nature of the training and
the job-related need, as approved by the Department Manager.

c) When training is paid by the city, an employment agreement may be
required specifying length of employment duration with the city.

d) Education or training requested by the employee, where expenses
are approved for payment by the city, will be reimbursed provided a
satisfactory grade of "C" or above, or certification of satisfactory
completion, is received and that proof of completion is presented with
request for reimbursement. Expenses which may be approved by the
Department Manager and included in requests for city reimbursement
are tuition, books, and training registration fees, or a combination of
those costs.

e) Compensation for time spent by employees on training programs
will be in accordance with the Eair Labor Standards Act.

3.19 Suggestions
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All employees are encouraged to make suggestions which will improve
efficiency of city operations, or employee job satisfaction. Even ideas for other
departments of the city are helpful. Suggestions may be written or verbally given
to the employee's supervisor at any time. The supervisor will then discuss the
idea with the appropriate person or group.
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Section 4
General Conduct, Discipline, Termination & Appeal

4.01 Personal Appearance, Conduct & Attitude

4.02 Hours of Work

4.03 Standard Work Week

4.04 Attendance

4.05 Work Breaks

4.06 Disciplinary Action

4.07 Forms of and Procedures for Disciplinary Action
4.08 Termination

4.09 Pre-disciplinary Meeting

4.10 Personnel Grievance

4.01 Personal Appearance, Conduct & Atttude

Employees shall wear appropriate attire for their position and department, as
determined by the Department Manager. Most City jobs involve contact with the
public and other employees. Dress, grooming, and hygiene standards which are
compatible with a professional, business-like atmosphere and which
demonstrate respect for co-workers should be observed. A neat and presentable
appearance is required at all times while on the job and representing the City of
Buckley. Employees are expected to be positive in attitude even when dealing
with citizens under strained or emotional conditions.

4.01.01 Uniforms. Should uniforms, safety apparel, or equipment be
required for a particular position, they will be provided at City expense as
provided for in administrative regulations. Except for exigent
circumstances, uniforms identifiable with the City of Buckley shall only be
worn to and from work and during hours of work or duty.

4.01.02 Aromatic Sensitivities. Some employees may be sensitive and/or
have allergies to smells and/or fragrances. Please be courteous to those
around you when cooking strong smelling foods, such as fish, in common
areas not designated as the lunchroom, and/or eating such food at your
desk, as well as when using scented products, such as air fresheners, sprays,
potpourri, lotions, and colognes/perfumes. Scents linger and travel from
workspace to workspace affecting those that may have sensitivities.

4.02 Hours of Work

A standard work day and normal operating hours are from 8:00 a.m. to 5:00 p.m.,
with a 1T hour unpaid lunch period, or 8:30 a.m. to 5:00 p.m. with a % hour
unpaid Iunch period, Monday through Friday, except those days designated as
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official holidays. Alternative work schedules pursuant to Section 4.03.02 may be
jointly considered by the employee and the department manager subject to final
approval by the Mayor.

4.03 Standard Work Week

4.03.01 Full-time city employees work 40 hours per week. Unless otherwise
approved in writing by the City the 7 day work week for each employee
will be 12:00 midnight Sunday through 11:59 p.m. Saturday.

4.03.02 Alternative work schedules. The purpose of this provision is to
establish guidelines for alternate work schedules and hours of work for City
employees, keeping in mind that the use of alternative work schedules is
offered in the City’s discretion, and is not an entitlement for any employee.

An alternative work schedule may have several advantages, including:

+  Increased ability to serve the public who need extended hours

+  Employees travel to and from work with less stress during off-peak
hours

+  Less use of leave time due to greater flexibility in planning personal
and medical appointments

¢ Increased employee morale

+  Employees can choose to work during their most productive hours
(flextime)

+ Changes can be implemented city-wide or by department,
depending on need

+  Flex time allows employees the option of adjusting their starting
and ending times for the purpose of adapting their schedules to
optimize use of mass transit, vanpools, and carpools.

+  Reducing congestion on the highways and saving energy from
reduced commute times

4.03.03 Organizations Affected. All Departments. Should any provision
of a collective bargaining agreement (CBA) conflict with this policy, the
provisions of the CBA shall apply and govern.

4.03.04 Work Schedules. The normal work schedule of the City is the
Five/Eight Schedule. Depending on the needs of the City and the interests
of the employees, employees may be authorized to work one of the
schedules listed below:
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1. Five/Eight (5/8) Schedule. Eight hours per day, five days per week.
Generally, employees will be assigned to work either 8:30 a.m. to 5:00 p.m.
with a %2 hour unpaid lunch period, or 8:00 a.m. to 5:00 p.m., with a 1 hour
unpaid lunch period.

2. Four/forty (4/40) Schedule. Under this schedule, employees work
four 10-hour days. The fifth day is a day off. Generally the schedule will
be Monday-Thursday, or Tuesday-Friday, but may be varied depending
on the needs of the City. Generally, employees will be assigned to work
7:00 a.m. to 5:30 p.m. with a %2 hour unpaid lunch period, or 7:30 a.m. to
6:00 p.m. with a %2 hour unpaid lunch period.

3. Nine/eighty (9/80) Schedule. This schedule allows employees to
work their usual number of hours in a 2 week period (80 hours in 9 days).
The tenth day is off. Generally, employees will be assigned to work four
(4) nine (9) hour days during a seven (7} day period and four (4) nine (9)
hour days and an eight (8) hour day for the adjoining seven (7) day
period. Normal working hours are either 7:30 a.m. to 5:00 p.m. with a %2
hour unpaid lunch period, 8:30 a.m. to 6:00 p.m. with a %2 hour unpaid
lunch period, 7:00 a.m. to 5:00 p.m., with a 1 hour unpaid lunch period, or
8:00 a.m. to 6:00 p.m., with a T hour unpaid lunch period. This schedule
normally provides every other Friday off. To earn the 10% day off,
employees work nine-hour days Monday through Thursday, giving them
36 hours. Then on Friday, they work a regular eight-hour day, four hours
of which count for the first week and the other four for the next week. On
the second week, they again work Monday through Thursday for nine
hours each day, giving them 80 hours for the two weeks, and the 10t day
(Friday) off.

a) 9/80 Work Schedule Explanation. Consideration of the option for
an employee to operate under a 9/80 work schedule shall be subject to
the discretion of the Department Head and Mayor. For clarification
purposes a 9/80 work schedule as referred to in this document is a
work schedule covering a 14-day work cycle period in which an
employee is assigned to work four (4) nine (9) hour days during a
seven (7) day period and four (4) nine (9) hour days and an eight (8)
hour day for the adjoining seven (7) day period.

Shifts will be scheduled with starting and stopping times as directed
by the Department Head. Only those employees authorized by the
Mayor will be able to participate in the 9/80 work schedule. The City
reserves the right to schedule personnel on or off of the 9/80 work
schedule as necessary. Should any employee on the 9/80 plan become

2
City of Buckley Personnel Policy Adopted 5/13/04 7

RES No. 14-10 (Revision #12)



ill or injured requiring time off from the job or modified job duties,
that employee may be assigned to a five (5) day, forty (40) hour work
week.

In compliance with Fair Labor Standards Act (FLSA), the City will
establish a new work period for employees participating in the 9/80
work schedule. For the purposes of FLSA compliance, the work week
is defined as beginning at the mid-point of the eight (8) hour day
during the first seven (7) day work period, whether Friday or Monday.
The second seven (7) day work period begins at the mid-point of the
scheduled day off, whether Friday or Monday.

The purpose of defining the workweek as beginning in the middle of
an 8-hour shift is to allocate hours so that the employee is not working
more than 40 hours per workweek, and thus, is not accruing an
entitlement to overtime pay for hours worked in excess of 40 hours per
week. The employee will be required to acknowledge that he or she
understands this allocations of hours, and that no overtime hours will
be accrued, before being allowed to work this shift

4. Accruing and Using Sick Leave, Vacation Leave and Holiday Pay
While On An Alternative Work Schedule.

a) Sick leave and vacation leave will continue to accrue at the regular
rate. When an employee takes a full day of sick or vacation leave, the
time charged will be equivalent to the full number of hours the
employee was scheduled to work.

This compensates for actual time absent for regularly scheduled work
hours. For example, an employee accruing eight (8) hours per month in
sick leave is absent for a full day that he/she is scheduled to work ten
(10) hours. The time charged for sick leave would be ten (10) hours.

b) When a paid holiday falls on an employee's regularly scheduled
work day, the employee will be paid ten (10) hours of holiday pay.
Any accrued paid holiday hours must be utilized in the calendar year
in which they have been earned. Accrued holiday hours not used by
December 31st of each year will be lost to the employee; however
accrued holiday hours earned in November and December of each
calendar year may be carried over into the following year but must be
used by January 31 of that following year.

28
City of Buckley Personnel Policy Adopted 5/13/04

RES No. 14-10 {Revision #12)



5. Lunch and Break Periods. The current practice of two (2) fifteen (15)
minute paid breaks and one-half (1/2) hour unpaid lunch period shall
remain in effect.

6. Limitations. Service under any alternate schedule will NOT result in
the employee’s working more than 40 hours per work week and no
entitlement to overtime pay shall accrue on account of working this
schedule. The employee may be asked to sign an acknowledgement that
he or she will not be accruing overtime simply on account of working this
schedule, before the City authorizes this schedule.

7. Modifications. Modifications in shifts are made at the sole discretion of
the Department Head and should the 9/80 or 4/40 prove to be financially
or otherwise unfeasible or not the most efficient means of service delivery,
the City reserves the right to immediately cancel the 9/80 or 4/40, upon
notifying the employee of such an intent.

4.03.05 Flex Time - Staggered Work Hours. Depending on the needs of
the City and the interests of the employee, employees may adjust their
arrival and departure times from 15 minutes to 1 hour under any of the
authorized schedules. The may be done for a single day, or on a recurring
basis. Flex time requires approval of the Depariment Head and
coordination with the City Administrator.

4.03.06 Telework. Regular telework, also known as telecommuting or
working-at-home, is defined as a mutually agreed-upon work option
between the City and the employee where the employee works at a
telework site (home or an alternative work site) on specified days and/or
hours, and at the central work site the remainder of the time, retaining
flexibility as necessary to meet the needs of the work unit. Regular
telework may be scheduled for up to two days per week as agreed upon
by the Mayor or designee and the employee.

4.03.07 Criteria for Approval. In determining whether to consider a
request for an alternate work schedule, flex time, or telework, department
heads shall be guided by the following criteria. The primary criterion shall
be customer service. Will a change from the normal 5/8 work schedule:

+  Maintain or increase access by and service to the citizenry;
N Facilitate teamwork;

+  Facilitate supervisory assistance;

+  Increase productivity;

. Reduce traffic congestion;

29

City of Buckley Personnel Policy Adopted 5/13/04
RES No. 14-10 (Revision #12)



¢+ Reduce commuting time; or
+  Promote Energy conservation?

4.03.08 Attendance - Notices. Employees are expected to be ready to
begin work at the start of the shift. Advance notice of anticipated
tardiness is expected; notice of unavoidable tardiness is expected when
possible. Failure to do so may be construed as an unexcused absence, and
the day missed treated as unpaid leave. Tardiness must be made up
during the pay period in which it occurs. Notification by another
employee, friend, or relative is not considered proper except in an
emergency situation where the employee is physically unable to make the
notification. Nonattendance records should be maintained by each
department, including date, time absent and reason for absence. The
appointing authority will consider attendance in determining promotions,
transfers, satisfactory completion of probationary periods, and continued
employment with the City. Frequent tardiness or other attendance
irregularities is cause for disciplinary action.

4.03.09 Temporary, Part-Time, or Special Project Employees. Work
schedules and hours for part-time, temporary or special project employees
may vary from the alternate work schedules listed in this policy
depending on the nature of the duties, and will be determined by the
appropriate Department Head in consultation with the employee and City
Administrator.

4.03.10  Scheduling Commitment. Employees who have requested and
been approved for alternate work scheduling must maintain the new
work schedule for a minimum of 90 days before requesting a change from
the new schedule. Employees who have elected to continue with a normal
schedule may request an alternate schedule at any time subject to the
provisions above.

4.04 Attendance

Employees must be in attendance at their work station in accordance with the
rules regarding hours of work, holidays and leaves as set forth in these policies.
Employees are expected to be at their work station and prepared to begin work
at the starting time. Abuse of attendance or hours of work rules may result in
disciplinary action.

4.05 Break Periods
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4.05.01 Rest Breaks: Employees are entitled to one 15-minute paid work
break per four hours of work time. While rest breaks are authorized in
accordance with applicable State law, break schedules are flexible so as not
to interrupt the operations of the city. The Department Manager has the
authority to revise break schedules as necessary.

4.05.02 Meal Breaks: Employees are entitled to a maximum one-hour
unpaid break for meals for each 8-hour work day. Arrangements of meal
breaks will be approved by the Department Manager in consideration of
work schedules of the department.

4.06 Disciplinary Action and Rules of Conduct

City employees should be informed of rules of conduct and specific causes for
disciplinary action, including applicable departmental policies or rules. These
rules of conduct are formalized for each employee’s information to minimize the
likelihood of any employee becoming subject to disciplinary action through
misunderstanding or otherwise. It is the responsibility of the department
manager and immediate supervisor to ensure employees are informed of these
rules of conduct.

4.06.01 Rules of Conduct

1. The occurrence of any of the following is sufficient justification for
immediate discharge but is not considered all inclusive:

a) Theft, misappropriation or removal of city property or the property
of employees, clients or customers.

b) Knowing, intentional or repeated falsification of an application for
employment or any report, time sheet or city record.

c) Soliciting and/or accepting payments, gifts or any item of value for
services performed during the regular workday, whether the services
are performed on behalf of the city and whether city vehicles or
equipment are used.

d) Willful alteration, destruction or waste of city property, facilities,
records or equipment, wherever located, or the destruction of another
employee’s property.

e) Using, selling, dispensing, or possessing alcohol (except as
specifically authorized by the City), marijuana, illegal drugs, narcotics
or other controlled substances on city property or in city vehicles;
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reporting to work or being impaired and/or under the influence of
alcohol, marijuana, narcotics or other controlled substances while on
working time, or while on city property or in city vehicles.

t) Giving or taking a bribe of any nature as inducement for obtaining
or retaining a job or position.

g) Serious or repeated disorderly conduct, horseplay or
insubordination. Insubordination includes, but is not limited to:
neglect of duty, or refusal or failure to obey orders or instructions in
the line of duty; public disrespect displayed toward a supervisor or the
city while performing work for the city; and abusive language to any
supervisor,

h) Threatening, intimidating, coercing or interfering with supervisors
or other employees.

i} Deliberate attempts to injure another employee or fighting on city
property or during working hours.

j) Sleeping during working hours.

k) Unauthorized possession of fire arms, explosives or any dangerous
weapons while performing city work or while on city property.

1) Participating in an unauthorized work stoppage or slowdown.

m) Recklessness resulting in a serious accident while on duty, whether
on city property or while driving a city vehicle.

n) Repeated unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct as defined in State and Federal
Laws. Sexual harassment includes but is not limited to demands for
sexual favors in exchange for employment, retention of job, promotion
or other employment benefits.

o) Willful or intentional behavior or remarks based on race, creed,
color, national origin, age, sex, marital status, sexual orientation, or the
presence of a physical, sensory, or mental disability resulting in
discrimination against any employee, customer or member of the
general public.

p) Willful infraction of any departmental or city rule, regulation or
policy.
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2. The occurrence of any of the following is sufficient justification for the
imposition of lesser discipline such as verbal or written warning,
suspension without pay or disciplinary probation as set forth in the
following section, although depending on the seriousness of the offense,
the city may immediately discharge the offender. These reasons for
discipline are not intended to be all-inclusive.

a) Ignoring safety rules or common safety practices.

b) Engaging in disorderly conduct, horseplay, immoral conduct or
insubordination; using uncivil, insulting, vile or obscene language.

c) Failure to report occupational injuries or accidents promptly to the
employee’s supervisor, including motor vehicle accidents in a city
vehicle.

d) Engaging in activities other than assigned work during working
hours and/or while operating city equipment, without advance
approval by the employee’s supervisor.

e) Acting in an insulting, rude, insolent or uncivil manner toward any
customer or other person while working for the city, or while

operating city equipment or on city premises.

t) Failure to exercise the care and attention to one’s work as required
by the circumstances.

g) Smoking in restricted or prohibited areas on city property.

h) Accepting employment with another employer while on leave
without pay from the city without written authorization from the city.

i) Acting in any manner inconsistent with common sense rules of
conduct necessary to the welfare of the city or its employees.

j} Unexcused or excessive absences or tardiness.
k) Leaving work before the end of the shift or not being ready to begin
work at the start of the shift, or working overtime without permission

of management.

1) Loafing or spending unnecessary time away from the job.
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m) Unauthorized possession or use of any city property, equipment or
materials.

n) Carrying an unauthorized passenger in a city vehicle.
o) Contributing to unsanitary conditions or poor housekeeping.
p) Use of city property or time for personal financial gain.

q) Any form of discrimination or sexual harassment, as outlined in
4.06.01 (1), (n) and (o).

r) Having wages or salary subject to a writ of garnishment for three or
more separate indebtedness in a continuous 12-month period.

4.07 Forms of and Procedures for Disciplinary Action

4.07.01 The degree of disciplinary action administered depends on the
severity of the infraction and will be carried out in accordance with this
policy or in accordance with applicable Civil Service Rules and
Regulations or labor contracts. It is the responsibility of the supervisor to
evaluate the circumstances and facts thoroughly and objectively. The
supervisor will then recommend the most suitable form of disciplinary
action to the Department Manager.

1. Verbal Warning : Verbal warning should be given to the employees in
private, if possible. This type of discipline should be applied for
infractions of a relatively minor degree. Supervisors should inform the
employee that he or she is administering a verbal warning, that the
employee is being given an opportunity to correct the condition, and that
if the condition is not corrected, the employee may be subject to more
severe disciplinary measures.

2. Written Warning:

a) This notice may be issued by the supervisor or Department Manager
in the event the employee continues to disregard a verbal warning, or
if the infraction is severe enough to warrant a written record in the
employee’s personnel file.

b) The supervisor or Department Manager will put in writing the
nature of the infraction in detail and sign the notice. The Department
Manager will discuss the written warning with the employee and the

City of Buckley Personnel Policy Adopted 5/13/04
RES No. 14-10 (Revision #12)



immediate supervisor to be certain that the reasons for the warning are
understood.

c) A copy of the written warning will be given to the employee at the
time of the discussion of the warning. The original copy will be placed
in the employee’s personnel file.

d) A written warning may be removed at the request of the
Department Manager from the employee’s personnel file after a period
of one year (12 calendar months) provided that no further disciplinary
action is taken during the 12-month period. If subsequent disciplinary
action is necessary, the written warning becomes a permanent record
in the employee’s file.

3. Written Reprimand:

a) A written reprimand may be issued by the supervisor or
Department Manager in the event the employee continues to disregard
previous disciplinary measures of verbal or written warnings, or the
severity of the infraction is such to warrant a written reprimand be
made a permanent record in the employee’s file.

b} The supervisor or Department Manager will put in writing the
nature of the infraction in detail and sign the notice. The Department
Manager will discuss the reprimand with the employee and the
immediate supervisor to be certain that the reasons for the reprimand
are understood. A copy of the written reprimand will be given to the
employee at the time of the discussion of the infraction. The original
copy will be placed in the employee’s personnel file.

c) A written reprimand becomes a permanent record of the employee’s
file and may not be removed at the discretion of the Department
Manager.

4. Probation: An employee may be required to serve an additional
probationary period for disciplinary reasons for up to six months, which
may be extended once for up to an additional six months. If placed on
probation for disciplinary reasons, all provisions of probationary status
apply, unless otherwise specified. At the end of the probation, the
employee may be returned to regular status, demoted or terminated.

5. Demotion:
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a) Demotion may be used in rare instances where an employee is
clearly unable to satisfactorily perform the respomnsibilities of their
position but is capable of performing in a position of less responsibility
and otherwise exhibits the qualities of a good public employee.
Demotions may be recommended by the Department manager or City
Administrator, with final approval by the Mayor.

b) A pre-disciplinary meeting is required prior to a demotion for
disciplinary reasons.

6. Suspension:

a) This form of discipline must be recommended by a Department
Manager or the City Administrator and can only be used for a severe
infraction of rules or standards, or for continued violation after the
employee has received one or more written warnings and has made
little or no effort to improve performance. It should be applied only
after a thorough evaluation by the Department Manager or City
Administrator, with final approval by the Mayor.

b) The Department Manager will put in writing all facts leading to the
recommended suspension, and the duration recommended. A pre-
disciplinary meeting will be held with the employee to make certain
that the employee is fully aware of the reasons for the considered
action and has an opportunity to respond and supply additional
information.

c) A pre-disciplinary meeting is required prior to a suspension for
disciplinary reasons.

d) Exempt personnel are not subject to unpaid disciplinary
suspensions except in increments of full work weeks unless the
infraction leading to the suspension is for a violation of a safety rule of
major significance.

4.08 Termination

All city employees serve at the pleasure of the Mayor. Subject to any applicable
state or federal laws, or specific provisions in employment contracts, the Mayor,
or his designee, may discharge any employee at any time with or without cause.
Removal from employment should normally follow verbal and/or written
warnings previously given and made a part of the employee’s personnel file. A
pre-disciplinary meeting is required for all terminations.
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4.08.01 A regular employee terminated from employment will normally be
given at least two weeks notice with a letter of dismissal. However, in the
event the infraction or situation is so serious that it requires "on the spot"
removal, the employee will leave his work station imumediately, if so
directed by the appointing authority or his designee, and later be given a
termination letter explaining reasons for the action.

4.08.02 Copies of all disciplinary actions and termination letters are to be
placed in the appropriate personnel record.

4.08.03 A final written performance appraisal will be completed on any
terminated employee.

4.09 Pre-disciplinary Meeting

The Department Manager will provide for and arrange a pre-disciplinary
meeting prior to demotion, suspension or termination of a regular employee.

4.09.01 An employee will be provided, in writing, with a notice of the
infraction and an explanation of the reasons for disciplinary action. The
employee will be given an opportunity to respond verbally or in writing, as
to why the proposed disciplinary action should not be taken.

4.09.02 The employee may have a representative present at a pre-
disciplinary meeting.

4.09.03 The City’s explanation of the reasons for disciplinary action at the
pre-disciplinary meeting will be sufficient to apprise the employee of the
basis for the proposed action. This rule, however, will not be construed to
limit the employer at subsequent hearings from presenting a more detailed
and complete case, including presentation of witnesses and documents not
available at the pre-disciplinary meeting.

4.09.04 Should it be determined that disciplinary action is necessary
following the pre-disciplinary meeting, written notice of discipline will be
given to the employee. Such notices are to include the alleged infraction and
a general statement of the reasons for the action, and become a part of the
employee’s personnel file.

4.10 Personnel Grievance Procedure

The city will strive to assure clear communication, high morale and good will

among employees, and will attempt to resolve employee concerns through

discussion or other informal measures. Employees are encouraged to discuss any
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problems or suggestions with their immediate supervisor or Department
Manager. However, if an employee feels that all informal avenues have been
exhausted and their complaint or concern has not been resolved, that employee
may follow the grievance procedure. No punitive action will be carried out
against any employee for utilizing the grievance procedures contained in these
policies.

4.10.01 Applicability of Grievance Procedure

This grievance procedure applies to all regular non-probationary status city
employees with the exception that it does not apply to employees covered
by a valid collective bargaining agreement which contains a grievance
procedure. In some cases, uniformed personmnel may elect to use either the
Civil Service Rules & Regulations or the Administrative grievance
procedure, but not both for the same grievance.

4.10.02 Subjects of Grievance Procedure

The following subjects may be grieved: disciplinary action (as previously
described) and any questions of interpretation as to wages, hours,
classification, and working conditions in effect.

4.10.03 Procedure

All grievances are to be processed in accordance with the following
procedure, the time limits of which are mandatory and which will be
strictly enforced (See Definitions, "Days"):

Step One. The aggrieved employee will submit the grievance in
writing to the immediate supervisor within 10 days of its occurrence.
The immediate supervisor will respond to the grievance within 10
days. If the response is to request more time for investigation of fact,
the employee may concur with such time extension or may proceed to
the next step without prejudice. A copy of this response is to be sent to
the Mayor, City Administrator, Department Manager and personnel
office.

Step Two. If after receiving the response of the immediate supervisor
the employee remains aggrieved, the decision may be appealed within
10 days, in writing, to the Department Manager stating the facts of the
grievance, and remedy requested by the employee. The Department
Managet’s response to the grievance will be within 15 days. A copy of
this response is to be sent to the Mayor, City Administrator and
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personnel office. If the Department Manager is the immediate
supervisor, step two may be eliminated.

Step Three. If after receiving the response of the Department Manager
the employee remains aggrieved, the decision may be appealed within
10 days, in writing, to the Mayor. It is necessary for the written
grievance to state the nature of the grievance, along with reference to
the policy (if any) violated, and all pertinent correspondence, records
and information accumulated to date. Within 15 days of receipt of the
grievance, the Mayor will hear the appeal and render a decision in
writing within 20 days. The decision of the Mayor will be final. A copy
of the decision is to be sent to the City Clerk’s Office.

4.11 Communication Use

The City of Buckley provides or contracts for the communications services and
equipment necessary to promote the efficient conduct of its business.

Most communications services and equipment have toll charges or other usage-
related expenses. Employees should be aware of these charges and should
consider cost and efficiency needs when choosing the proper mode for business
communication. Employees should consult their supervisor if there is a question
about the proper mode of communication.

All City of Buckley communications services and equipment, including the
messages transmitted or stored by them, are the sole property of the City of
Buckley. Department Managers may access and monitor employee
communications and files as it considers appropriate. Communication services
and equipment include mail, electronic mail (“e-mail”), courier services,
facsimiles, telephone systems, personal computers, computer networks, on-line
services, Internet connections, Intranet connections, computer files, video
equipment and tapes, tape recorders and recordings, pagers, cellular phones,
voice mail, and bulletin boards.

4.11.01 Computer Usage

As a City employee, you may use computers extensively in your job. A few
rules are necessary so that everyone can get the maximum benefit from the
City’s investment in technology.

Software. In order to protect the City of Buckley’s computer system
from viruses and ensure that the software used in compatible with
City computers, only software purchased or approved by the City may
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be installed on City computers. Before installing any software not
purchased by the City, you must check with the Systems
Administrator. Games and other non-business related software may
not be installed on City computers or used on City time. Software
purchased by the City is for legitimate City business use only. It may
not be copied or taken home.

Copyright Compliance. Software is protected from unauthorized
duplication by law. The City of Buckley respects the legal rights of
software developers and expects employees to do the same. No
employee may duplicate software, or otherwise use software other
than in accordance with the terms of its license. Software that has been
duplicated without authorization may not be installed on City
computers. Copyrighted material should not be sent via City e-mail or
on the Internet.

Internet. Only employees specifically authorized by the City of
Buckley may access on-line services and the Internet. Authorized
employees must disclose all passwords to the City of Buckley and their
supervisors but should not share the passwords with other employees.
Employees” personal on-line use is allowed during approved breaks.
Employees should not duplicate or download from the Internet or
from any e-mail any software or materials that are copyrighted,
patented, trademarked, or otherwise identified as intellectual property
without express permission form the owner of the material. When
appropriate Internet material or e-mail files are downloaded, they
should be scanned using the City of Buckley anti-virus software.

E-mail. Employees must bear in mind that email is not private and its
source is clearly identifiable. Email messages may remain part of City
business records long after they have been supposedly deleted. Email
may not be used for external broadcast messages or to send or post
chain letters, messages of a political or religious nature, or messages
that contain obscene, profane, or otherwise offensive material or

language.

Employees should not use e-mail, facsimiles, or any other insecure
communication system to communicate confidential information.
Electric records, including e-mail messages, are public records subject
to Washington State’s Public Disclosure Records Act (RCW 42.17).
There are also other legal issues related to e-mail communications. In
general, e-mail is subject to discovery.
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Monitoring. Users should be aware that electronic records are not
private records. All messages and activity should be composed with
the expectation that they will be made public. Please understand that
by using the City’s computer equipment to access electronic mail or
the Internet, all users have given their consent to permit the City, at its
discretion, to inspect, use or disclose any Internet email or other
electronic communications and/or data without further notice.
Inspection is not systematic, and the city encourages and depends
upon users to report offensive or inappropriate use. The City reserves
the right to monitor all electronic records at any time and without
prior notice, to assure compliance with this policy.

4.11.02 Personal Use of Communication Systems

City communication systems and networks are provided for the conduct of
City business. However, personal use by employees of City telephone, and
voicemail, email, and Internet systems is permitted within the following
guidelines

e The use is of reasonable duration and frequency during approved
breaks or lunch periods.

e The City incurs no added costs, such as long-distance telephone charges.

e The use is not related to any illegal activity or the conduct of an outside
business.

¢ The use must not adversely affect the City or its public image.

¢ The use is not in support of any religious, political, or outside
organization activity.

* The use does not interfere with the performance of City business, the
employee’s assigned duties, or the assigned duties of other employees
and does not adversely affect the performance of the employee or the
employee’s organization.

Employees should ensure that no personal correspondence appears to be
an official communication of the City of Buckley since employees may be
perceived as representatives of the City of Buckley and, therefore, damage
or create liability for the City of Buckley. All outgoing messages, whether
by mail, facsimile, e-mail, Internet transmission, or any other means, must
be accurate and appropriate. Employees may not use City of Buckley
stationary or postage for personal letters. In addition, only the City of
Buckley may issue personalized City of Buckley stationary and business
cards.

4.11.03 Cellular Phones
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The City may require certain employees to use a cellular telephone in the
performance of their job or in emergency situations. In either case, the City
shall pay the expenses related to the purchase, lease or rental of a cellular
phone when this is required. Department Managers shall be responsible for
purchasing the cellular telephones and related equipment and maintaining
them in the City’s inventory. Employees are responsible for taking
reasonable precautions to prevent equipment theft and vandalism,
including securing the equipment in a proper manner at all times.

The City provides cellular telephones to certain employees to improve both
the services provided to the community and the communications with other
City employees for City business. Therefore, City owned cellular phones
should be used “only” for City purposes and/or in the event of an
emergency. Please limit incoming and outgoing personal cellular phone
calls to necessary calls and keep them to a minimum. When personal, long
distance use is unavoidable; employees should, if possible, log the user
charges and reimburse the City for them. Employees are responsible for all
charges incurred and are required to reimburse the City for long distance
charges in the following billing cycle.

Please remember that cellular telephones are not a secure method of
transmitting information. Employees are therefore expected to use
discretion in relaying confidential or sensitive information. The City
reserves the right to monitor the use of all City owned telephones.

4.11.04 Emergency Contact.

Employees who do not have direct access to a City of Buckley telephone
should make provisions to have emergency or other necessary incoming
calls routed to a department approved telephone or to City Hall. Although
the City of Buckley will attempt to deliver personal messages to employees,
it cannot and does not accept responsibility for the prompt or accurate relay
of these messages.

4.11.04 Improper Communication Use.

Improper use of City of Buckley communications services and equipment
will result in discipline, up to and including termination. Improper use
includes any misuse as described in this policy as well as any harassing,
offensive, demeaning, insulting, defaming, intimidating, or sexually
suggestive written, recorded, or electronically transmitted messages.
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4.12 City Credit Card Use

The City may issue charge cards to employees, elected or appointed officials to
cover authorized travel expenses and other purchases or acquisitions. The charge
card users must submit fully itemized expense vouchers using the City of
Buckley Credit Card Expense Voucher form. The official or employee must repay
any charge not properly identified or not allowed following an audit. If the
amount owed is not repaid, the City may withhold all funds that would be
payable to the officer or employee who used the charge card up to the amount of
the disallowed charges. The card may not be used by an official or employee who
has such charges outstanding, and it shall be surrendered upon demand of the
Finance Director or City Administrator.

The City’s charge card may only be used for travel, training, local business
meetings, meals, or City purchases and acquisitions. All State and City
purchasing requirements must be followed when using credit cards for
purchases and acquisitions. Personal expenses, i.e. telephone calls, purchases of
items to be kept by the employee, etc., are not allowed to be purchased on a City
charge card, and cash advances are prohibited. Employees and elected or
appointed officials using City credit cards are responsible for promptly reporting
lost or stolen credit cards to the credit card company and the Finance
Department.

Please return the City’s charge card to your Department Manager or to the
Finance Department within two (2) business days after you return from
conducting City business. Within ten days of the return of the charge card to the
Department Manager or the Finance Department, the official or employee of the
City who used the card must submit a fully itemized “Credit Card Expense
Voucher”. All expenditures require approval from the appropriate department
manager (or designee) or the City Administrator.

413 Use of City Property

City supplies and equipment must be conserved for the authorized conduct of
official business. By state law, they are not for personal use. City stationary,
supplies and postage may not be used for personal mail. Personal mail should be
delivered at an employee’s home address. Please do not use the City cash drawer
for cashing personal checks.

If you are entrusted with City equipment, materials or property to use in your
job, you are responsible for its proper use and maintenance. If you need to
borrow or take home City property for City business, you must have
authorization from your supervisor.
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All communications technology is the property of the City and may be used only
for official business. Please limit incoming and outgoing personal phone calls to
necessary calls and keep them to a minimum. When personal, long distance use
is unavoidable; employees should call collect or charge the call to a home
telephone or personal credit card, if possible, or log the user charges and
reimburse the City for them. Employees are responsible for all charges incurred
and are required to reimburse the City for long distance charges in the following
billing cycle. Other City equipment, including vehicles, should be used by
employees for City business only. An employee’s misuse of City services,
telephones, vehicles, equipment or supplies can result in disciplinary action up
to and including termination.

The City may provide a locker, cabinet, or desk for your personal belongings.
The City reserves the right to inspect City owned property with or without
notice, for legitimate business reason. The City is not responsible for employee
valuables, vehicles, or personal possessions brought onto City property.

414 Use of Vehicles on City Business

4.14.01 Use of City Vehicles

City vehicles are available for employees to use while conducting City
business. Except for incidental personal business which may be
accomplished along the route (such as stopping at a bank), City vehicles are
to be used only for City business.

With the approval of the Mayor, selected emergency response (fire & police)
and designated on-call employees may drive a City vehicl