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Welcome to the City of Lake Forest Park

Welcome to the team. The City of Lake Forest Park (referred to as the “City”) prides itself on
having a staff of dedicated professionals and we welcome your contributions. This policy and
procedure manual has been created to help you to acquaint yourself with the City.

The City embraces a culture of open communication, hard work and dedication, and is
committed to treating our employees and each other with respect. We hope that your relationship
with the City will be mutually satisfying.

About the City

The area, which became the City of Lake Forest Park, was platted in 1912 and was one of the
region’s first planned communities. The idea was to create a community where professionals
could reside in a natural and picturesque setting. The City was incorporated in 1961. Over the
years the City has grown beyond its original one mile by one mile footprint by annexing areas
contiguous to the original City area.

Today, the City strives to maintain the natural and picturesque setting while also providing just
fewer than 13,000 residents with high quality services. The City provides services directly and
also through contracts. Police, land use and building, municipal court, sewer, park and street
maintenance are among just a few of the services offered by the City.

The City also benefits from a very active volunteer program and well attended community-wide
events. Programs include numerous volunteer task forces and commissions, crime watch, and the
parks work days.

At Will Employer

The City is an at will employer. As such, you or the City can terminate the employment
relationship at any time, with or without cause, and with or without notice. Nothing in City
policies are intended to suggest otherwise. If you have questions please ask your manager
or Human Resources.

Purpose of Policy and Procedure Manual

This manual is a compilation of policies and procedures, which have been developed to be a
resource to employees and managers alike. It is intended to limit confusion and
misunderstandings. These policies are presented as a matter of information only. They are not
contracts between the City and any of its employees, and they should not be interpreted as
making any promises of specific treatment in specific situations. No supervisor or other City
representative has the authority to modify an employee’s at-will status or make representations
that are inconsistent with the policies in this Handbook, unless the modification is in writing and
duly approved by the City Council.

Revised 2018 Page 3 Effective 2-2-2018



The policies are divided into sections covering a variety of topics. Please be sure to read the
policies thoroughly. You are responsible for knowing their contents and for following policy. At
times it may be necessary to make changes, and the City will do its best to notify you in advance.
However, it is important to understand that at times, due to City business requirements, changes
may be made with little to no notice. The City reserves the right to revise, modify, supplement,
revoke, suspend, rescind or deviate from any of its policies from time to time as it, in its sole
discretion, deems appropriate.

Some of our employees work under a collective bargaining agreement. If anything in these

policies differs from or conflicts with the applicable collective bargaining agreement, the
bargaining agreement governs.
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Chapter 1: Employee Relations

Equal Employment Opportunity

Policy Statement:

It is the policy of the City of Lake Forest Park to foster and maintain a harmonious and non-
discriminatory environment for employees, officials and members of the public who do business
with the City.

Policy:

The City of Lake Forest Park treats all job applicants and employees equally and without regard
to race, religion, color, national origin, sex/gender, marital status, military or veteran status,
pregnancy, gender identity, disability, sexual orientation, age, genetic information or other basis
prohibited by state or federal law.

This policy extends to all areas of City employment and to all recruitment selection, placement,
promotion, job assignment, compensation, disciplinary measures, demotions, layoffs, job
terminations, testing, training awards, benefits, daily working conditions, and all other terms and
conditions of employment.

Any person who believes he/she has been or is subject to discrimination by an employee of the
City of Lake Forest Park is encouraged to immediately bring the matter to the attention of the

employee’s department manager or to the City’s Human Resources Manager. Upon receipt of a
complaint, the City will investigate and take appropriate corrective action as may be warranted.

Employees who violate this policy will be subject to discipline, up to and including termination.
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Policy Prohibiting Workplace Harassment

This policy replaces any prior policy of the City of Lake Forest Park concerning sexual or other
harassment.

Policy Statement:

The City of Lake Forest Park is committed to ensuring that the practices and conduct of all its
employees comply with the requirements of federal and state laws against employment
discrimination. To that end, the City expects all employees to work in a manner that respects the
feelings and dignity of their co-workers. It is the policy of the City that all employees have the
right to work in an environment free from harassment based upon their race, color, religion,
gender, national origin, age, marital status, veterans’ status, sexual orientation, disability, or any
other protected status or characteristic protected by federal, state, or local law. Any such
harassment of employees by their co-workers or supervisors will not be tolerated by the City.

Policy:
Harassment encompasses unwelcome conduct, whether verbal, physical, or visual, that is based

upon a person’s protected status, such as sex, sexual orientation, gender identity, color, race,
religion, national origin, age, disability, marital status, veteran or military status, citizenship
status, or other protected group status. The City will not tolerate harassing conduct that affects
tangible job benefits, that interferes unreasonably with an individual’s work performance, or that
creates an intimidating, hostile, or offensive working environment.

Some examples of behavior that could constitute or contribute to harassment include but are not
limited to: using epithets, slurs, or negative stereotypes; threatening, intimidating, or engaging in
hostile acts that relate to protected status or characteristics such as those referred to above; jokes
or pranks that refer to or denigrate a protected status; or placing on walls, bulletin boards, or
elsewhere on the work premises or circulating in the workplace written, electronically
transmitted or graphic material that denigrates or shows hostility or aversion toward a person or
group because of a protected characteristic. The City’s prohibition on unlawful harassment
encompasses conduct at work, as well as off-duty behavior that adversely affects the work
environment.

Sexual Harassment

Sexual harassment is one form of prohibited, unlawful harassment. For the purpose of this
policy, “sexual harassment” is unwelcome behavior of a sexual nature that affects terms and
conditions of employment. Sexual harassment includes sexual advances, requests for sexual
favors, and other verbal or physical conduct based on sex where (1) submission to the advances
or conduct is made an explicit or implicit term or condition of employment, (2) submission to or
rejection of the conduct is used as the basis for an employment decision, or (3) the conduct has
the purpose or effect of unreasonably interfering with an individual’s work performance or
creating a hostile, intimidating, or offensive work environment.
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Some examples of behavior that could constitute or contribute to sexual harassment include but
are not limited to:

Unwelcome or unwanted flirtations, propositions, or advances. This includes patting,
pinching, brushing up against, hugging, cornering, kissing, fondling, putting one’s arm
around another, or any other similar physical contact considered unacceptable by another
individual.

Requests or demands for sexual favors. This includes subtle or blatant expectations,
pressures, or requests for any type of sexual favor accompanied by an implied or stated
promise of preferential treatment or negative consequences concerning an individual’s
employment.

Verbal abuse or kidding that is sexually oriented and considered unacceptable by another
individual. This includes comments about an individual’s body or appearance when such
comments go beyond an isolated innocuous compliment; off-color jokes or offensive
language; or any other tasteless, sexually oriented comments, innuendoes, or offensive
actions, including leering, whistling, or gesturing.

Participation in fostering a work environment that is generally intimidating, hostile, or
offensive because of unwelcome or unwanted sexually oriented conversation, office
décor, suggestions, requests, demands, physical contacts, or attention.

An employee who feels harassed should immediately tell the offending individual how they feel
and ask them to stop. If that does not work or if the employee is uncomfortable confronting the
offending individual, the employee should report the incident promptly. A complaint can be
made verbally or in writing to the employee’s supervisor, the employee’s department head or the
Human Resources Manager. In addition or in the alternative, as the employee may wish, the
complaint may be brought to the attention of the City Administrator.

A harassment complaint will be handled as follows:

1.

2.

Every complaint is to be reported promptly to the Human Resources Manager or City
Administrator either by the complainant or by the person receiving the complaint.

The complaint will be investigated as soon as reasonably practicable, normally by the
Human Resources Manager. However, choice of investigator, level of formality, and the
procedures used in the investigation may vary, depending upon the nature of the
allegations and full circumstances of the situation, including the context in which the
alleged incidents occurred.

Confidentiality will be maintained throughout the investigatory process to the extent
practical and consistent with the City’s need to undertake a full investigation.

There shall be no retaliation by the City, its officers, elected officials, supervisors, or
other employees toward any employee bringing a complaint in good faith or cooperating
with the investigation of a harassment complaint. Any person who feels they have been
retaliated against should immediately report their concern to the Human Resources
Manager or City Administrator. The City strictly prohibits retaliation under this policy,
and any sustained allegations or retaliation will lead to discipline, up to and including
termination.
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5. Where the investigation confirms the allegations, the City will take prompt corrective
action and, where appropriate, discipline the offending individual. Discipline may
include verbal and written reprimands, professional counseling, reassignment, or other
appropriate action, up to and including termination. The affected individuals will be
informed of the outcome of the investigation.

6. There may be instances in which an employee reporting harassment seeks only to discuss
the matter informally and does not wish the City to undertake an investigation or to take
further steps. In such situations, the City may arrange some informal mechanism for
resolving the issues. However, an individual reporting harassment should be aware that
the City may decide it must take action to address the harassment beyond informal
means.

The Human Resources Manager shall be responsible for disseminating information on the City’s
Policy Prohibiting Workplace Harassment, for developing training programs and guidelines for
preventing sexual or other forms of harassment, and for investigating and resolving allegations of
harassment.

All officers, supervisors, and managers (generally, “supervisors”) are assigned responsibility for
implementing this policy, ensuring compliance with and knowledge of its terms, and for taking
immediate and appropriate corrective action if they witness inappropriate behavior or receive a
complaint. Supervisors must open and maintain channels of communication to permit
employees to raise concerns of sexual or other workplace harassment without fear of retaliation,
stop any observed harassment, and treat harassment matters with sensitivity, confidentiality, and
objectivity. A supervisor’s failure to carry out these responsibilities may result in disciplinary
action up to and including discharge.

Procedure:

1. Anemployee who is being subjected to harassment or discrimination should first ask the
person or person involved to stop. At times, however, employees may not be comfortable
confronting the offender(s). Employees should know they can always make their
complaints known to their manager and/or Human Resources.

2. An employee who feels they are the victim of harassment or discrimination from an
employee, vendor, customers, volunteer or council member, should report the incident to
their manager and/or Human Resources. Upon receipt of such a report, the City will
promptly commence an appropriate investigation into the report, as determined by the
City. Complaints of discrimination or harassment will be handled with sensitivity,
discretion and confidentiality to the extent allowed by the circumstances and the law.

3. If the City concludes that unlawful harassment has occurred, prompt and effective
remedial action will be taken. This may include discipline of the harasser and other
actions to remedy the effects of the harassment and to prevent further harassment.

4. No action will be taken against any employee who in good faith files a complaint of
harassment or who assists in the investigation of such complaint by providing
information. Employees who believe they have been retaliated against for having
reported harassment or participated in an investigation of harassment complaint are urged
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to promptly notify Human Resources so their concerns may be investigated. Appropriate
corrective measures will be taken if allegations of retaliation are substantiated.

5. Employees are further encouraged to use the City’s Employee Assistance Program
(“EAP”). The EAP is confidential. Information on how to contact the EAP is available
outside the Human Resources office.

6. If a party to a complaint does not agree with its resolution, that party may appeal to the
City Administrator.
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Accommodation Policy

Policy Statement:

The City is an equal opportunity employer and does not discriminate against applicants or
employees with actual or perceived disabilities or that have a record of such disabilities.
Disabilities will be reasonably accommodated to the extent that such accommodation does not
create an undue hardship for the City, in accordance with applicable law.

Policy:

Reasonable Accommodation of Disabilities

The City complies with the Americans with Disabilities Act (ADA) and all applicable state and
local fair employment practices laws, and is committed to providing equal employment
opportunities to qualified individuals with disabilities. Consistent with this commitment, the
City will provide a reasonable accommodation to qualified employees with a disability if the
reasonable accommodation would allow the individual to perform the essential functions of the
job, unless doing so would create an undue hardship or a direct threat to the health or safety of
others.

If you would like to request reasonable accommodation, please contact Human Resources.
Human Resources will work with you (and your health care provider, as needed) to evaluate the
need for reasonable accommaodation and options for providing reasonable accommodation.

In most cases, the City will require that requests for accommodation be supported by a medical
certification from the employee’s medical provider and include options available for
accommodating the disability, as well as an explanation as to whether the accommodation
required is permanent or temporary. However, some accommodations may be easily verified,
temporary in nature and/or fairly simple to implement, in which case the City, in its discretion,
may not require medical certification. In other cases, the City may require that the employee
submit to an independent medical evaluation performed by a medical care provider selected by
the City, in which case such evaluation will be at the sole cost of the City.

Upon receiving a request for accommodation, Human Resources will meet with the employee to
engage in the interactive process and to identify and discuss any potential reasonable
accommodations. Accommodation alternatives vary and are dependent upon the particular
circumstance of each case. While the City will consider all reasonable forms of accommodation,
each accommodation determination will be made on a case-by-case basis, depending upon the
particular circumstances. The City makes no promises or guarantees that any accommodation
will be available to any given employee, and the City reserves the right to select that
accommodation, if any, which will both help the employee perform the essential functions of his
or her position and which is in the best interest of the City. The City will notify the employee in
writing of the City’s decision relating to the employee’s request for accommodation. This notice
may include approval or denial of request for accommodation and/or further options for
accommaodation.
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Reasonable Accommodation of Religious Beliefs

The City respects the religious beliefs and practices of all employees and will make, upon
request, an accommaodation for such observances when a reasonable accommodation is available
that does not create an undue hardship for the City’s business or operations. If you believe that
you need accommaodation for religious reasons, please contact Human Resources.
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Retaliation Policy

Policy Statement:

The City does not tolerate unlawful retaliation against employees, volunteers, or contractors who
engage in protected activities. The purpose of this policy is to establish and maintain a workplace
free from unlawful retaliation at the City of Lake Forest Park.

Policy:
The City of Lake Forest Park does not tolerate unlawful retaliation against employees,

volunteers, or contractors who engage in protected activities. Retaliation occurs when an
employee, volunteer, or contractor suffers employment-related adverse consequences as a result
of his/her protected activity.

Protected activities may include, but are not limited to, the following activities:

1. Reporting unlawful discrimination, harassment or retaliation

2. Cooperating in an internal investigation regarding discrimination, harassment or
retaliation

3. Testifying in a legal proceeding regarding discrimination, harassment or retaliation

4. Requesting reasonable accommodation for a disability or sincerely held religious belief

or practice

Reporting workplace safety issues

Reporting financial irregularities or the mismanagement of public funds

Reporting criminal misconduct

Filing a worker’s compensation claim

© o N o O

Serving on a jury

Employees, volunteers and contractors do not receive protection for actions taken in bad faith.
Bad faith occurs when the employee, volunteer, or contractor provides false information with
knowledge that the information provided is false.

Adverse employment-related consequences include, but are not limited to, the following:

Termination of employment
Demotion in position, responsibilities, or pay
Suspension

Other disciplinary action

ok~ w0 DN PE

Reassignment to a less desirable positon with less desirable duties
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6.
7.

Shunning or isolating

Harassment

Procedure:

1.

Any employee, volunteer, or contractor who feels that he/she has been the victim of
unlawful retaliation in violation of this policy should report this concern to the Human
Resources Manager. If the employee, volunteer, or contractor believes that the Human
Resources Manager is involved in the violation, or otherwise does not feel comfortable
reporting to this position, the employee, volunteer, or contractor should report this
concern to the City Administrator.

The complaint will be immediately investigated. Choice of investigator, level of
formality, and the procedures used in the investigation may vary, depending upon the
nature of the allegations and full circumstances of the situation, including the context in
which the alleged incidents occurred.

If the allegation is found to have merit, the City will take prompt action to correct the
unlawful conduct and remedy any violations that have occurred. Such corrective action
may include disciplinary action against those employees found to have violated policy.
Employees, volunteers, and contractors may seek redress at any time through the
Washington State Human Rights Commission, the Equal Employment Opportunity
Commission, or through a court of law. Employees, volunteers, and contractors should
attempt first to exhaust their remedies as outlined in this policy.

All supervisory employees are assigned responsibility for implementing this policy,
ensuring compliance with and knowledge of its terms, taking immediate and appropriate
corrective action if they witness inappropriate behavior and notifying the Human
Resources Manager if they receive a retaliation complaint. A supervisor’s failure to carry
out these responsibilities may result in discipline.
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Employment Relationship, Termination & Rehires

Policy Statement:

The City is an at will employer. As such, the employee or the employer can terminate the
employment relationship at any time, with or without notice, with or without cause. Verbal
promises or statements to the contrary will not form an express or implied contract and should
not be relied upon by employees. Only the Mayor, as authorized by the City Council, may alter
the at will relationship by written contract.

While not a guarantee, the City will attempt to provide two weeks’ notice in case of downsizing.
The City asks that employees provide two weeks’ notice of resignation, and may deny eligibility
for rehire should two weeks’ notice of resignation not be provided.

Policy:

Reemployment: Former employees who leave the City in good standing may be considered for
reemployment. Former employees who resigned without written notice or who were dismissed
for disciplinary reasons may not be considered for reemployment.

A former employee who is reemployed will be considered a new employee from the date of
reemployment, unless the break in service is less than six months, in which case the employee
will retain accumulated seniority. Rehired employees with a break in service of less than six
months may have their sick leave restored to the balance at the time of the voluntary termination.
Vacation is not restored.

Length of service for the purposes of benefits is governed by the terms of each benefits plan.
Employees who retire may be eligible, in certain circumstances, to be considered for rehire.

Exit Interviews: Departing employees will be asked to meet with Human Resources for an exit
interview. They will be asked to complete an exit survey. At the exit interview, the employee
will be asked to return City property and the employee will receive information regarding the
termination of their benefits and the availability of COBRA.

Procedure:
Resignation:
1. Employee should submit, in writing, a letter of resignation to their manager and are
requested to provide the City no less than two weeks’ notice.
2. The manager will forward the notice of resignation to Human Resources for the
employee’s file.
3. Human Resources will schedule an exit interview with the employee. The employee will
receive a voluntary questionnaire.
4. At the exit interview, the questionnaire will be turned in to Human Resources and Human
Resources will review benefits with the employee.
5. The employee must turn in City equipment, including keys, security cards, electronic
equipment, etc., at the exit interview.
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6. Human Resources will send an email to Leadership Team and I.T. to communicate the
employee separation.

Termination:

1. Human Resources, the Manager and the employee will meet in a private setting.

2. The employee will be provided a summary of why the termination is necessary and
information related to their benefits.

3. The employee will be asked to turn in City equipment including keys, security cards, and
electronic equipment. The employee will be asked to turn in City equipment in their
possession within 3 days of termination.

4. The final pay for hours worked will be paid out in the last pay period that an employee
has recorded hours worked (i.e. if an employee works on the 16", they will receive their
final check on the 8" of the next month). Accrued but unused vacation will be paid out in
the same final check. Human Resources will send an email to Leadership Team and I.T.
to communicate the employee separation.
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Recruitment (Non-Civil Service)

Policy Statement:

The City has a regular need to recruit and hire new staff. It is the intent of the City to limit costs
associated with turnover by having a fair and thorough recruitment process, resulting in high
quality, highly motivated and fairly compensated employees.

Policy:
All open positions within the City will be posted both internally and externally for a minimum of

5 days prior to the start of conducting interviews. At a minimum, positions will be posted on the
City’s website and an external online publication source such as Craigslist. Positions might also
be posted with other cities, online job boards, or newspapers/newsletters. The City may, in
certain circumstances with the approval of the City Administrator, use a modified hiring process
to fill certain positions, depending on the particular facts and circumstances.

Once resumes and applications are received, only the most qualified, according to the
documented job description, will be contacted for an interview. Managers are responsible for
updating job descriptions on a regular basis to ensure that the qualifications and duties are
current.

Resumes and applications will first be directed to the Human Resources Manager to verify that
the applicant meets the minimum job qualifications. They are then forwarded to the hiring
manager. The hiring manager will contact Human Resources to schedule interviews.

Only applicants who are invited for in-person interviews will receive a “decline” or “rejection”
letter or phone call if they are not chosen for the job.

Before an offer of employment is made to an applicant, a minimum of two references will be
checked. At least one of the references must be a professional reference. A background check
may be conducted.

After an offer is accepted, Human Resources will create a written offer letter and send it to the
new hire as well as generate and send rejection letters or make phone calls to candidates not
chosen for the job.

All applications and resumes for advertised positions are retained for three years. However, after
the applicant is not chosen for the initial job which they applied for, it is the responsibility of the
applicant to notify the City if the applicant is interested in a future open position.

Procedure:
1. Human Resources is notified of an opening, and posts the position both internally and
externally.
2. As resumes and applications come in, the Human Resources Manager reviews them and
forwards a copy of only qualified applicants to the hiring manager or supervisor.
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3. After screening the resumes, the hiring manager notifies Human Resources which
candidates they want to interview. Human Resources contacts the applicant, conducts a
phone screen and schedules candidates for interviews.

4. Once the hiring manager has decided upon a candidate, Human Resources will check a
minimum of the two references. At least one must be a professional reference. A
background check may also be conducted.

5. If there is an issue with references, Human Resources will consult with the hiring
manager to determine next steps (i.e., whether or not to make an offer).

6. Human Resources and the hiring manager will determine who will make the verbal offer.
However, the verbal offer will be followed up with a written offer letter. A copy of the
written offer letter will go in the new employee file.

7. Human Resources will create a written offer letter and send to the new hire. The start date
and a scheduled time for new employee orientation are included in the offer letter. In
some cases, new employee orientation may be on a date and time that the employee
would not normally work. In those cases, the new hire is still paid for their time and it
may mean overtime for that week.

8. Once the candidate has accepted the offer of employment, all other candidates who have
participated in in-person interviews will receive a written notice or phone call notifying
them of rejection.

9. Email will be sent to I.T., the receptionists, payroll, and Leadership Team alerting all that
there has been a new hire. The email will include employee name, title, department, and
start date.

10. Offer letters, applications, and resumes are placed in the employee’s personnel file.

11. Documents relating to the recruitment process such as job postings, newspaper
advertisements, resumes, applications, and references are retained in either hard copy or
electronic format for a minimum of 3 years.
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Background and Reference Checking Policy

Policy Statement:

The City desires to adopt a reference checking policy to fulfill two functions: performing pre-
employment background checks on prospective new hires and responding to requests for
employment references on current or past City employees.

Policy:

Pre-Employment Background Checks

The City performs pre-employment background checks when hiring for all positions within the
City. The purpose of performing these checks is to evaluate the qualifications and suitability of a
job candidate for the particular position for which the candidate is being considered. Conducting
background checks will help ensure the safety of the public as well as a safe working
environment.

The City is committed to ensuring that its background checking procedures comply with all
applicable laws. The City complies with the federal Fair Credit Reporting Act (FCRA), federal
and state equal opportunity laws and all other applicable legal authority that affects the
performing of pre-employment background checks.

In furtherance of these considerations, the following procedures will be followed:

1. The City will perform pre-employment background checks on all candidates for
employment prior to hire, provided that the scope of the background check may be
tailored to the position sought. In addition, if an employee changes positions within the
City, any additional required background checks for that position which have not
previously been performed will be performed.

2. All candidates will be advised that a background check will be required, and candidates
will be required to sign appropriate authorizations prior to the performing of any pre-
employment background checks.

3. Candidates who provide false or misleading information in their application and/or
authorization may be eliminated from any further consideration, or may be terminated at
any time if the misrepresentation is discovered after employment commences. Candidates
are expected to provide accurate and complete information and not to omit material
information needed to make a decision.

4. A background check will not encompass consideration of a candidate’s credit history
unless required by law, or unless such information is substantially job related and the
City’s reasons for consideration of credit information are disclosed to the candidate.

5. Pre-employment background checks should be completed before a candidate is offered a

position, when reasonably possible. All job offers should be conditioned upon
satisfactory completion of the pre-employment background checks.
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6. All candidates shall be individually reviewed and decisions made with respect to
employment based upon the totality of the candidate’s qualifications and the results of the
pre-employment background checks.

7. A candidate will not be rejected based on a criminal record unless exclusion is job-related
and consistent with business necessity. This determination will be based on the following
factors:

a. the nature and gravity of the offense(s) committed,;
b. the amount of time that has passed since the offense was committed; and
c. the nature of the job for which the candidate is being considered;

8. Where appropriate, if the City determines that a candidate’s criminal record should
preclude employment in the position sought, the candidate will be notified and afforded
an opportunity to demonstrate why the criminal record should not preclude employment.

9. Prior to taking any adverse action, appropriate notices will be sent to the candidate
pursuant to federal and any state FCRA laws.

10. The results of a pre-employment background check will be kept confidential, and
information will be shared only with City personnel who have a legitimate need to know.

References for Current or Past City Employees
All reference checks for current or past City employees must go through the Human Resources
Department.

Human Resources will respond to such requests, or coordinate with the appropriate manager to
respond and ensure that a written consent and liability release to the City are obtained from the
employee. Providing reference information without coordinating with and obtaining proper
authorization from Human Resources is a violation of City policy and could result in discipline,
up to and including termination.
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Drug Testing

Policy Statement:

It is the policy and intent of the City to provide a safe working environment for all employees,
and to provide safe and efficient services to the public, while also protecting the City from
liability, safeguard City property, and to comply with state and federal laws governing substance
abuse.

Policy:
The City is committed to a substance free work environment. As such, the City strictly prohibits

the following while at work or on City property:

1. Selling, possessing, transferring or purchasing, producing or manufacturing controlled
substances and/or alcohol.

2. Using or being under the influence of alcohol or drugs at any time while on City
premises, or while using City equipment.

3. Using a City vehicle at any time or place, whether or not performing City business, while
using or being under the influence of alcohol or drugs.

4. Reporting to work under the influence of alcohol, illegal drugs, or controlled substances.

Reporting to work when taking prescription or non-prescription medication, which could

affect job performance and/or the employee’s, coworkers’ or public’s safety, without

prior notification of an employee’s manager.

o

Employees who use City property or vehicles as part of their duties, or who otherwise perform
safety sensitive duties, must inform their manager of medicines taken that might cause
impairment, whether the drug is “over the counter” or by prescription. Employees who are
unable to safely perform their duties while using such medications should request an
accommodation. Depending upon the circumstances, employees may be assigned temporary
duties or sent home on sick leave until they are able to return to work safely.

Employees will be subject to discipline, up to and including discharge, for using alcohol, or other
controlled substances during work hours or while on City premises, or for using alcohol or
controlled substances in such a way that may affect the employee’s work performance, or for
otherwise violating this policy.

The City may require that some positions submit to pre-employment testing, and periodic
random drug and alcohol tests. Examples of such positions:

e Police Officers

e CDL Employees (Public Works)

e Other safety-sensitive positions

All employees will be subject to reasonable suspicion and/or post-accident alcohol and drug
testing as follows:

Reasonable Suspicion: Employees will be subject to a drug and alcohol urinalysis test when
there is reasonable cause to believe that drug use or alcohol abuse exists or that the employee is
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in violation of this policy. If an employee appears to be under any influence of drugs or alcohol,
the City may require the employee to submit to appropriate tests, including urinalysis or breath
tests, to confirm the existence of such alcohol or prohibited drug substance in his/her system.

Post-Accident Testing: Following an accident involving a City vehicle or while on City time, the
employee operating the vehicle shall submit to an alcohol and drug test when the employee
receives a citation under state or local law for a moving traffic violation, where damage in excess
of $1,000 is caused to the City’s or another’s property, where the accident causes injury to an
employee and/or any other individual, or where a fatality occurs as a result of the accident.
Testing should occur as soon as possible, but may not exceed eight hours after the accident for
alcohol testing and 32 hours after the accident for drug testing. An employee required to take a
post-accident alcohol test may not use alcohol for eight hours following the accident, or until a
post-accident alcohol test is given, whichever comes first.

Employees who refuse or otherwise fail to submit to such testing as required pursuant to this
policy will be considered to have tested positive and shall be subject to disciplinary action,
including but not limited to suspension without pay, requirement to attend and satisfactorily
complete a City approved substance abuse program, or receive and complete a recommended
plan as provided by the City’s Employee Assistance Program (EAP), and/or termination of
employment.

Procedure:

1. Reasonable suspicion may come from witnessed behavior by employees, customers,
vendors, or the manager.

2. Once the manager has reasonable suspicion or post-accident, he/she will remove the
employee from duty and inform the employee of the suspicion.

3. The manager will then take the employee to the collection site for testing.

4. The manager, once returning from testing, will notify Human Resources and begin the
documentation process as necessary.

5. The documentation process will include disciplinary action if required.
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Hiring Relatives and Consensual Relationships in the Workplace

Policy Statement:

The City, as an Equal Opportunity Employer, does not tolerate unlawful discrimination or
harassment. At times, however, familial relationships at work cause actual or perceived problems
in terms of fairness and favoritism. Although family relationships may exist among employees,
no manager may supervise or oversee the work of a family member.

Policy:
The City of Lake Forest Park is an equal opportunity employer and hires individuals solely based

on their qualifications and ability to do the job.

The City will consider a member of an employee’s immediate family for employment if the
applicant possesses all of the qualifications for employment. An immediate family member may
not be hired, however, if the employment would:
e Create either a direct or indirect supervisor/subordinate relationship with a family
member; or
e Create an actual conflict of interest or the appearance of a conflict of interest.

These criteria will also be considered when assigning, transferring or promoting an employee.
For purposes of this policy, “immediate family” includes the employee’s spouse, brother, sister,
mother, father, stepmother, stepfather, children, stepchildren, father-in-law, mother-in-law,
sister-in-law, brother-in-law, daughter-in-law, son-in-law and any other member of the
employee’s household.

Employees who become romantically involved with each other must notify their manager and
Human Resources of the relationship and confirm that it is consensual. Employees involved in a
consensual relationship must conduct themselves in a professional manner at all times (both
during and following the termination of the relationship, as applicable) and should not exhibit
public displays of affection while on the City premises. If the relationship ends, the employees
must conduct themselves professionally, and notify Human Resources immediately should one
party become hostile toward the other while at the workplace. If employees involved in a
consensual relationship are unable to work together in a professional, respectful and/or courteous
manner as a result of the relationship and or a break-up, one or both of the employees may be
required to terminate employment with the City.

Employees involved in a consensual relationship may not supervise each other or otherwise
create an actual or apparent conflict of interest. If employees involved in a consensual
relationship occupy positions in which one directly or indirectly supervises the other or an actual
or apparent conflict otherwise exists, the City will consider a transfer of one or both employees,
to the extent that such a transfer is available and/or feasible. However, if a transfer is not
possible or practical, one of the employees will be required to terminate their employment
relationship with the City. If the employees are unable to agree which employee is to terminate
their employment relationship, the City will make the determination based on the needs and
operations of the City.
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Employees who marry or become members of the same household may continue employment as
long as there is not:

e Addirect or indirect supervisor/subordinate relationship between the employees; or

e An actual conflict of interest or the appearance of a conflict of interest.

Should one of the above situations occur, the City will attempt to find a suitable position within
the City to which one of the affected employees may transfer. If accommodations of this nature
are not possible or practical, the employees will be permitted to determine which of them will
resign. If the employees cannot agree, the City will make a final determination.

Procedure:
1. If an employee and/or applicant has a family relationship or romantic relationship with
another employee, they must notify their manager and Human Resources.
2. Management employees are not allowed to supervise or manage the work of employees
that are family members or where there is a romantic relationship.
3. Employees who do not notify Human Resources as required by policy may be terminated
even if the two employees are not in a reporting relationship.
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Outside Employment/Moonlighting

Policy Statement:

The City recognizes that employees have financial responsibilities that may require that the
employee have outside employment. Frequently this is referred to as “moonlighting.” Full time
employees with outside employment are expected to give their full commitment to the City as
the primary employer.

Policy:

Employees who are employed in addition to the City may not, directly or indirectly, engage in
any outside employment or financial interest which may conflict, in the City's opinion, with the
best interests of the City or interfere with the employee's ability to perform his/her assigned City
job. Examples include, but are not limited to, outside employment which:

1. Prevents the employee from being available for work beyond normal working

hours, such as emergencies or peak work periods, when such availability is a

regular part of the employee's job;

Is conducted during the employee's work hours;

3. Utilizes City telephones, computers, supplies, or any other resources, facilities or
equipment;

4. May reasonably be perceived by members of the public as a conflict of interest or
otherwise discredits public service.

N

An employee who chooses to have an additional job, contractual commitment or self-
employment, may do so provided that the employee first notifies his/her department head and the
City Administrator of the outside employment.

Any employee engaged in outside employment which conflicts with the requirements of this
policy may be required to resign from such outside employment or be terminated, if the
employee refuses to resign.

Any outside employment that could potentially interfere with emergency call-out situations must
be reported to the employee's department head. If, after accepting outside employment, situations
arise which could interfere with the employee's job, the employee needs to immediately report
these situations to his/her department head.
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Minor Employment

Policy Statement:
The City makes every attempt to provide a safe working environment for all employees.

Policy:
It is City policy that employees must be age 18 or older. The City may employ minors, those

under age 18 years, as interns or volunteers on a temporary or seasonal basis.

All employees of the Public Works Department, due to the nature of work performed, must be a
minimum of 18 years of age, whether or not the position is classified as regular or temporary.

In order to be eligible for employment, a minor employee must complete a Parent/School
Authorization form, and provide a copy to the City. The form must be authorized by the parent,
and by the school, if in session. A copy of the minor’s proof of age must be attached to the
Authorization form.

The hours that minors are eligible to work are as follows:

Hours per | Hours per | Days a Begin Quit
Day Week Week
14-15
School Weeks 3hourson | 16 hours | 6 days 7am. 7 p.m. on any
any school day preceding
day a school day;
preceding 9 p.m. on
another Fridays,
school day Saturdays and
(otherwise the day
a max of 8) preceding a
school
holiday or
vacation.
Non-School 8 hours 40 hours | 6 days 7 a.m. 9p.m.
Weeks
16-17
School Weeks 4 hourson | 20 hours | 6 days 7 a.m. 10 p.m. on
any school any day
day preceding a
preceding school day;
another 12:00 a.m. on
school day Fridays,
(otherwise Saturday, and
amax of 8 the day
hours) preceding a
school
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holiday or
vacation.
School with 5hours (8 | 28 hours | 6 days 7am. 10 p.m.
variance hours Fri- (Midnight on
Sun) Friday and
Saturday)
Non-school 8 hours 48 hours | 6 days 5am. Midnight
Weeks
Procedure:

1. The minor applicant is required to complete an application for employment.

2. The minor applicant, once offered a position, will be provided the Parent/School
Authorization form. Once completed, the form is submitted to the Human Resources
department.

3. Anemployee file, with the application and authorization form, will be created for the
minor employee, and retained for a minimum of 6 years.

4. Minor employees are temporary employees and are therefore not eligible for benefits.
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New Employee Orientation

Policy Statement:
New employee orientation is required of all employees. It is an opportunity to review important
information prior to beginning department and work specific training.

Policy:
On the first day of work, all employees are required to attend new employee orientation. The

orientation is scheduled through the employee’s new manager and Human Resources.

Orientation will include the processing of important paperwork. Examples include: enroliment
for medical, dental, life and disability insurance, enrollment in retirement plans, tax withholding
forms, immigration and naturalization form (1-9), emergency contact form; receipt of employee
handbook, and others.

A general overview of the employee policy and procedure manual (may also be referred to as
handbook) will occur at orientation, but it is the employee’s responsibility to thoroughly read and
understand the information in the manual.

After orientation, the employee will meet with his/her supervisor or manager to begin training. A
City Hall tour and introduction to other employees will be part of the training.

The first six months of an employee’s employment is his/her “orientation” or “training” period.
This is the period of time during which the employee is expected to be fully trained. At the end
of six months, the manager will conduct an employee performance evaluation.

The completion of the six-month period in no way implies a long term contract of employment
and does not alter the “at-will” status of an employee’s employment.

Procedure:

1. Once the new employee is hired, Human Resources and the manager coordinate the new
employee orientation time. New employee orientation is the first day of work but may be
scheduled with other new employees or at a time that is most convenient for the
department.

Orientation takes place in the Human Resources office.

The Human Resource Manager will conduct new employee orientation.

New employee orientation is scheduled for approximately 30 minutes.
Orientation will include going over important forms and policies.

Once orientation is complete, the employee will be returned to his/her department
manager to begin training.

ok wn
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Work Schedules

Policy Statement:

The City’s general “business” hours are Monday through Friday from 9 a.m. to 5 p.m. However,
employee work schedules may vary.

Policy:

The City’s standard workweek for full time employees, except as otherwise established by the
Police Department, is 40 hours. Flextime and alternative workweek schedules may be established
based on employee need but only with prior City approval. Examples of flextime and alternative
workweek:

Compressed Workweek: Employees who work 4 ten-hour days in a workweek (taking
one day off in that workweek), or 9 nine-hour days spread over 15 days (taking one day
off every other week).

Flextime: Starting work early and leaving earlier (i.e., 7:30 a.m. to 4:30 p.m.); or starting
later and leaving later (9:30 a.m. to 6:30 p.m.).

Employees, even those with flextime or alternative work schedules, may be required to work a
different schedule or additional hours based on City needs. For non-exempt employees, hours
worked over 40 will be compensated at time and one half the employee’s hourly range.

Procedure:

1.

2.
3.
4.

Employees who wish to have flextime or an alternative workweek must complete the
Request for Alternative Week form.

Once the employee’s manager has approved, the manager sends a copy to Payroll.

A copy of the form is placed in the employee’s file.

At any time, the manager or City Administrator may terminate the employee’s flextime
or alternative workweek, in the City’s discretion.
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Health and Safety

Policy Statement:

The City is committed to providing a safe working environment for all employees and takes
pride in our practices that ensure a safe and healthy environment. In order to provide a safe
environment, employees share the responsibility in their behavior, including how they report
safety issues and violations.

Policy:

Emergency Evacuations

The City’s facilities have multiple exits that are clearly marked with Exit signs. First aid kits and
fire extinguishers are available on each floor, and maps are posted on each floor showing the
location of emergency exits. Prior to an emergency evacuation, all employees are expected to
familiarize themselves with the location of such equipment.

On-the-Job Injuries/llInesses

Any job-related injury or illness, regardless of severity, must be reported immediately to the
supervisor or the Human Resources Manager. After proper medical care has occurred, the
supervisor will complete an initial safety incident report and forward it to the Risk Manager and
to Human Resources.

Should an employee require medical attention, the employee must notify the physician that the
injury occurred at work. This will ensure that the employee is not charged for the visit and
insurance will be billed appropriately.

General Safety Rules
The City’s employees perform a wide range of functions in various locations. Although some
safety rules apply only to specific positions, all employees are expected to comply with these
rules:

e Use common sense in performing work duties.

e Report any work injury/illness to the supervisor or manager.

e Report unsafe conditions the supervisor or safety committee member.

e Do not use any equipment, vehicles or materials when overly tired, nauseated, feverish or
under the influence of any substance that may affect judgment.
Keep work areas neat and tidy.
e Use mechanical devices or request assistance in lifting heavy loads.
Wear seat belts when operating any City or rented vehicle or driving personal vehicle
while on City business.
Be sure that aisles or exits are kept clear; do not let cords interfere with walkways.
Store all sharp objects properly when not in use.
Open and close doors cautiously and use extra caution at blind hallway intersections.
Open only one file cabinet drawer at a time to avoid tip-over. Cabinets should also be
loaded from bottom to top and emptied in the reverse order.
Report or clean up all spills immediately.
e Use stepstools, platforms or ladders for climbing. Never use chairs.
e Report or replace frayed electrical cords.
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Emergency Evacuation Plans and Re-entry
In any emergency, employees must follow alarms or other alerts to evacuate the building.
Always follow the basic evacuation procedures but remember that personal safety is paramount
and takes precedence.

e Check work area for anything needing to be secured and store it quickly.

e Secure locks on all secured containers and cabinets.

e Leave the work area and report to the designated assembly area.

Improper Health and Safety Practices
All employees are expected to abide by safe work practices and adhere to general safety rules to
ensure their safety as well as the safety of coworkers. Infractions of City health and safety
practices will be dealt with in accordance with the City’s policies on discipline and will be based
on the following factors:

e Severity of the infraction;

e Whether the infraction endangered only the employee or coworkers;

e Whether the infraction was a first or repeat violation.

Procedure:

1. Employees are provided an employee policy manual on their first day of work. This
policy is part of the manual.

2. Employees who see safety issues and violations are required to report them to their
supervisor, manager, or Human Resources.

3. Employees reporting safety issues are protected by law from retaliation. If an employee
feels they are being treated unfairly for reporting a safety issue they must contact Human
Resources immediately.

4. Employees who witness safety issues and do nothing to stop it or do not report it may be
subject to disciplinary action.
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Wellness Program Policy

Policy Statement:

The City of Lake Forest Park recognizes that its employees are critical to the quality and
efficiency of local government services. The health of the employees directly affects their ability
to perform their job duties and provide service to its citizens. The health of employees also has a
direct effect on the costs to the City. The City recognizes its need to contribute in a positive way
to the health and well-being of its employees. This policy is established as a means to provide
information and activities to City employees to encourage health and safety in the work
environment.

Policy:

The mission of the Lake Forest Park Wellness Program is to assist our employees in the
voluntary adoption and maintenance of healthy lifestyle choices in order to increase employee
morale and retention, improve productivity, and decrease the cost of health care.

The Wellness Program is budgeted and administered through the Human Resources Department.
City funds spent on the Wellness Program serve a direct public purpose because funding the
Wellness Program activities results in achieving the AWC WellCity Award which means a
savings on the City’s AWC health plan premiums in the following calendar year, thus lowering
the cost of employee healthcare to the City.

A voluntary employee Wellness Committee assists with the planning, oversight, management,
promotion and execution of Wellness Program activities.

Any participation in the programs and activities of the Wellness Program is on a voluntary basis.
All benefited employees and family members may participate and qualify for incentives of
AWC-sponsored wellness events. Non-AWC benefited employees (e.g., public works
maintenance workers, seasonal employees, etc.) are encouraged and allowed to participate in
Wellness events but may not receive AWC funded incentive awards.

Wellness Program Activities
The Wellness Program will promote healthy lifestyle choices through the following three types
of activities:
e Behavior change programs such as nutritional information, stress reduction,
smoking/tobacco cessation, and weight management.
e Motivational programs such as interdepartmental employee challenges, awards
and incentives for healthy exercise, and contests.
¢ Information and awareness programs such as flyers, paycheck stuffers,
newsletters, brown bag lunch sessions, seminars, workshops and classes.

Revised 2018 Page 31 Effective 2-2-2018



MRSA

Policy Statement:

Methicillin-Resistant Staphylococcus Aureus (MRSA) is a form of the bacteria staph aureus that,
while treatable, is resistant to treatment by standard penicillin type antibiotics. MRSA skin
infections can lead to more serious health conditions if not promptly treated. Until recently,
MRSA was primarily a risk in health care facilities and caused infections in persons with
compromised immune systems.

Because MRSA is contagious, employees who are infected have a responsibility to notify their
employer, and the employer has a responsibility for responding appropriately.

Policy:
MRSA is most often transmitted in a community setting by direct contact with the infected skin

of someone with MRSA.. It can also be transmitted by direct contact with an object that has
MRSA on its surface, such as towels, doorknabs, toilet seats, etc.

Preventing the spread of MRSA in the workplace can best be accomplished by practicing good
hygiene. This includes:

e Washing hands with soap and warm water regularly or using hand sanitizer if soap and
warm water are not available.
Periodically disinfecting workplace surfaces shared by multiple workers.
Avoiding the sharing of personal items with co-workers.
Covering all open wounds with clean band aids and properly disposing of used band aids.
Ensuring that infected individuals are being treated by a physician and are completely
covering all infected skin. The Centers for Disease Control (CDC) does not recommend
that infected workers be excluded from work if they are being treated, are able to
completely cover the affected skin and maintain good hygiene. Employees should be
excluded from activities that require skin-to-skin contact until their infections are
completely healed.

Symptoms of MRSA include sores that look and feel like spider bites; large red, painful bumps
under the skin (boils); a cut that is swollen, hot and contains pus; and blisters filled with fluid
(impetigo). Many people mistake MRSA for a spider bite. If there is any doubt, the sore should
be looked at by a medical professional.

The City has a responsibility under state and federal law to provide a reasonably safe work
environment to employees. Once it is informed of a MRSA infection, the City must ensure
that:1) the infected person is being properly treated to avoid the risk of spreading the infection to
others; 2) the person is covering the infected skin; 3) the area where the person worked was
decontaminated properly; and 4) anyone who had direct skin to skin contact with the infected
person be notified about the exposure.

The City also has a responsibility to protect the privacy of an employee infected with MRSA to

the extent possible. The City will be required to notify possibly infected employees, customers,
vendors, and council members as applicable. Retaliation because of an infection, or
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discrimination due to the infection is prohibited. Employees who believe they are being harassed
in any way due to their MRSA infection should contact Human Resources.

Procedure:

1.

Once the City becomes aware of a MRSA infection, the appropriate official will meet
privately with the infected employee. The employee will be asked to sign an
acknowledgment that the policy and procedure was discussed with them.

The employee will be asked who they were in contact with and to what levels.

The employee may be asked about their treatment and or for a release to work from their
physician. Without a release, the employee may not be allowed to work.

The employee will be informed that although the City will protect their privacy as much
as possible, it will be necessary to talk to people that the employee may have infected.
Whenever possible, the employee’s name will not be used; however, under certain
circumstances, the City may be legally required to disclose the employee’s name.

The employee will also be reminded of the no harassment and retaliation policy and how
to report issues.

The health department will be notified and appropriate cleaning and sterilization of the
workplace shall occur as determined necessary or appropriate by the City in its discretion.
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Attendance

Policy Statement:

Regular and punctual attendance is an essential function of every position in the City. Regular
attendance and punctuality are important elements of the City’s efforts to maintain high levels of
productivity and achieve goals. Reassigning staff or revising schedules to accommodate
absence/tardiness puts a burden on all team members, and can compromise the City’s ability to
serve the community.

Policy:

Employees unable to work or report to work on time should notify their immediate supervisor as
soon as possible, ordinarily before the work day begins. The employee should notify their
supervisor thirty (30) minutes prior to the employee’s usual start time. For example, if the
employee is scheduled to start work at 8:00 a.m., the employee must notify their supervisor no
later than 7:30 a.m. of their inability to work. When notifying the supervisor, the employee
should state the reason for being late or unable to report to work and an indication of when the
employee expects to return to work.

Specific department or work group procedures may provide for additional notification
requirements including such things as how the contact should be made (whether voicemail, text
message, or email are acceptable or not), and who should be contacted if the supervisor is absent.
Failure to notify a supervisor of an absence or tardiness or failure to follow department or work
group procedures concerning notification can result in disciplinary action, up to and including
termination.

If the absence is due to a medical emergency, the employee or their family member must call in
as soon as reasonably possible.

Failure to report to work for three consecutive days or shifts (if applicable) for which the
employee is scheduled to work without notifying the supervisor will be considered a voluntary
resignation for reasons of job abandonment.

Poor attendance, including tardiness, may be grounds for disciplinary action up to and including
termination. The City recognizes that each individual situation is different and the requirements
of each job position are different. The City will consider all the circumstances of each situation
and the effect it has on the work group and/or work product. Factors a manager may consider in
determining whether poor attendance is an issue include, but are not limited to, the following:

e A pattern of tardiness or absences that disrupts the flow of work, burdens coworkers with
extra tasks, lowers morale, increases labor costs or adversely affects the quality of
services;

e A pattern of tardiness or absences the day before and/or the day after a holiday, weekend,
or scheduled day off;

e A pattern of calling in sick as rapidly as sick time is accrued, especially if used one day at
a time.
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Employees who have schedule conflicts should discuss them with their manager in advance so
that a possible temporary alternative work schedule may be arranged. If an employee or their
dependent has a chronic or serious illness that is causing attendance issues, the manager should
direct them to Human Resources and the medical leave (FMLA) policy.
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Dress Code

Policy Statement:

The City is an open work environment that supports the needs of its employees and its residents.
It is important the residents and customers of the City feel that the staff they deal with appear
professional and have good hygiene. Therefore employee appearance and hygiene are important
aspects of employment with the City.

Policy:

The City requires that employees dress and care for personal hygiene in a manner that is appropriate for
their work situation. Dress “code” may be determined on a department basis, based on job duties and
customer contact.

General Guidelines:

1. Employees are expected at all times to present a professional image to customers and the public.

2. Employees are expected to dress in a manner that is normally acceptable in an office setting.
Clothes should not be suggestive or athletic (i.e., sweat pants, shorts, etc.).

3. Employees who have safety clothing requirements are to wear clothing according to instruction.
If employees report to work without safety-required clothing or gear, they may be sent home,
without pay, and asked to return properly dressed.

4. Employees are required to dress appropriately for the position held. If they are unsure about what
is appropriate, they should ask their supervisor.

5. The City embraces a casual dress work environment. However, employees should not wear
clothing that is torn or has printing that may offend coworkers or customers.

6. Safety is an important issue in any office setting. Employees should not wear “flip-flops” or other
items that create safety issues for themselves or their coworkers.

Procedure:

1. As part of the job description and or interview process, employees will be informed of any dress
code requirements outside of this policy.

2. If adress code policy change is required, employees will be provided a minimum of thirty (30)
days’ notice.

3. Employees with specific religious requirements of dress will be accommodated to the extent

possible without creating safety issues. They should request accommodation through their
supervisor.
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Performance Evaluations

Policy Statement:

Performance evaluations are a way to provide formal feedback to employees about their job
performance. The City strives to evaluate all employees, full and part time, at least once
annually, according to the anniversary date in their current position. The evaluation may or may
not include a salary increase.

Policy:

There are three types of performance evaluations conducted at the City:
e Annual
e At the end of the first 6 months of employment
e “Extended” orientation period — beyond first 6 month review

Annual:

Annually, the employee as well as his/her supervisor has the opportunity to evaluate the
employee’s performance and document it using the performance evaluation form. As part of the
annual review process, an employee may or may not receive an increase. Receiving an increase
is based on performance, as determined by the City, as well as the placement within a job
grade/step. The date that an employee receives an evaluation is based on the employee’s
anniversary date in the position he/she currently holds, rather than the employee’s hire date,
although it may be the same.

The focus of the review is to determine whether or not the employee is meeting employment
standards and helping the department achieve its business goals. In addition, the employee’s job
description is reviewed and may be updated. Job descriptions with significant changes may
require reclassification to a different salary level. If the level is lower due to a reduction of
responsibilities, the salary remains frozen at the current level. If the level is higher, the salary
will be adjusted appropriately. Reclassifications may result in a change of evaluation date.

Six Month Review After Hire:

New employees will receive a performance evaluation based on their first 6 months of
employment. There is no self-evaluation completed at this review. Typically there is no salary
review conducted at this time.

The focus of the 6 month evaluation is whether or not the employee has completed his/her
training and is meeting the minimum requirements of a person just entering the position.

Extended Orientation Period — Beyond the First 6 Months:

At times it is necessary to conduct an interim performance evaluation. This is due to concerns
that the supervisor and/or employee may have about performance. This may be conducted after
the first review at 6 months of employment or in between annual evaluations. There is no salary
review conducted at this time unless it is part of the performance improvement plan decided at
the annual evaluation.
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The focus of this review is performance improvement. Performance improvement may address
additional training needs, more time on the job, code of conduct issues, etc.

Procedure:

1.

2.

ok~

~

10.

11.

12.

On a monthly basis, Human Resources will notify employees and supervisors of staff
evaluations due the current month as well as the following month.

The email sent will include the self-evaluation form as well as the performance
evaluation form.

The employee will complete the self-evaluation and forward to the supervisor as
specified by the supervisor.

The supervisor will complete the annual evaluation using the self-evaluation as a tool.

If a salary increase is warranted, the supervisor will complete the salary change form, and
have it approved according to the salary administration policy.

The supervisor will send the evaluation to Human Resources for review and feedback.
Human Resources will sign off, and return to the supervisor.

The supervisor and employee will meet and discuss the annual evaluation.

The employee and supervisor are required to sign the evaluation and a copy is provided
to the employee.

If the employee refuses to sign the evaluation, the supervisor will contact another
manager or Human Resources to witness the employee’s refusal, make note at the bottom
of the evaluation, and the witness will sign in place of the employee.

Employees are encouraged to provide written comments and feedback in response to the
evaluation.

Signed evaluations are due to Human Resources before salary increases are processed.
Late salary increases due to late performance evaluations will be retroactive to the
anniversary date.

Employees who have issues with how their supervisor evaluated their performance can
appeal in writing to Human Resources or the City Administrator. Appeals will be
reviewed and follow up provided to the employee.
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Standards of Conduct Policy

Policy Statement:

The City of Lake Forest Park establishes certain expectations regarding employee conduct to
ensure efficient City operations and for the benefit and safety of all employees. As a general
matter, employees should conduct themselves in a professional manner and use good judgment
in performing their job duties. Conduct that interferes with City operations, is detrimental to the
City, and/or is offensive to coworkers or the public will not be tolerated.

Policy:
The City of Lake Forest Park strives to provide outstanding service to our community, and

management expects excellence from each and every employee. Each employee was selected to
work for the City based on the belief that he or she would be able to fulfill that expectation.

It is not possible to list all of the forms of behavior that are considered unacceptable in the
workplace. The following are examples of behavior that are against City policy and that will
result in disciplinary action, up to and including termination of employment:

e Failure to treat co-workers, constituents, vendors and others in a courteous and respectful
manner;

e Failure to perform assigned duties, or performance of duties in an unsatisfactory manner;

e Unauthorized absence, or excessive tardiness or absences;

e Misusing, taking for personal use, destroying, damaging or wasting property, supplies or
utilities belonging to the City or another employee;

e Assaulting, threatening, or intimidating supervisors or any other fellow employee,
constituent, or any other person;

e Violation of City policy regarding workplace violence;

e Engaging in any form of sexual or other unlawful harassment of, or discrimination or
retaliation towards, another employee, a client, a constituent or other third party;

e Falsifying or altering any City record or report, such as an employment application,
medical reports, production records, time records, expense records, absentee reports,
financial documents or the like;

e Misusing City communication systems, including electronic mail, computers, internet
access, and telephones;

e Refusing to follow management’s instructions concerning a job-related matter, or

otherwise being disrespectful or insubordinate;

Smoking where prohibited by City policy or local ordinance;

Using profanity or abusive or offensive language;

Sleeping on the job;

Disclosing confidential information regarding the City or City employees or

constituent(s);

Negligence or improper conduct resulting in injury or damage to City property;

e Failure to fully cooperate with a City investigation;

¢ Violating safety procedures or policies , or otherwise endangering the safety of an
employee, co-workers or other third party;
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e Making, publishing or repeating false, vicious or malicious statements concerning a co-
worker or client;

e Reporting to work under the influence of alcohol, illegal drugs, controlled substances, or
narcotics, or using, selling, dispensing, or possessing illegal drugs or narcotics on City

premises;
e Dishonesty;
e Fighting; or

e Engaging in off-duty misconduct that interferes with an employee’s ability to do their job
or reflects negatively on the City.

This list contains examples only, and is not exhaustive. At management’s discretion, any
violation of City policies or any conduct considered inappropriate or unsatisfactory may subject
an employee to disciplinary action. Disciplinary action may include, but is not limited to, verbal
warning, written warning, suspension, demotion or termination. The City, in its sole discretion,
will determine the appropriate disciplinary response to misconduct or unsatisfactory
performance. While the City supports the concept of progressive discipline, use of progressive
discipline should not be construed to modify an employee’s at-will status.

Depending on the nature of the behavior at issue, the City may place an employee on
administrative leave pending an investigation and determination regarding discipline. As
deemed appropriate by the City based on the particular circumstances, an employee on
administrative leave shall be available to the City as needed during regular work hours, turn over
all City property (cell phone, security cards, etc.), and/or remain away from City facilities
without prior permission and escort.

Revised 2018 Page 40 Effective 2-2-2018



Progressive Discipline Policy

Policy Statement:

Every individual employed by the City of Lake Forest Park is expected to fully perform the
duties and responsibilities of his/her assigned position in an appropriate manner. This Policy is
designed to assist supervisors who find that disciplinary action is necessary. It is not intended to
be prescriptive or in any way restrict how a manager may issue discipline. It is merely illustrative
of things a manager may want to consider in determining disciplinary actions. This policy is not
intended to restrict the ability of the City to take whatever action it deems appropriate in any
circumstance.

Policy:
When considering the appropriate disciplinary action, the supervisor may consider the

employment history of the employee, the nature of the current offense, what the supervisor hopes
to achieve with the discipline, and the appropriate sanction. Although the supervisor may
consider progressive disciplinary steps, the nature of the offense shall dictate the seriousness of
the sanction and nothing in this Policy shall be used to indicate anything other than the City
retains the absolute right to take whatever action it deems appropriate given the circumstances.
All disciplinary actions must be taken for legal reasons.

In the event that discipline is necessary, the following are examples of types of disciplinary
actions that may be used for employees by the supervisor or department director (with the
exception of terminations which are at the discretion of the Mayor). The level selected depends
on the particular situation and severity of the offense. Based on the seriousness of the conduct
for which the discipline is imposed, discipline may begin at any level, may skip steps or
disciplinary steps may be repeated. The City may determine that immediate termination is the
necessary and only step to be taken. The City determines which step is appropriate.

At-will employees, including those in their initial orientation period, are not guaranteed the use
of this discipline procedure. Applying this disciplinary policy to an at-will employee does not
eliminate an employee’s at-will employment status.

Verbal Counseling:

With the exception of offenses requiring more stringent action, the supervisor will discuss
behavior and performance problems with the employee on an informal basis or through verbal
discussions. This gives the employee the opportunity to make changes and avoid proceeding to
the formal discipline steps below. Repeated verbal counseling may result in a written warning.

Written Warning:

A written warning will be issued by the supervisor in the event the employee continues to
disregard verbal counseling, or if the misconduct, inadequate performance, or infraction is severe
enough to warrant a written record in the employee's personnel file.
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Suspension:
A suspension is time off with or without pay for disciplinary reasons. This form of discipline is

administered as a result of a severe infraction of rules, standards, or for repeated lesser
violations.

Demotion:

A demotion is a transfer to a position with lesser responsibility and usually less pay. Demotions
may be temporary or permanent. This form of discipline is administered as a result of a severe
infraction of rules, standards, or for repeated lesser violations, or when an employee has
demonstrated an inability to competently perform his/her assigned position.

Performance Improvement Plan/Last Chance Agreement:

A Performance Improvement Plan may be used when an employee has violated rules and
standards, or has demonstrated an inability to competently perform his/her assigned position, and
the employee is given an additional period of time to demonstrate rule abiding and competent
behavior.

A Performance Improvement Plan may not exceed six cumulative months. Leave days will not
be included in this six-month period. If the regular employee fails to correct performance or
repeats the unacceptable conduct during the Performance Improvement Plan period, the
employee may be discharged.

Termination:

A termination is the involuntary separation of an employee from the City. This form of discipline
is also administered as a result of a severe infraction of rules, standards, or for repeated lesser
violations, or when an employee has demonstrated an inability to competently perform his/her
assigned position. Terminations are subject to approval by the Mayor.

The choice of what discipline to apply in any particular case is solely the City's decision. The
City reserves the right to discipline employees up to and including termination without following
any of the above examples of disciplinary actions in any particular order (unless otherwise
specified in an applicable collective bargaining agreement) for single offenses if warranted
depending on the severity of the offense.

Employees who are exempt from overtime laws will not be suspended without pay for
disciplinary purposes for periods less than a full workweek, unless the infraction involves
violation of safety rules of major significance.

Paid Administrative Leave: On a case-by-case basis, the employee may be placed on paid
administrative leave for an indefinite period of time as determined by the Mayor to be in the best
interests of the City during the pendency of an investigation or other administrative proceeding,
or when otherwise deemed appropriate. The City may place an employee on unpaid
administrative leave if the circumstances warrant this action.

Pre-Disciplinary or Pre-Termination Hearing: Consistent with the United States Supreme Court
Loudermill decision, a pre-disciplinary hearing shall be conducted in the following manner
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before a disciplinary action is taken which results in a decrease or loss of pay and/or benefits, for
represented employees. The pre-disciplinary hearing serves as a check against mistaken
decisions and as an opportunity for an employee to furnish additional facts before a disciplinary
decision is finalized.

In the event a department head desires to suspend, demote, or terminate an employee, after
consultation with Human Resources, the employee shall be provided with a notice of the
recommendation for disciplinary action. The notice shall include an explanation of the charges
on which the recommendation is based, and the time and date for a pre-disciplinary hearing. If
the employee fails or refuses to appear, the disciplinary action may proceed.

Pre-disciplinary hearings will be presided over by the department director and a Human
Resources representative and/or the City Attorney. The hearings are intended to be informal. The
employee may show cause why he/she should not be disciplined. The employee may bring a
union representative or coworker to the hearing as a representative.

Usually within ten (10) working days after the pre-disciplinary hearing, the department director
or Mayor will issue a decision on whether there are reasonable grounds to believe the charges
against the employee are true and support the recommended disciplinary action. A longer review
period may be required in more complex situations.

The department director’s or Mayor’s decision may include whether to accept the disciplinary
recommendation, to impose lesser discipline, or to impose no discipline. Written notice of the
decision shall be supplied to the employee.

Probationary employees who have not completed their orientation period with the City will not

be eligible for a pre-disciplinary or pre-termination hearing, and may be terminated from
employment with the City at any time during their orientation period.
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Personnel File Maintenance and Retention

Policy Statement:

Keeping employee information secure is of vital importance to the City, as is keeping and
retaining employee files in accordance with state law and federal law. In order to protect
employee information, all employee files are secured in the Human Resources Department.

Policy:
It is the policy of the City to maintain records of each employee that are related to the

employee’s position, performance and salary. Duplicates of employee files are not allowed,
although managers/supervisors may keep files to document discussions that have not yet become
issues to document in the employee file.

Each employee’s personnel file will contain only such information as is needed by the City in
conducting its business or is required by federal or state law, or by City ordinance or resolution.
The information will normally include the following:

Employment application

Offer letter

Payroll and tax information
Retirement information
Performance evaluations
Disciplinary records
Commendations, promotions, etc.
Training and education records

A separate file is maintained for any employee medical information and a separate file is also
maintained for the 1-9 or other EEO information. Records relating to employment investigation
are not kept in an employee’s file, but rather a separate confidential file for City use only.

Employees will be notified and given the opportunity to respond prior to written documentation
relating to performance being placed in their file.

Employees have the right to review their file at any time by making an appointment with the
Human Resources Department. Though an employee may provide a written rebuttal to
information in the employee file, nothing will be removed or taken from the file. Once
employment terminates with the City, the employee has a maximum of two years to review their
employee file with proper notice to the Human Resources Department.

Managers, supervisors, Human Resources and Payroll, the Mayor and City Administrator have
access to the employee files but only for business reasons such as salary actions, promotions,
termination, etc. No manager will have access to an employee file unless it is specific to City
business.
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No one other than Human Resources and Payroll has access to the employee medical or 1-9 file.
The City may be required to provide information from these files for the processing of health and
welfare benefits or in response to an outside governmental inquiry (EEOC, DOL, etc.).

Terminated employee files are retained for a minimum of six years. The exception is information
related to payroll records used for retirement verification. These files are kept for up to 60 years
after termination of employment.

Employees are responsible for notifying Human Resources and Payroll of any changes related to
the following:

Name

Address

Telephone Number

Marital Status

Number of Dependents

Beneficiary Designations

Persons to be notified in case of emergency

Legal documentation and or the completion of benefit forms may be required. Examples of
forms that may be required: W-4, medical enrollment, life insurance, etc.

Fees applied to the City due to name and social security number mismatches, typically due to
marriage or divorce, will be assigned to the employee through payroll deduction.

Procedure:
Personnel File:
1. Employee file is labeled with last name, first name, and date of hire.
2. The first section is specific to the hiring process.
3. The middle section is specific to performance and training.
4. The last section is specific to payroll and retirement.

Medical File:

1. Employee file is labeled with last name, first name.

2. Any information related to employee medical is retained in this file. Information may
include but is not limited to medical and dental enroliment, accident and injury forms,
and FMLA or ADA requests.

3. This file is confidential and not available for review except by Human Resources and
Payroll or as required by law.

1. Active I-9 documentation is retained in a binder labeled “active.”

2. 1-9 forms are stored alphabetically.

3. This file is confidential and not available for review except by Human Resources and
Payroll or as required by law.
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Memberships and Certifications

Policy Statement:

The City of Lake Forest Park encourages employees to participate in the activities of trade and
professional associations, civic organizations and community clubs where there is a clear benefit
to the City.

Policy:
Employees of the City are encouraged to participate in trade and professional associations, and

civic and community organizations that promote City goals, increase individual skills, and
provide professional recognition.

Department directors are responsible for coordinating staff involvement in outside organizations
and must receive approval from the City Administrator or Mayor. The following will be
considered in approving or denying participation:
1) The nature and the purpose of the association;
2) The potential benefit to the City, including the enhancement of reputation or skills and
leadership of employees;
3) The cost;
4) The extent that the City is already represented or acts as a participant in the organization;
and
5) The pertinence to the employee’s job, responsibilities, tenure, and other job-related
qualifications.

Employees must work with their manager to ensure that membership dues are budgeted and
approved in advance. Employees will be reimbursed for meetings attended, parking, and other
incidentals as long as participation in the association or organization was approved.

Employee participation in trade and professional association activities will not be considered as
hours worked for pay purposes for employees classified as nonexempt unless participation is at
the City’s request.

Employees are encouraged to contribute articles, papers, or make presentations at trade or
professional association or civic or community organization events. Prior approval for any
communication that might be perceived as a representation of the City’s position must be
obtained from the City Administrator in advance.

Any memberships paid for by the City must have City Hall as the address of record for the
employee.

Attendance at social events which include the service of alcohol and which often occur in
conjunction with trade or professional association events, training, or conventions or civic or
community organizations is not compulsory and is considered outside the scope of employment.

The City of Lake Forest Park does not require employees to participate in any club or association
which discriminates against any person or group of people on the basis of race, creed, color,
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national origin, sex, marital status, veterans’ status, age, sexual orientation or disability or due to
the presence of any sensory, mental or physical disability or the use of a trained guide dog or
service animal as set forth in RCW 49.60.030 or any other applicable federal or state law.

Procedure:
1. Employee and manager determine that membership or participation would benefit the

City and the employee.
2. Manager requests approval from the City Administrator or Mayor.
3. Once approved by City Administrator, application with check request is sent to Finance

for payment.
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Solicitation

Policy Statement:

Solicitation by nonemployees to employees of the City is limited to only those circumstances
which will not create a conflict of interest or appearance of endorsement of a product or
company. Solicitation by employees to coworkers is also limited.

Policy:

The City prohibits solicitation and distribution on its premises by non-employees, except those
vendors specific to City-approved employee benefits and programs, and permits solicitation and
distribution by employees only as outlined below.

1.

2.

w

Solicitation must not interfere with normal work operations or annoy or hinder City
customers.

Solicitation by employees must be only to support non-profit organizations that are not
political or religious in nature.

Solicitation must not be harassing or create a real or implied requirement to participate.
Solicitation by vendors must be tied to a specific employee benefit or program (i.e., gym
membership discounts tied to City Wellness program; presentations by brokers who are
agents of health and welfare benefits).

Solicitation by individuals not employed by the City for the purpose of soliciting funds,
signatures, membership drives, distribution of literature or gifts, offering to sell
merchandise or service is prohibited except at the Mayor’s or City Administrator’s
discretion.

Employees may not use the City’s facilities, resources, or supplies to promote illegal
gambling.

Employees or vendors may not use City provided bulletin boards unless specifically
approved by the Mayor or City Administrator.

City email is for the purpose of conducting City business, and vendors, individuals, and
employees are prohibited from using it to conduct personal enterprise.

Employees may not distribute any form of literature or other materials in their work area
and are prohibited from soliciting for any cause during their assigned working time. Nor
shall any solicitation be directed toward any employee during that employee’s working
time or in that employee’s work area.

Procedure:

1.

2.

Employees who wish an exception to this policy must request such an exception in
writing to Human Resources.

Exception requests that are not in obvious conflict with this policy will be forwarded on
to the City Administrator and/or Mayor for approval.
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Holiday Decorating

Policy Statement:

The City is an equal opportunity employer with a “no tolerance” policy for illegal discrimination
or harassment. During the holidays, the City desires to be sensitive and considerate of the
diversity of employees, residents and customers served. Decorating for any holiday, but
especially during the Christmas holidays, can at times create uncomfortable environments. This
policy is designed to address this potential issue.

Policy:
It is the City’s policy to limit the decorating of City Hall and/or other City facilities to only

winter holiday decorations and to prohibit the use of religious symbols. Examples of religious
symbols include, but are not limited to, crosses, angels, menorahs, nativity scenes, etc.
Employees with questions about what constitutes a religious symbol that may not be identified in
this policy should ask their supervisor. Decorating that is deemed inappropriate by the Mayor or
City Administrator will be removed immediately.

Guidelines:

1. Decorating of cubicles or work areas can take place only during non-work times and is
not compensable by the City. Exceptions to this are if decorating is required of a City
sponsored event (council meetings, staff lunch or activity, etc.).

Decorations should be tasteful and workplace appropriate.

Decorations should not be distracting (i.e. noisy or animated).

Decorations cannot block pathways or entrances to work areas.

Decorations may not contain any religious symbols. The use of lights, ribbons, seasonal

colors, flowers and plants, and objects that are not religion-based are typically allowed.

Decorations must be fire resistant or fire “proof.” No open flames are allowed, and lights

must be turned off at the end of the business day.

7. Employee decorations must be purchased at the employee’s sole cost and expense. All
risk of damage to or theft of decorations is the responsibility of the employee.

okrwmn

o

Any holiday celebrations, for example the staff holiday luncheon, will be based on the total
holiday season and not just one faith or culture.

Employees who do not recognize or wish to celebrate the holidays will not be discriminated
against. Employees who feel they are being subject to hostility due to their religious or cultural
beliefs should contact Human Resources immediately. Discrimination based on religion and
ethnicity will not be tolerated.
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Smoking and Tobacco

Policy Statement:

State law prohibits smoking in public places and within 25 feet of a business entrance, exit,
windows that open, or ventilation intakes. Employees who smoke are required to do so according
to law and must use their rest and meal break periods to smoke.

Policy:

City employees are not permitted to smoke or use tobacco products of any kind in any building
owned or leased by the City. Employees are also prohibited from smoking or using tobacco
products in City-owned or City-leased vehicles. The prohibitions against the use of tobacco
products in this policy also apply to electronic cigarettes.

Smoking is limited to designated areas and should be done only on the employee’s own time,
including rest and/or meal breaks. Employees who smoke in designated areas are responsible for
proper disposal of tobacco-related products. This includes wrappers, matches, cigarettes and
cigarette “butts.”
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Whistleblower Policy: Reporting Improper Governmental Actions

Policy Statement:

In compliance with the Local Government Employee Whistleblower Protection Act, RCW
42.41.050 and Lake Forest Park Municipal Code, Chapter 2.84, this policy is created to
encourage employees to disclose, without fear of retaliation, any improper governmental action
taken by City officials or employees.. This policy also safeguards legitimate employer interests
by encouraging complaints to be made first to the City, with a process provided for speedy
dispute resolution.

Policy:
Key Definitions:

Employee: any person appointed to any position with the City under any provision of the
personnel ordinance of the City, whether part-time or full-time, temporary or contract hire.

Improper Governmental Action: any action by a City officer or employee that is undertaken in
the performance of the official's or employee’s official duties, whether or not the action is within
the scope of the employee's employment, and

(@) is in violation of any federal, state or local law or rule;

(b) is an abuse of authority;

(c) is of substantial and specific danger to the public health or safety; or
(d) is a gross waste of public funds.

"Improper Governmental Action™ does not include proper personnel actions including employee
grievances, complaints, appointments, promotions, transfers, assignments, reassignments,
reinstatements, restorations, re-employment, performance evaluations, reductions in pay,
dismissals, suspensions, demotions, violations of collective bargaining or civil service laws,
alleged violations of labor agreements, or reprimands.

Retaliatory Action: any material adverse change in the terms and conditions of a City employee's
employment, or hostile actions by another employee toward a City employee that are encouraged
by a supervisor or senior manager or official.

Emergency: a circumstance that, if not immediately changed, may cause damage to persons or
property.

Procedure for Reporting Improper Government Action: City employees who become aware of
improper governmental action should follow this procedure:
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(1) Bring the matter to the attention of his/her supervisor, if non-involved, in writing,
stating in detail the basis for the employee's belief that an improper action has occurred.
This should be done as soon as the employee becomes aware of the improper action.

(2) Where the employee believes the improper action involves the supervisor, the
employee may raise the issue directly with the City Administrator or other person
designated by the Mayor to receive reports of improper governmental action. This should
be done as soon as the employee becomes aware of the improper action.

(3) In the event a particular complaint involves allegations of criminal behavior, the City
may refer the matter to the appropriate law enforcement authorities. If the complaint
involves allegations of criminal behavior that may cause immediate harm to an individual
or to property, the complaining employee may first report the matter to the Police
Department before initiating the procedures described in this policy.

(4) The supervisor, City Administrator, Mayor or his/her designee, as the case may be,
shall promptly investigate the report of improper government action. After the
investigation is completed, the employee shall be advised of the results of the
investigation, except that personnel actions taken as a result of the investigation may be
kept confidential (to the extent permitted by law).

In the case of an emergency, where the employee believes that damage to persons or property
may result if action is not taken immediately, the employee may bypass the above procedure and
report the improper action directly to the appropriate government agency responsible for
investigating the improper action, such as:

King County Prosecuting Attorney
Attorney General, State of Washington
U.S. Attorney (Western District of Washington)

Employees may report information about improper governmental action directly to an outside
agency if the employee reasonably believes that an adequate investigation was not undertaken by
the City to determine whether an improper government action occurred, or that insufficient
action was taken by the City to address the improper action, or that for other reasons the
improper action is likely to recur.

An employee who fails to make a good faith effort to follow this policy shall not be entitled to
the protection of this policy against retaliation, pursuant to RCW 42.41.030.

Protection from Retaliation: It is unlawful for a local government to take retaliatory action
because an employee has, in good faith, provided information that improper government action
occurred in accordance with these policies and procedures. Employees who believe they have
been retaliated against for reporting an improper government action should follow this
procedure:
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Procedure for Seeking Relief from Retaliation:

(1) Employees should advise their supervisor, the City Administrator or the Mayor’s
designee of the occurrence of the alleged retaliatory action. City officials and
supervisors shall take appropriate action to investigate and address complaints of
retaliation.

(2) If the employee’s supervisor, the City Administrator or the Mayor’s designee does
not satisfactorily resolve the complaint of retaliation, the employee may obtain
protection under this policy and, pursuant to state law, by providing a written notice
to City Council no later than thirty (30) days after the occurrence of the alleged
retaliatory action. The written charge shall specify the alleged retaliatory action and
the relief requested.

(3) The City shall respond in writing within thirty (30) days of receipt of the written
charge of retaliation.

(4) After receiving the City's response or thirty (30) days after the delivery of the charge
to the City, the employee may request a hearing before a state administrative law
judge (ALJ) to establish that a retaliatory action occurred and to obtain appropriate
relief under the law. The request for hearing must be delivered within the earlier of
either fifteen (15) days of receipt of the City's response to the charge of retaliatory
action or forty-five (45) days of delivery of the charge of retaliation to the City for
response.

(5) Within five (5) working days of receipt of a request for hearing, the City shall apply
to the State Office of Administrative Hearings for an adjudicative proceeding before
an administrative law judge or make arrangements for appointment of a private
professional quasi-judicial hearings officer. The City will consider any
recommendation provided by the hearings officer that the retaliatory individual be
suspended with or without pay, or dismissed.

Policy Implementation: The Mayor is responsible for implementing these policies and
procedures. This includes posting the policy on the City lunchroom bulletin board, making the
policy available to any employee upon request, and providing the policy to all newly hired
employees. Officers, managers and supervisors are responsible for ensuring the procedures are
fully implemented within their areas of responsibility.

Violations of this policy and these procedures may result in appropriate disciplinary action, up to
and including dismissal.
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Employee and Volunteer Recognition & Awards

Policy Statement:

To accomplish the City’s mission of providing outstanding services to the public in a responsive
manner, the City must maintain and support the morale of the employees and volunteers of the
City. This policy provides for employee and volunteer recognition which contributes to morale
of the employees and volunteers of the City.

Policy:
The City recognizes and awards its employees and volunteers because doing so contributes to

employee and volunteer morale. Strong morale improves the City employees’ and volunteers’
ability to provide outstanding services to the public in a responsive manner. Activities and
expenditures by the City on employee and volunteer recognition and awards should meet the
criteria outlined in this policy to ensure that such activities are serving a valid public purpose.

Employee and volunteer recognition activities and awards will meet the following criteria:

recognize the performance or contribution of an employee or group of employees; or
enhance Citywide camaraderie, teamwork and communication; or

recognize major events and milestones in an employee’s life away from work; or
recognize and award contributions made by volunteers and interns.

Examples of the types of employee and volunteer recognition and awards which serve a valid
public purpose by supporting their morale are such things as:

e Food and/or decorations for employee retirement parties for employees with 20 or more
years of service.

e Food and/or decorations for periodic employee potlucks (City provides main dish) or
Citywide staff meetings where recognition and longevity awards are announced.

e Gifts of flowers upon the birth or adoption of an employee’s child, the hospitalization or
extended illness of an employee, or a death in the immediate family of an employee.

e Gifts from City Council and the Mayor on behalf of the City to recognize the service of a
retiring or departing employee at the department management level or above or an
employee with more than 5 years of service to the City.

e Food and/or decorations for a farewell party to recognize the service of a retiring or
departing employee at the department management level or above or an employee with
more than 5 years of service to the City.

e Flowers or gifts to recognize the service of interns or volunteers.

e Food for volunteer meetings, such as pizza for the Youth Council meetings.

e Gifts authorized by this policy must be of de minimis value (i.e., less than $100 in value).

This list is not exhaustive, but is intended to illustrate the types of expenditures that are
considered to serve a valid public purpose.
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Expenditures related to employee and volunteer recognition or awards must be submitted to
Finance with appropriate documentation and with the purpose of the expenditure described. All
expenses of this nature must be approved by the City Administrator or Mayor.
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Internet Policy

Policy Statement:

The City’s internet access is a resource provided to employees for City business. It is important
that employees understand that City internet and email use is a matter of public record, and that
in order to protect the City from potential liability the City Administrator, department directors
and/or the Information Technology Program Manager may review the contents of stored internet,
network and email records.

Policy:

Access to the internet and email on the City’s network is discretionary and for use in conducting
City business. Access for City business means access that is directly tied to an employee’s
duties. Any use of the internet may not disrupt or interfere with the operation of the City’s
network or misrepresent the interest of the City.

Employee use of the internet must comply with federal, state, and local laws as well as City
policy. Sexual harassment, obscene material, and racism are examples of inappropriate activity
that will not be tolerated.

Employees should remember that there is a wide variety of information available on the internet.
Some individuals find some of the information available to be objectionable or offensive.
Employees should keep in mind that the City has no control over content on the internet and
cannot be held responsible for this content.

Employees must be aware of, and prevent, potential City liability in their use of the internet and
email. If you have any questions about internet or email liability, please contact your manager or
the Human Resources.

Downloading files that contain viruses endangers the City information systems and therefore
resources that do not serve a clear City purpose must not be downloaded or accessed using the
City’s internet

All email messages are considered public record and the public may have a right to examine their
content. Confidential items such as performance reviews, disciplinary documents or information,
and any similar communication should not be transmitted via email. If it is necessary to transmit
this type of information it should be clearly marked as confidential and password encrypted.

Internet resources that incur a fee must not be accessed or downloaded without the approval of a
manager or Supervisor.

Public access databases, World Wide Web servers and FTP servers must not be created or
implemented without the approval of the Information Technology Program Manager. These

services can jeopardize the City’s network security.

Employees are permitted limited use of City internet for personal needs if the use does not
interfere with official business and involves no additional expense to the City. This privilege
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may be revoked or limited at any time by the City Administrator, department director or
Information Technology Program Manager.

An employee’s rights while using the internet via City resources does not include the right to
privacy. The City reserves the express right to monitor and inspect the activities of employees
while accessing the internet at any time. In addition, all software, files, information,
communications, and messages downloaded or sent via the internet using City resources are the
City’s records and property of the City.

This policy also applies to contractors, interns, or members of the public who have access to City
resources.

Procedure:
1. Employees are provided an employee policy manual on their first day of work. This

policy is part of the manual.

2. Any question about internet or email liability should be addressed with your manager or
the Human Resources.

3. Contact the Information Technology Program Manager before downloading any program
or file from unknown resources.

4. In the event of a serious virus outbreak or in the event of continued breach of this policy
the Information Technology Program Manager will remove the department or individual
from the City’s internet backbone until that department or individual is in compliance
with this policy.

The internet has many features, including email to non-city resources and access to research
materials. Nothing in this policy should be construed to discourage internet use. The City
encourages the use of the internet to assist and facilitate business communication. Use of the
internet for legitimate business purposes is an effective tool.
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Cell Phone Policy

Policy Statement:

The purpose of the Cell Phone Policy is to provide clarity with respect to the allowable use of
city-owned cell phones and the process to obtain a city cell phone. It is the policy of the City of
Lake Forest Park to entrust employees with communications equipment for productivity and
safety reasons, and it remains their responsibility to use it prudently such that the safety of
themselves, their coworkers and the general public is always their top priority.

Policy
Issuance of Cell Phones

A City-owned cell phone will be issued to an employee under one or more of the following
conditions:

= Job responsibilities require an employee to be away from regular land line access for
long periods of time and communication by the employee is necessary to fulfill job
objectives;

= Cell phone use enhances the employee’s personal safety on the job;

= The employee’s role carries responsibilities such that the ability to conduct two-way
communication is possible at all times.

The issuance of a City-owned cell phone shall be approved by the applicable department
director. It is the responsibility of the department director to ensure that funds are budgeted for
the purchase and monthly service costs prior to issuance of a cell phone.

Authorized Use of City-Owned Cell Phones
Cell phones provided by the City of Lake Forest Park are the property of the City and are to be
used to conduct City business.

Employee responsibilities with regard to City-owned cell phones include:

e Protect the City-owned cell phone from theft, loss or damage.

e Immediately report the loss or theft to your supervisor or department head.

e As cell phone calls are not secure, use discretion while making calls of a sensitive or
confidential nature.

e Immediately return the cell phone to your supervisor or department head if it is
determined that the phone is no longer necessary or upon leaving employment with the
City.

The City of Lake Forest Park reserves the right to review all usage of City-provided cell phones
including all bills, numbers called, numbers calling in and all text messages sent or received and
the content thereof. Employees using City-provided cell phones have no right to privacy
regarding usage. Employees should also be aware that phone call billing statements and records
are public records subject to disclosure.
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The City’s Internet Policy applies to internet use on City cell phones as well as computers.

Personal Use of City-Owned Cell Phones

City-issued cell phones are issued for work-related activities. While it is understood that
occasional personal phone calls of short duration may be necessary when no other immediate
means of communication is available, personal calls, incoming and outgoing, must be kept to a
minimum and must be incidental to business use. Employees should use good judgment when
making personal calls.

Cell phone use in violation of any local, state, or federal law is prohibited. Cell phone use in
violation of City or department work policies or for the purpose of personal financial gain is
prohibited.

Purchase/Use of Non-Standard City-Owned Cell Phones

The City will periodically review and select a one or more standard cell phones for users (such as
the Samsung Galaxy). An employee may elect to purchase a cell phone which is non-standard
and use it for City business purposes and have the City add the phone to its monthly cell phone
bill only with the advance written approval of the department director.

Employees using a non-standard cell phone will bear the cost of purchasing the phone and the
phone will remain the property of the employee. With regard to monthly billing, the City will
only pay the average cell phone monthly usage rate as established under the group cell phone
plan negotiated by the Finance/IT Department. Employees using a non-standard cell phone must
reimburse the City for the monthly cost of their non-standard cell phone if it exceeds the average
cell phone monthly standard usage rate for City-purchased cell phones. An employee
reimbursing the City for such a monthly amount may do so by payroll deduction.

Use of Personal Cellular Telephones to Conduct City Business

Employees assigned City cell phones to conduct City business should utilize cell phone
equipment provided by the City. It is the general policy of the City that employees will not be
reimbursed for charges billed to their personal cell phones. Under limited and extraordinary
circumstances, reimbursement may be made with the approval of the City Administrator. Written
authorization from the Department Director for reimbursement, along with a copy of the bill
highlighting such calls, must be submitted. City business calls should be identified, including the
name of the person/agency called and the reason for the call.

While at work, employees are expected to exercise the same discretion in using personal cellular
phones as is expected for the use of City phones. Excessive personal calls during the workday,
regardless of the phone used, can interfere with employee productivity and can be distracting to
others.

Using Cellular Phones While Driving

Employees whose job responsibilities include regular or occasional driving and who are issued a
cell phone for business use are expected to refrain from using their phone while driving, except
with the use of a hands-free device and in accordance with applicable laws. Every effort should
be made to pull to the side of the road to a safe location prior to answering or initiating cell
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phone calls or text messaging. This rule also applies to use of privately-owned cell phones while
driving on City business. In situations where job responsibilities include regular driving and
accepting of business calls, the City will provide hands-free equipment.

Employees whose job responsibilities do not specifically include driving as an essential function,
but who are issued a cell phone for business use, are also expected to abide by the provisions
above.

Employees who are charged with traffic violations resulting from the use of their cell phone
while driving will be solely responsible for all liabilities that result from such actions.

Procedure:

1. Department Managers must notify the IT Department when an employee has been
approved for a City-owned cell phone. Department Managers are responsible for
ensuring that funds are budgeted for the purchase and monthly service costs prior to
issuance of a cell phone.

2. If acell phone is lost, stolen, or damaged, the employee must notify their manager or
supervisor immediately.

3. Upon separation from the City, the Human Resources department will collect any City-
owned equipment including cell phones as part of the exit interview process.
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Job Related Travel Allowance and Other Business Expense

Updated by Council Action October 23, 2014

The following procedures are intended to provide guidance for all employees and officials of the
City of Lake Forest Park for travel and reimbursement on official business.

All travel by personnel involving overnight accommodations or travel outside of Western
Washington must receive prior approval from the Mayor, City Administrator, or the appropriate
department director. Employees and officials, including council members and commission
members, of the City of Lake Forest Park are eligible for reimbursement or payment of
reasonable and necessary expenses associated with the performance of official duties of the city.
This includes participation in professional organizations and educational workshops necessary
for the professional development of the employee and of benefit to the City of Lake Forest Park.

Registration Fees

The City shall pay, in advance, directly to the sponsoring organization, agency, or institution,
any registration fee for attendance at authorized conferences, seminars, conventions or training
sessions. Advance payment of registration fee may include optional meal charges that are part of
the sponsoring organizations meeting.

A Credit Card Expense Form should be submitted to the Finance Department within two
business days after the registration has been charged. The following documents should be
attached to the completed form:

e Copy of the approved training request; and,

e Copy of the course description and schedule noting dates for training and meals provided

Transportation
In general, a City vehicle should be used for officially approved travel. However, when a City

vehicle is not available or practical to use, an employee, with the advance approval of his or her
department head, may utilize a private vehicle and claim reimbursement at the current IRS
standard business mileage rate. Expenses shall be reimbursed for travel by reference to and by
use of the most direct public highway route from City Hall to the official’s or employee’s
destination. When it is less expensive than private vehicle reimbursement, a common carrier
may be used for travel. Some trips may only be reimbursed in an amount equal to the
appropriate round trip coach air fare to the destination, at the time of departure, if with prior
approval, the employee chooses to drive.

All employees utilizing their personal vehicle for official travel purposes must have on file with
the City proof of their current liability insurance coverage prior to approval. In the event of an
accident or claim involving a personal vehicle used for official purposes, the employee’s liability
insurance policy will provide coverage.

Meals

Reimbursement for meal costs shall be at the current United States General Services
Administration per diem rates or the Washington Office of Financial Management per diem rates
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(hereinafter referred to as the “published reimbursement rate”). Use the following link for
authorized per diem and meal rates for in-state travel:

http://www.ofm.wa.gov/resources/travel.asp.

Use the following link for authorized per diem and meal rates for out-of-state travel:

http://www.gsa.qov, then select per diem rates.

Officials and employees can choose one of two options for meal reimbursements.

Option One: Officials and employees may choose to be reimbursed for meals based on the
published reimbursement rate. If this reimbursement method is chosen, the employee should
identify reimbursable meals on a Travel and Miscellaneous Expense Reimbursement Expense
Form; the official or employee is not required to submit receipts for meals when this method is
chosen. Meals will be reimbursed at the published reimbursement rate for the location of travel.

Option Two: Officials and employees may choose to be reimbursed for meals based on actual
expenses, not to exceed the published rate for the location of travel. When choosing this
reimbursement method, the official or employee must attach meal receipts to the Travel and
Miscellaneous Expense Reimbursement Form. Actual meal costs in excess of the published rate
are the responsibility of the official or employee; reimbursement will be made only up to the
published reimbursement rate.

Meals will be reimbursed at the per diem rates as follows:

1. When out of town overnight on city business, the employee will receive a full day of
meals for each full day of absence, and individual meal rates for each partial day of
absence.

2. If out of town travel is not overnight*, the employee will receive individual meal per

diem rates for meal periods that the employee is more than 50 miles from the employee’s
normal work location. Meal periods are as follows: breakfast 7:00 AM, lunch 12:00 PM,
dinner 6:00 PM.

*1f travel is less than 50 miles from official duty station, the employee will not be reimbursed for
overnight lodging at city expense without the specific approval of the Mayor, City
Administrator, or appropriate department director.

Lodging

Reimbursement for lodging and related charges shall be at the current United States General
Services Administration per diem rates or the Washington Office of Financial Management per
diem rates (the “published reimbursement rate). Officials and employees can choose from one
of two options for lodging reimbursement.
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Option One: Officials and employees may choose to have the city make advance arrangements
for payment directly to the lodging facility for room rate, applicable taxes, and parking. Any
incidental changes qualifying for reimbursement must be submitted to the Finance Department
for reimbursement. Officials and employees choosing this method of reimbursement should
return the copy final lodging invoice obtained at checkout to the Finance Department within two
business days of return from travel.

Option Two: Officials and employees may choose to use their personal credit card for
reimbursable lodging expenses, subject to all of the lodging provisions contained herein.
Officials and employees choosing this method of reimbursement must submit a request for
reimbursement to the Finance Department after returning from travel.

Lodging expenses or reimbursements in excess of the published reimbursement rate will be
allowed only when approved in advance by the Mayor, City Administrator, or appropriate
department director.

Use the following link for authorized per diem and meal rates for in-state travel:

http://www.ofm.wa.gov/resources/travel.asp

Use the following link for authorized per diem and meal rates for out-of-state travel:

http://www.gsa.gov, then select per diem rates.

In the event the employee takes his or her spouse or domestic partner to a conference, the city
will reimburse the employee at the appropriate single room per-diem rate for the lodging
location. Employees should request that the lodging facility indicate on the receipt the individual
room rate.

Miscellaneous Travel Expenses
A vendor’s receipt is required for all travel expenses submitted for reimbursement. Reimbursable
travel expenses for official business include:

e Taxi fares, transit fares, car rentals, parking fees, ferry and bridge tolls, and any necessary
supplies.

e Registration fees required in connection with attendance at conventions, conferences, and
official meetings.

e Business telephone and postage expenses. One telephone call home per overnight trip
away from home for more than a 24-hour duration is considered a business telephone
expense. For extended trips, one call home will be considered reimbursable every day,
not to exceed 10 minutes per call.
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Travel expenses which are not essential to the transaction of city business and are not described
in the preceding will only be reimbursed with the advance approval of the Mayor, City
Administrator, or appropriate department director.

Credit Card Usage and Travel Advances

A city credit card may be used for registration fees and lodging expenses that can be paid in
advance of travel, as described above. A credit card may also be used for any other approved
travel expenses that can be paid in advance of the travel. City credit cards are generally not to be
carried by officials or employees during travel unless approved in advance by the Mayor, City
Administrator, or Finance Director.

With prior approval, officials and employees may elect to take an advance to cover anticipated
travel expenses, in lieu of submitting a reimbursement request upon return from travel. If an
advance is desirable, see the Finance Department at least two weeks before the start of travel to
make arrangements. A request for an advance made less than two weeks before the start of
travel will be denied by the Finance Department without further consideration.

Submission of Travel Expense Vouchers

All employees must use the Travel Expense and Miscellaneous Expense Reimbursement Form to
claim travel reimbursement. This voucher must be submitted to the Finance Department
immediately upon return from travel. The completed form should include the following:

Copy of the approved training request;

Copy of the agenda noting dates of event and meals provided,

Copy of a travel itinerary (or map) noting the mileage traveled;

Copy of the GSA or OFM meal per diem rates for the area of travel; and

Copy of receipts for any miscellaneous travel expenses claimed for reimbursement.

Any questions about this policy should be directed to the appropriate department director or the
Finance Department.
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Chapter 2: Compensation and Benefits

Compensation

Policy Statement:

The City, on a regular basis, maintains its compensation plan to keep it competitive. By keeping
its compensation plan competitive with its comparable cities, the City can better attract and
retain staff.

Policy:

Annual cost of living adjustments (COLA) are not a guarantee. Adjustments are at the sole
discretion of the City. It is, however, the City’s policy to evaluate its six-step salary schedule on
an annual basis. If an adjustment is warranted, it is determined based on the annual change in the
Consumer Price Index (CPI) for Seattle Urban Consumers for the first six months of the year.

Employees move through the six-step salary schedule based on their years of experience and
their performance. An increase in step is not automatic or a guarantee. The Human Resources
Department creates an annual calendar for managers to track when performance evaluations are
due. Upon completion of the performance evaluation, the manager completes a salary change
form and sends both the evaluation and salary change form to Human Resources for processing.

In addition to the annual COLA adjustment made to the salary schedule, the City may, on
occasion and in its discretion, conduct a salary study or survey to ensure that overall salaries are
within market of our comparable cities. The City Council determines the comparable cities for
purposes of compensation planning based on population, assessed property valuation, geographic
location and sales tax revenues.

At regular intervals, the City will conduct a compensation review using the AWC Salary &
Benefit Survey. Comparing our titles and job descriptions to those of our comparable cities listed
in the survey, the City may, at its discretion, make adjustments whenever its salaries fall below
the average wage.

Periodically, the City will conduct a more comprehensive compensation plan study. The study
will include an audit and review of current positions and job descriptions, a market survey, and
update to the salary schedule as applicable.

Increases to salary are not a guarantee. If increases are warranted and approved, any adjustment
required under this policy will occur after the payroll budget has been approved and not before
January 1.

At times, it may become evident that the market has changed rapidly in one area or the duties of

a job have changed significantly to require an “interim” salary survey. If an adjustment is
required outside of the approved six-step schedule it must be approved by City Councill.
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Overtime and Compensatory Time

Policy Statement:

At times it may be necessary for the City to request or require that its employees work overtime
hours. When overtime is required, hourly or non-exempt employees have the option to receive
overtime compensation at the rate of one and one-half times their normal pay rate, or earn
compensatory time at the rate of one and one-half times the number of overtime hours worked.
Overtime is only paid for hours worked over forty (40) in the workweek.

Policy:

On an annual basis, a payroll and staffing budget is created and approved by the City Council.
Positions within the City and the number of hours of work expected for each position are part of
the process. New positions or positions that need increases in hours must be approved by the
Council. With that in mind, employees are assigned work schedules and hours, and are expected
to complete job duties within those parameters.

However, at times it may be necessary due to special projects or other unplanned events (for
example inclement weather, unplanned absences) that employees work more than their normal
work schedule. Any such overtime hours must be approved in advance by the employee’s
supervisor. Employees have three options when they have worked additional hours. Below are
the options in order of preference by the City:

1. Adjust subsequent hours in the same work week in order to stay within forty (40) hours;

2. Report overtime hours and earn one and one-half times normal rate of pay for the extra
hours; or

3. Receive compensatory or “comp” time at a rate of one and one-half times the number of
extra hours worked.

For the purpose of calculating overtime, the City’s workweek commences Monday morning at
12:00 a.m. and ends the following Sunday night at 11:59 p.m. The employee’s direct supervisor
or manager must approve all overtime in advance.

Time and one-half overtime or comp time is only paid for hours worked over forty (40) in a
workweek. Hours excluded from the calculation of hours worked include vacation, sick, holiday
or floating holiday hours, or compensatory time. Employees who work part-time do not earn
overtime or comp time until they have exceeded forty (40) hours of work.

An employee cannot earn more than forty (40) hours of comp time in one month. Any overtime
earned beyond the forty (40) hours of comp time will automatically (i.e. without notice to the
employee) be paid at the overtime rate. In addition, an employee cannot have more than eighty
(80) hours of comp time banked at any given time. Once reaching that level, all other overtime
will be paid at one and one-half times the regular rate of pay.

Employees can use comp time for planned and unplanned absences, and are paid their unused
balance when their employment with the City ends.
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The City is not required to offer comp time in lieu of overtime pay. The City has the authority to
change this policy, including the elimination of the comp time provision, at any time with or
without notice. However, should the comp plan program terminate, employees will be paid for
all accrued comp time or allowed to use their existing comp time balance.

Procedure:

1.

N

10.

The employee notifies the supervisor that additional work hours are necessary and the
supervisor approves the overtime work. Alternatively, the supervisor directs the
employee work overtime hours.

The employee works the additional hours.

The employee should note all additional hours worked on his/her timesheet, as well as
any other scheduled changes throughout the remainder of the work, to the extent that the
employee is able to start late or leave early to reduce his/her hours to his/her normally
scheduled hours.

On the timesheet, the employee must specify if the hours are to be calculated as overtime
or comp time.

The supervisor approves the timesheet following the Payroll and Timekeeping policy.

If the employee has requested the overtime as an overtime payment, the payroll
administrator enters the payment into payroll as required.

If the employee has requested comp time, the payroll administrator verifies that the
employee has not exceeded the maximum allowed.

If the maximum has been exceeded, the payroll administrator will process as an overtime
payment.

If the maximum has not been exceeded, the payroll administrator will process comp time
as requested.

Employees wishing to use accrued comp time for absences need to note the use on their
timesheet. Comp time used will not count as hours worked in a workweek for calculating
overtime.
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Employee Status

Policy Statement:

The Fair Labor Standards Act (FLSA) and Washington Minimum Wage Act (WMWA) regulate
how employees are classified and paid. The two types of classification, exempt and non-exempt,
are primarily based on job duties and dictate whether employees are entitled to overtime wages
for hours worked over 40 in each week.

Some employees, at the City’s discretion, may be classified as full-time or part-time, and may
also be classified as regular or temporary.

Policy:
Each position at the City is approved by City Council. The first step in the process is to create a

job description. Based on the level of duties, the position will be classified as full-time or part-
time, regular or temporary, and non-exempt or exempt.

Full-time: Full-time is defined as 40 hours. Employees who are classified as full-time are
regularly scheduled to work 40 hours per week.

Part-time: Part-time is defined as working less than 40 hours per week. Employees who are
classified as part-time are regularly scheduled to work less than 40 hours per week.

Regular: Regular relates to the length of the need by the City. Regular employees are those who
fill positions that have no specific duration. It is not meant the person holding the position will
not change, only that the position is expected to be a continued need.

Temporary: Employees who have been hired as temporary employees may also be referred to as
seasonal. Temporary employees are hired to work for a specific length of time, with an end date
expected. Temporary employees may be hired as a City “temp” and paid through payroll, or may
be hired as a contractor or through a contract firm (i.e., “temp” or employment agency).
Temporary employees may not be hired for more than six months without the approval of the
City Administrator or Mayor. Temporary employees do not earn employment benefits unless
required by law.

Non-exempt: Federal and state law requires that non-exempt employees be paid overtime at a rate
of one and one-half time the employee’s regular rate of pay for any hours worked over 40 hours
in the workweek. Overtime payments may also be made in the form of compensatory time.

Exempt: Exempt employees do not receive payment for hours worked in excess of 40 in a
workweek. Typically, but not always, the City’s exempt employees are those in a qualifying
executive, professional, or administrative position, or computer professional position, as the law
defines those positions. The law also requires that exempt employees meet certain income
requirements, depending on the position.
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Meal and Rest Breaks

Policy Statement:
The City provides rest breaks and meal breaks during the course of each workday to non-exempt
employees as required by state law and collective bargaining contracts.

Policy:

Rest Breaks: All nonexempt employees (those covered by the minimum wage and overtime
requirements of the Fair Labor Standards Act) should receive a fifteen (15) minute rest break at
approximately the middle of every four-hour work period not interrupted by a meal break.

Supervisors are responsible for scheduling the time for nonexempt employees’ rest breaks and
should consider the workload and the nature of the work performed. When necessary, the
frequency and time of rest breaks may be changed.

Time spent on rest breaks is compensated as working time. However, employees are expected to
be punctual in starting and ending their breaks and may be disciplined for tardiness.

Employees are expected to take their rest breaks. Employees who choose to remain at their work
stations during rest breaks are expected to take their rest break shortly thereafter, and are not
entitled to arrive later than the scheduled starting time or leave before the normal quitting time.
Employees who voluntarily work through their rest break will not receive additional
compensation.

Employees on rest breaks may not interfere with other employees who are continuing to work.
For one year following childbirth, non-exempt employees who are nursing mothers are entitled
to unpaid breaks during the workday for the purpose of expressing breast milk. These breaks
will be paid to the extent they run concurrently with the above-referenced rest breaks. The City
will provide a suitable, private location for nursing breaks. Please contact Human Resources or
your supervisor to make appropriate arrangements if you need nursing breaks and/or a private
nursing location.

Meal Breaks: All nonexempt employees who work five or more hours per day are entitled to a
non-compensable thirty (30) minute meal break. Departments may allow employees to take a
sixty (60) minute break, depending on the workload. Meal breaks are not counted toward
worked hours. Employees are completely relieved from duty during their meal break. If an
employee is required to perform any work duties while on his or her meal break period, the
employee will be compensated for the time spent performing work duties.

Part-time employees scheduled to work more than five consecutive hours during any workday
will receive a meal break of the same duration as full-time employees in their department.

Supervisors are responsible for balancing workloads and scheduling meal breaks and should take

into consideration the workload and nature of the job performed. When necessary, the duration
and the time of meal periods may be changed.
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Employees required to work more than ten hours in any workday will be allowed a second meal
break no later than six hours after returning from their first meal break.

Employees who choose not to take a meal break in order to leave early for the day or make up
for time missed must send their request to their manager in writing. The Supervisor has the
discretion to allow or deny the employee’s request, depending on the workload and needs of the
City. After communicating the approval/denial of the request to the employee, the written notice
will be forwarded to Human Resources and placed in the employee file.

Procedure:

1.

i

©No O

The City provides a fifteen (15) minute paid rest break to non-exempt employees at
approximately the middle of every four hours of work.

The fifteen (15) minute breaks provided to employees are paid time. Therefore it does not
need to be noted on the timesheet.
The rest period is to be taken no later than the end of the third hour of the shift.

Meal breaks are uncompensated time and must be accounted for on the employee
timesheet (for example, and employee who works 8 a.m. to 5 p.m. with a 1 hour meal
break would put down 8 hours worked, not 9 hours worked).

Workers must be at least two hours into the shift before the meal break can start.

The meal break cannot start more than five hours after the beginning of the shift.
Employees who are asked to work during a meal break will be compensated for the time.
Employees who choose to work through their meal break in order to leave early or make
up time must provide documentation that it is at their choice and not a requirement of the
City. This should be in a written request to their Supervisor.

Supervisors may approve or deny the request of an employee to work through their meal
period in order to leave early or make up time and communicate that to the employee.
Documentation of this should be forwarded to Human Resources for retention in the
personnel file.
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Payroll and Timekeeping

Policy Statement:
The City provides tools for employees to track time worked. It is the employee’s responsibility to
accurately track and record their time worked for purposes of payment.

Policy:
There are two payroll periods each month. The first is the 1% of the month through the 15", and

the second is the 16" through the end of the month. Employees track their time on the timesheet
application provided by Payroll.

Paydays occur on the eighth and the twenty-third of each month. If the pay date is a weekend or
holiday, payment is made the day prior. The City reserves the right to change the pay periods or
pay dates. The City will provide as much notice as possible and, as required by FLSA, changes
to the pay period will not be for the specific purpose of avoiding overtime for a specific pay
period.

The City will withhold from the employee’s paycheck those deductions required by law (payroll
taxes and withholding, court-ordered garnishments, etc.), as well as any voluntary deductions
authorized by the employee and approved by Human Resources.

If you believe there are any errors in your pay, including that you have been overpaid or
underpaid, that improper deductions have been taken from your pay or that your pay does not
reflect all hours worked, including overtime, report your concerns to Payroll and/or Human
Resources immediately. The City will promptly investigate all reported complaints and, if
appropriate, take corrective action.

The City does not tolerate retaliation against any employee because that employee filed a good
faith complaint under this policy. Specifically, no one will be disciplined, intimidated or
otherwise retaliated against because that person exercised rights under this policy or applicable
law.

All employees are required to utilize direct deposit for payroll. On each pay day, employees can
access through the online payroll system a statement that explains how pay was determined
(hours work and wages) and well as deductions and other accruals. Payroll advances and/or
draws are not allowed.

Procedure:
1. Payroll provides a timekeeping application to all department managers and employees.
2. Once an employee completes and approves their timesheet for the pay period, it is
forwarded to the manager for approval.
The manager audits the timesheets for errors, and notifies the employee of any changes.
The manager approves the timesheets.
Payroll pays employees based on the timesheets approved on the required date.
Statements of direct deposit detailing pay, deductions and accruals are be available
through the payroll application.

ok w
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Health and Welfare Benefits

Policy Statement:

The City is dedicated to providing employees with competitive benefits. However, the City does
not guarantee ongoing/future benefits, and the City reserves the option of changing, amending, or
terminating any/all benefits set forth herein, in its sole discretion.

Policy:

Medical:

Employees and their dependents may be eligible to begin participating in the City’s medical
benefit effective the first day of the month after they begin work. Eligibility is based on number
of hours worked, and employees are required to pay a portion of the medical benefit premium.
The City provides benefits to full-time employees and their dependents. Part-time employees
may receive benefits depending on the number of hours per week they are regularly scheduled to
work.

The City generally attempts to offer several different benefit plans to meet the needs of
employees. Information on the plans currently offered is available from Human Resources.

Dental:

All employees are required to participate, and dependents may be added if the employee meets
the minimum work hours required. The City pays all dental premiums. Eligibility is the first day
of the month after an employee begins work.

Currently, AWC is the administrator for the dental benefits. See the summary of benefits or plan
documents for information on covered services.

EAP:

The City provides an employee assistance plan (EAP) to employees. The EAP provides short-
term, confidential counseling for employees and their immediate families. There is no charge for
the first three visits. EAP counselors are available 24 hours a day, 7 days a week.

The EAP is confidential. Personal information is never shared with anyone, including the City,
without your direct knowledge and approval. More information on the EAP is in the EAP
brochure available from Human Resources.

Long Term Disability:

The City provides long-term disability insurance at no charge to employees. This insurance
provides up to 67% of the employee’s salary should they be out of work due to illness or injury.
Because the employer provides this benefit, any benefit received by the employee is taxable
income.
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Life Insurance:

The City provides life insurance to employees at no charge. The amount provided is $50,000.
Employees have the option of purchasing additional life insurance at the group rate through
payroll deduction.

457 Plan:

Employees have the option of participating in the 457 Plan. This is a deferred compensation and
tax plan, which allows employees to make contributions with pretax dollars and then pay their
current tax rate when they begin to draw on the Plan at retirement. There is no City contribution
to this benefit.

401(a) Plan:

The City does not participate in Social Security for full-time employees. Therefore, employees
regularly working 20 hours or more per week do not contribute to Social Security. Instead of
Social Security, the City and employees participate in a 401(a) Plan. The contribution is a match
from both City and employee money and is not voluntary. The current match is 6.2% of the
employee’s compensation. Employee contributions are 100% vested at the time made. The City’s
contribution vests at 33.3% per year.

Part-time employees working less than 20 hours per week participate in Social Security and
receive the City match. Part-time employees working less than 20 hours per week do not
contribute to the 401(a) Plan.

Pension Plan:

Employees who work over 70 hours per month are eligible to participate in the City pension
plan. For law enforcement it is the LEOFF benefit. For administrative and public works
employees it is PERS benefit. Benefit levels and contributions are set by the State of
Washington. Employees must be scheduled to work at least 70 hours per month, for 5 months out
of the year, to be eligible.

Employees vest during the first 5 years they participate in the plan.

Procedure:

1. Employees enroll in the benefits during their first 30 days of employment.

2. Employees who wish to make changes to their medical or dental benefits must wait until
open enrollment (December for January 1 effective dates) or have a qualifying event.

3. Plans may have specific deadlines or late enrollment procedures.

4. The City may add, drop, or amend benefits at its discretion.

5. Current information on all benefits plans is available from Human Resources. Summary
plan descriptions on the plans are available in the benefits materials resource display
outside the Human Resources office.
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Involuntary Benefits

Policy Statement:

The City is dedicated to providing competitive benefits to employees. Some benefits offered by
the City are voluntary, and other mandated by law. This policy addresses involuntary or
mandated benefits.

Policy:
It is the City’s policy to comply with all state and federally required employee benefits. Below is

an overview of these benefits.

Social Security (FICA):

Social Security is a disability and retirement system managed by the Federal government.
Employees and employers contribute money (taxes) into Social Security for future use by the
employee. Public employers, such as the City, have the option of participating in Social Security.

At the City, temporary or seasonal employees or those working less than 20 hours per week have
a deduction made from their wages for Social Security, as determined by law. The City matches
the contribution.

Regular full time employees and those working more than 20 hours per week are required to
participate in the City’s Social Security replacement plan, the 401(a) Plan, described below.

Medicare:
Medicare helps pay for medical costs during retirement years. The federal government manages
this program.

All employees are required to pay into this plan, with a match by the City as determined by
federal law. There is no annual income ceiling for Medicare.

Federal Income Tax:

Upon hire employees are required to complete a Form W-4. This form can be updated as an
employee’s circumstances change (for example: marriage, divorce, changes in dependents).
Form W-4 allows the City to deduct the proper federally required income tax.

In January of each year, employees will receive their Form W-2 for the previous year. The form
is distributed on or before the January 31% deadline.

State and Federal Unemployment Insurance:

State Unemployment Insurance, or SUI, is a tax that is collected from the employer to help
transition employees who have lost employment through no fault of their own. The amount paid
is based on the employer’s utilization. FUTA is the federal unemployment insurance program.
Both of these are paid entirely by the employer.
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Workers’ Compensation:

Workers Compensation is insurance the City is required to pay by state law. The insurance
provides a percentage of income to an employee who is injured on the job. The amount paid is
based on the industry. The program is managed by the Washington State Department of Labor
and Industries (L&I).

401(a):

The City offers a mandatory 401(a) Plan. Employee put aside money not contributed to Social
Security program, using pretax dollars. Currently, the City matches the employee contribution in
an amount equal to the Social Security tax. Employees are 100% vested in employee
contributions to the 401(a) plan at the time the contributions are made. The employee vests in
the City’s contribution to the 401(a) plan at the rate of 33.3% per year of service.
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Workers’ Compensation

Policy Statement:

Employees who experience injuries, illnesses, or occupational disease arising out of their
employment with the City are entitled to compensation under the State of Washington’s
Industrial Insurance Act (Workers’ Compensation). This policy sets out rules and procedures
related to administering this benefit.

Policy:

Filing a Claim:

Employees with a work related injury or occupational disease exposure must report the incident
to the supervisor or manager immediately. If the injury or illness requires emergency care, the
employee should first seek medical attention and then follow up with his/her manager.

If the employee seeks medical care, the employee will need to tell the physician that the issue
was caused at the workplace. The doctor’s office will complete the claim forms as required.

Coordination with Accrued L eave:

Employees may use their available accrued sick, vacation and compensatory time leave to
maintain 100% of their pay while out due to an injury at work. When the employee receives
Workers' Compensation benefits, he/she is required to turn their time loss check over to the City,
within three (3) days of receipt, so that the City can use the check to buy back a portion of the
paid sick leave benefit used by the employee which shall be restored to the employee’s leave
balances. This policy is to ensure that employee will receive prompt and regular payment during
periods of injury or disability so long as disability continues and to allow the employee to
maintain as much accrued sick leave as possible after the buy back. The employee will not
receive more leave purchased back than he/she would have received had the injury not occurred.
In the event that an employee does not have enough accrued leave to keep them in paid status
during their period of disability (as certified by their doctor) due to their work related injury, the
employee will keep the time loss check from L&I and no buy back will be processed. Employees
cannot receive 100% of their regular pay through use of sick leave or other accrued leave while
also receiving Worker's Compensation benefits (as this would allow the employee to receive
substantially more than his/her regular pay).

Vacation and compensatory time used is not restored to the employee after an employee receives
Workers’ Compensation Benefits.

Leave from Work:

The workers compensation statute provides time loss compensation and medical coverage, but is
not a leave law. An employee’s entitlement to time off following a work-related illness or injury
will be administered in accordance with the City’s leave policies and any applicable collective
bargaining act provisions. The City counts an employee’s leave due to a work-related injury or
illness toward the employee’s 12-week leave entitlement under the Family and Medical Leave
Act (FMLA) and the Washington Family Leave Act (WFLA). Once these leave entitlements are
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exhausted, any requests for further time off may be evaluated as a reasonable accommodation
under the American’s with Disabilities Act (ADA).

Return to Work:

Once an employee has been released to work, with or without accommodation, after a work
related injury or illness, they will be restored to the same or similar position and same pay. No
seniority will be lost.

Employees wishing to return to work after a work related injury or illness must have clearance
from their physician. In some cases, it may be possible for the employee to return with job
modification. Job modification may include workplace changes or light duty. Any job
modification will require coordination between the City, the employee and the employee’s
physician. The job modification must not impose “undue” hardship on the City or create a direct
threat of harm.

Employees who refuse light duty may lose their time loss benefit in accordance with state law. In
addition, light duty assignment cannot generally extend beyond 12 weeks. If light duty is
required beyond 12 weeks, the employee may lose their guarantee to return to their original
position.

Permanent Disability:

Employees who become permanently disabled may have available additional long-term benefits
through the State’s Workers Compensation plan. However, the State and not the City determines
availability and eligibility.

Fraud:

Filing a fraudulent Workers” Compensation claim or engaging in fraudulent representation with
respect to Workers’” Compensation claims or benefits are serious offenses. Employees found to
have engaged in fraudulent activities are subject to disciplinary action up to and including
termination of employment.

Employees who file fraudulent claims can also be criminally prosecuted and subject to
imprisonment and/or fines.

Retaliation:

The City will not retaliate against an employee for filing a Workers’ Compensation claim. Any
employee who feels he/she has been retaliated against due to the filing of a Workers’
Compensation claim or for participating in an investigation of a workplace injury or illness or for
reporting claims of fraud should report it to Human Resources immediately.
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Tuition Reimbursement

Policy Statement:

Ongoing education and training is an investment that creates a more diverse and capable staff. As
such, the City supports advanced level education and professional certification by providing
funds to employees who wish to improve job performance, enhance skills, and prepare for future
City opportunities.

Policy:
The City supports employees who wish to continue their education to secure increased

responsibility and growth within their professional careers. In keeping with this philosophy, the
City has established a reimbursement program for expenses incurred through approved
institutions of learning. Full-time regular status (not temporary or seasonal) employees who have
worked for the City for more than one year are eligible to participate in this program as long as
the courses are job or City related, as determined by the City in its discretion.

The City will reimburse up to a maximum of $1500 per year incurred by an employee for
continuing education through an accredited program that offers growth in an area related to his
or her current position. This can include college credit courses, continuing education unit
courses, seminars and certification tests. A passing grade of “B” or its equivalent, or better, or
obtaining a certification is required to receive any reimbursement. A “report card” verifying the
employee’s grade and receipts are required for tuition reimbursement.

Coursework specific to the employee’s development that clearly creates a benefit to the City may
be approved at the Mayor and City Administrator’s discretion. However, any tuition paid beyond
the $1500 per year will necessitate an employment contract with the employee and the City that
creates service requirements. The contract will create a “tuition loan” forgiven at 25% per year.

Eligible costs are those specific to attending the course. Lab fees, books, parking fees, or general
“membership” type fees are not reimbursable.

Courses that are general in nature (i.e. English, Algebra, etc) must be taken on the employee’s
time. Only classes specific to the employee’s job can be taken during work time (i.e. Excel) or
counted toward worked time. The manager must approve course schedules that impact work
schedules in advance.

Any time devoted to attending classes or completing coursework must be on the employee’s
personal time. Such time is not compensable hours of work, and may not interfere with the
employee’s performance of his or her City employment.

Procedure:
1. Prior to taking course, the employee provides his or her manager with information about
a course for which he/she would like to receive reimbursement.
2. The employee completes the Tuition Reimbursement Form and manager signs for first
level approval.
3. The form is then forwarded to the City Administrator for approval.
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4. Once approvals are received, the employee sends a copy of the form to Human
Resources. A copy of the form will be kept in the employee file. The employee can then
enroll in the course.

The employee will maintain the original until he or she has completed the course.

6. Upon completion of the course, the employee should resubmit the original tuition
reimbursement form with a completed expense report form with receipts and evidence of
passing grade of a “B” or better, or certification attached.

7. The Human Resources Department will then coordinate the reimbursement with
Finance.

o
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Inclement Weather and Emergencies

Policy Statement:
It is the intent of the City that all City offices shall be open and in operation during established

working hours. Because many City services are of primary importance during emergency or
extreme weather conditions, employees should make a reasonable effort to report to work in a
timely basis without endangering their personal safety.

Policy:
Should conditions exist which would prevent City employees from reporting to work, it will be

the employee's responsibility to contact his or her supervisor or department manager to indicate
anticipated absence from work or late arrival to work.

Any regular full-time or regular part-time employee who is unable to report to work as a result of

emergency or extreme weather conditions will be given the option of using accrued vacation or
compensatory time, or taking time off without pay for time missed.
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Early Closures and Payment for Early Closures

Policy Statement:
There are times that the City closes operations early, opens late or does not open at all. This
policy addresses how employees are compensated for City closures.

Policy:

The City Hall may close early, open late, or not open at all due to a variety of reasons. This
policy creates a standard of how all employees will be consistently compensated for unscheduled
closures. Unscheduled closures are typically due to one of the following: weather conditions,
power outages, pandemic, or emergency declarations.

Part-time employees: Part-time employees are compensated at their average hourly day if the day
of the closure was a day they were scheduled to work. If a part time employee normally works
until 12 p.m. and the office closes at 1 p.m., they will receive no additional compensation. If a
part-time employee is not scheduled to work on the day the office closes, the part-time employee
does not receive additional compensation.

Full-time employees: Full-time employee will be compensated to the value of the City’s standard
work hours. For example, the standard office hours are 8 to 5. If the office closes at 3 p.m.,
employees will receive up to two hours of compensation. If the employee’s normal schedule is
work until 6 p.m., they still only receive two hours and may either take vacation or comp time, or
make up the hours.

Compressed workweek: Employees who work a compressed workweek will be provided only the
number of hours consistent with other full-time employees. If the employees working a
compressed workweek are short hours, they must either make up the time in the same workweek
or take vacation or comp time. If the employee is not scheduled to work that day because of
his/her compressed workweek, they shall not receive compensation.

Employees on sick or vacation: Employees who have left work or are not in due to sickness or
vacation time will not receive time unless they were available for work. For example:

1. Anemployee leaves at 2 p.m. for a doctor’s appointment and the office closes at 3 p.m.
The employee does not get back his/her sick leave because they were not available for
work at 3 p.m.

2. An employee on vacation on a day that the City is closed due to weather will not have
his/her vacation hours restored for that day.

3. An employee who chooses not to come to work when City Hall is open for business,
whether his/her department was conducting public business or not, will be required to use
vacation time.

4. Anemployee who comes in late, and then the office closes early, will need to take
vacation or comp time for late arrival, or make up time.

5. The City closes early during the holiday season. Employees who are not at work, either
because of vacation, sick, or comp time, will not be have his/her leave balances restored.
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The City is not obligated to pay employees when the office is closed or closes early. However,
out of fairness to employees, the City is mindful of the issues employees face when the City Hall
is not open through no fault of their own. Though this policy may not meet the needs of all

employees, it is designed to manage compensation consistently, and therefore fairly, for all
employees.
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Jury Duty

Policy Statement:
The City believes that Jury Duty is an important civic duty and whenever possible employees
who are summoned for Jury Duty should serve without personal financial hardship.

Policy:

Employees should notify their supervisor immediately upon receipt of the Jury Duty Summons,
and in no event less than two week prior to the date of the employee’s scheduled jury service. At
times, and at the City’s discretion, the employee may be required to request a postponement from
Jury Duty due to workload or special projects.

Employees who are summoned for Jury Duty will receive pay at their regular rate of
compensation for up to 30 calendar days, less any amount paid to the employee by the court for
such service, excluding expense payments. While serving on Jury Duty, the City will continue
the employee’s regular pay. Upon receiving payment from the court, the employee must sign
over the check from the Court to the City.

Employees who are subpoenaed to appear as a witness on non-City business are required to use
their vacation or other personal leave. If they have no leave available, they are required to take
the time without pay. With supervisor approval, the employee may make up hours as long as it is
within the same pay week the time off was taken or does not otherwise result in overtime
liability to the City.

Procedure:

1. Employee submits a copy of their summons to their supervisor.

2. The supervisor forwards copy to Human Resources.

3. Acopy is placed in the employee personnel file.

4. Per the request of the supervisor, the employee may be asked to request a postponement
based on business needs (instructions on the summons).

5. If an employee is chosen for jury duty, all checks received from the court that are not
reimbursements for expenses must be submitted to Payroll.

6. If an employee is released or not called for Jury Duty, the employee must return to work
unless he or she has approval from their supervisor.
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Compensation for Travel Time

Policy Statement:
At times, City employees may be required to attend training that is not local. This policy
addresses how time paid for travel to and from the training is managed.

Policy:

Under the Fair Labor Standards Act (“FLSA”), time spent commuting to and from training
outside the normal workday is not compensable. The exception to this standard is if the
employees is required to drive and has not declined the opportunity to be a passenger. As a
passenger, whether in a vehicle, train, plane, or other mode of transportation, compensated time
is only that time when travel occurs during the employee’s work hours.

Though FLSA does not require the “passenger” time outside of the normal work hours be paid,
the City recognizes that employees who are required to attend training that is not local should not
be required to do so without some expectation of compensation.

It is the City’s policy to pay straight time for hours spent commuting outside normal work hours
to training. The training must be a requirement of the City and the hours paid for the commute
time are not calculated towards hours worked for overtime purposes.

Employees who are required to drive will be paid their regular wages and the time will count as
hours worked for purposes of computing overtime.

Mealtime is not compensated time unless the attendance is mandatory or a continuation of a
training or educational program. An example of non-compensated time is an end of the
conference day dinner or a lunch provided by a vendor during training. The exception to this is
if, during the mealtime, information is offered specifically related to the training. Payment for
mealtimes must be approved in advance with an agenda provided by the employee.

Employees who have expenses related to training should see the Job Related Travel Allowance
and Other Business Expense policy.

Procedure:
1. Employee must have training or conference approved in advance.
2. Once approved, the employee can make travel arrangements per department and City
policy.
3. Employees must track hours and submit them on a time sheet as appropriate and as
described above.
4. Manager must approve hours per standard timekeeping policy.
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Longevity Recognition Program

Policy Statement:

The City recognizes the importance of making employees feel appreciated, and knows that
turnover costs money in terms of actual recruitment costs, as well as in loss of productivity and
training. The longevity program serves to recognize employees who have served the City for an
extended period of time.

Policy:
Employees are recognized for their service to the City through merit increases and performance

feedback. When employees remain in service to the City, they become vested in the employer
provided retirement plans (401a and pension). Vacation is also increased (see vacation leave

policy).
In addition to those benefits, the City also recognizes increasing tenure as follows:

Years of Reward

Service

1 One year pin

3 Certificate of Appreciation
$10 gift card

5 Five year pin
$15 gift card

7 Certificate of Appreciation
$20 gift card

10 Ten year pin
$30 gift card

15 Fifteen year pin
$45 gift card

20 20 year pin
$60 gift card

25+ $75 gift card (+5 for every addt’l 5 years of service)

Employees who have left the City but have returned in less than one year will have their service
bridged for the purposes of this policy.

Employees on a performance improvement plan will not receive their recognition until the
expectations outlined in the performance improvement plan have been met. Exceptions are
granted with manager approval.

Procedure:
1. Human Resources will track employees’ hire dates in the payroll system.
2. Human Resources is responsible for maintaining pins and gift cards, and notifying City
Administrator and/or Mayor of upcoming anniversary dates.
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3. Gift card and pin recipients will receive recognition (pin, gift card) at the all staff meeting
of the month of their hire date.

4. Employees in a probationary period or performance improvement plan will not receive
financial recognition until satisfactory performance expectations are met.
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Severance for Reduction in Force

Policy Statement:

The City is dedicated to retaining its qualified and high performing staff. However, due to
financial constraints, changes in technology or work process, a reduction in force (RIF) may be
necessary. This policy addresses that issue.

Policy:

The City as an at-will employer does not guarantee an employee’s employment for any specific
duration. An employee who is terminated is not eligible for severance payments or any other
salary or benefit continuation.

Should an employee be laid off, or subject to a RIF, the City at its discretion and with Council
approval may provide severance and or continuation of employee benefits. However, there is no
guarantee that severance or continuation of benefits will be provided. Nothing in this statement
should be perceived as a contract or promise of employment, severance, and or benefits, and
does not change the at-will employment relationship.
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Chapter 3: Leave Policies
Vacation

Policy Statement:

Employees need time away from work to rest, recuperate from illness, and at times take care of
personal issues. The City recognizes this need and provides paid vacation and sick leave to
employees. This policy assists employees, their managers and Human Resources to manage and
administer the vacation leave benefit.

Policy:
Employees begin accruing vacation their first day of work. Employees may take up to their

accrued and unused time off for vacation leave. In a medical family emergency, employees will
be permitted to run a negative balance of up to 5 days.

Vacation accruals are adjusted by tenure as well as number of hours worked. Part-time
employees have their accrual prorated based on the percent of the week worked. Temporary
employees or those working less than 20 hours per week do not earn vacation time and are not
paid for any time needed away from work.

The vacation accruals are as follows:

Length of Service Annual Hours/Weeks F/T Accrual/Pay Period
0—1 Years (12 months) 80 hours/2 weeks 3.3 hours
2—75 Years (60 months) 96 hours/2 weeks 2 days 4.0 hours
6—10 Years (120 months) | 120 hours/3 weeks 5.0 hours

11—15 Years (180 months) | 136 hours/ 3 weeks 2 days | 5.67 hours
16—20 Years (240 months) | 168 hours/4 weeks 1 day 7.0 hours
More than 20 years 184 hours/4 weeks 3 days 7.67 hours

The City encourages employees to use the vacation leave earned. To that end, employees may
not accrue vacation hours in excess of the following maximum accrual levels:

Length of Service Maximum Vacation Accrual
0—1 Year 80 Hours

2—5 Years 192 Hours

6—10 Years 240 Hours

11 and Over 240 Hours

Once an employee has reached the maximum hours allowed, they shall not accrue additional
vacation until their accrued hours have dropped below the maximum. When an employee
terminates employment with the City, the employee will be paid no more than the maximum
accrued and unused vacation according to the above schedule.

Employees may use vacation to replace sick time if no sick time is available, as well as for
otherwise unpaid FMLA leave. Vacation time may also be used in conjunction with holidays.
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Employees may not use their vacation in their last two weeks of employment unless specifically
approved by their manager in advance. This requirement is to ensure time for proper training and
“hand off” of duties by the departing employee in their last two weeks of employment.

Due to City business needs, it may be necessary for the City to refuse requests for vacation. If
two employees request the same vacation time in the same department, the first to ask is given
priority. If both employees ask at the same time or appear to have asked at the same time,
seniority will be the deciding factor.

It is important that employees give as much notice as possible in requesting the use of vacation
time. However, vacation will not be approved more than 3 months in advance except in extreme
cases (i.e., traveling abroad and need to make plans in advance).

Exempt employees must use vacation for partial-day absences (not related to sick leave) of more
than four (4) hours.

Bridge of Service:
Employees who leave the City and return in less than six months will have their tenure restored
for purposes of vacation accrual.

Employees, hired after September 1, 2008, who have worked for another public entity
immediately prior to their employment with the City, will have their prior public employment
tenure count at 50% towards the City’s vacation accruals. (i.e., if an employee worked at City of
Kenmore for 10 years immediately prior to being hired by the City, they would earn vacation at
96 hours per year rate upon hire by City of Lake Forest Park).

Procedure:
1. With as much notice as possible, the employee requests time off from their manager
using the payroll online system.
2. The manager approves or rejects request for time off.
3. If manager rejects request, employees can appeal the decision to Human Resources.
4. If a request for time off is denied by Human Resources and employee still wishes to
appeal the decision, the City Administrator makes the final decision.
Employee notes time away from work on their timesheet.
6. It is the manager’s responsibility to verify employee hours worked, time away from
work, and approve timesheets.

o
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Sick Leave

Policy Statement:

Good attendance is expected of all employees. It is the City’s employees that make the City
function at the highest level possible. However, it is also understood that things happen that
cause an employee to miss work. To assist employees dealing with their own or their immediate
family’s illnesses or medical problems, the City provides paid sick leave.

Policy:

The City provides full-time employees 12 days of paid sick leave per year which accrue on a per
pay period basis. Part-time employees, temporary employees, seasonal employees, and paid
interns have their sick leave prorated based on the number of hours an employee works per
week. Volunteers do not earn sick leave. Sick leave is available to use as it is accrued. Sick leave
accrual banks and hours of sick leave used are shown on pay statements available through the
online payroll system.

Using Sick Leave

Paid sick leave may be used for the following:

¢ An employee’s mental or physical illness, injury or health condition; or to accommodate
diagnosis, care or treatment of mental or physical illness, injury or health condition;

e Preventive care such as a medical, dental or optical appointments and/or treatment;

e Care of a family member a) with a mental or physical illness, injury, health condition ; b) who
needs diagnosis, care or treatment of mental or physical illness, injury or health condition ; or c)
who needs preventive care such as a medical/dental/optical appointment;

e Closure of the employee’s place of business or employee’s child’s school/place of care by
order of a public official for any health-related reasons;

o If the employee or the employee’s family member is a victim of domestic violence, sexual
assault, or stalking.

Paid sick leave may be used for the following family members: a spouse or registered domestic
partner, child (regardless of age), parent, parent-in-law, grandparent, grandchild, and/or sibling.
Accrued sick leave must be used in connection with any extended medical leave, including but
not limited to FMLA/Washington Family Leave Act Leave, pregnancy disability leave and/or
leave granted under the Americans with Disabilities Act, and may not be used to extend such
leaves.

Employees may not borrow against future sick time accruals. Employees who exhaust their sick
leave and then continue to be away from work may apply other paid leave accruals such as comp
time, floating holiday or vacation time. When all leave accruals are exhausted, employees
receive leave without pay. Exempt level employees are required to use sick leave for partial-day
absences, related to illness, of more than 4 hours.

Notice

Understanding that illness is frequently unexpected, the City asks for as much notice as possible
when calling in sick. If leave is foreseeable, an employee must give 10 days’ notice or as early as
practicable. If an employee is calling in sick unexpectedly they must contact their supervisor at
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least 30 minutes prior to their scheduled shift unless it is not practicable to do so. If the illness or
medical condition requires an absence of more than one day, the employee must call in to their
supervisor each day unless an extended absence has already been approved by the supervisor
and/or Human Resources. Another person can provide notice to the supervisor on an employee’s
behalf if it is impracticable for the employee to do so.

Request for Doctor Verification

For absences exceeding three (3) days, the City may require a doctor’s verification that an
employee’s use of paid sick leave is for an authorized purpose under RCW 49.46.210 (1) (b) and
(c). Such a request for doctor’s verification will not require that the information provided
explain the nature of the condition. If the City obtains health information about an employee or
employee’s family member, the City will treat such information in a confidential manner
consistent with applicable privacy laws.

If the City requires verification, and the employee anticipates that the requirement will result in
an unreasonable burden or expense, the employee must be allowed to provide an oral or written
explanation to the City which asserts:
(1) That the employee’s use of paid sick leave was for an authorized purpose under RCW
49.46.210 (1) (b) or (c); and
(2) How the City’s verification requirement creates an unreasonable burden or expense
on the employee.

The City must consider the employee’s explanation. Within 10 calendar days of the employee
providing an explanation about the existence of an unreasonable burden or expense, the City
must make a reasonable effort to identify and provide alternatives for the employee to meet the
City’s verification requirement in a manner which does not result in an unreasonable burden or
expense on the employee.

If the City requires verification that the use of paid sick leave is for an authorized purpose
under RCW 49.46.210 (1) (b), verification must be provided to the City within 10 days
following the first day upon which the employee uses paid sick leave or the City makes
the request for verification, whichever is later.

Attendance and Accommodation
As in any work atmosphere, attendance is important. Employees who habitually use or abuse
sick leave may be subject to discipline, up to and including termination, if their attendance does
not improve.

The City abides by the law and any collective bargaining contracts to accommodate the
employee as reasonably possible. To “accommodate” may mean modifying the employee’s work
hours or duties, and may require recommendations from the employee’s doctor. Employees
needing accommodation should see the Accommodation Policy.

Coordination with Disability Payments
If an employee cannot work and is eligible for City or other government provided disability
benefits, it may be possible to use sick leave to supplement any shortfalls between the
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employee’s regular compensation and disability pay. However, this is not determined by the City
and is part of the benefit plan itself. Employees must notify Human Resources if they are
interested in coordinating benefits in this matter. Human Resources will then coordinate with the
Plan Administrator.

Conversion to Vacation

Unused sick leave accruals may accumulate from year to year with no maximum cap. One time
per calendar year, at any time during a calendar year, employees can convert sick leave in excess
of 480 hours to vacation at a rate of $.25 on the dollar by submitting a written memorandum to
Human Resources authorizing the conversion Vacation maximum caps apply. Under no
circumstances will employees receive a cash-out of unused sick leave accruals.

Employees have the opportunity to donate leave to other employees who are out due to illness.
Employees seeking information should see the shared leave policy.

If an employee leaves employment and is rehired within 12 months of separation, any accrued,
unused paid sick leave will be reinstated to the employees paid sick leave balance.

Any discrimination or retaliation against an employee for lawful exercise of paid sick leave
rights is not allowed. Employees will not be disciplined for the lawful use of paid sick leave.

If an employee feels they are being discriminated or retailed against, the employee may contact
Human Resources. If an employee is not satisfied with the company’s response, the employee
may contact the Washington State Department of Labor & Industries.

Online: www.Lni.wa.gov/WorkplaceRights
Call: 1-866-219-7321, toll-free
Visit: www.Lni.wa.gov/Offices
Email: ESgeneral@Lni.wa.gov

Employees with questions about Sick leave may contact the Human Resources Manager or their
supervisor.

Procedure:

1. Anemployee needing to be away from work due to their own mental or physical illness,
injury or health condition or the mental or physical illness, injury or health condition a
family member should contact their manager at least 30 minutes prior to their scheduled
shift.

2. Employees who exhaust their sick time can use vacation or comp time (as applicable) to

provide paid time. If no other leave is available, the time is without pay.

With manager approval, employees can make up hours missed in the same workweek.

4. Advance sick leave requests may be made on the online timecard system. Unscheduled
sick leave is noted on the time sheet and approved by the manager.

5. Advance sick leave requests less than one (1) week prior to the day requested may be
made on the online timecard system. However, in such cases, the employee should
contact the manager for verbal approval prior to taking the time off work.

w
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6. Employees with ongoing illnesses or who have family members with ongoing illnesses
may be directed by their manager or Human Resources to apply for FMLA or ask for

accommaodation.
7. Medical files are kept in the Human Resources department in a locked file cabinet. Only

the employee and select City officials have access to the medical file.

Revised 2018 Page 93 Effective 2-2-2018



Shared Leave

Policy Statement:

The City provides a vacation and sick leave plan. Employees are encouraged to use their leave
appropriately including planning for sick leave. However, it is also understood that even the most
careful employee can be confronted with a medical emergency that will quickly exhaust their
sick leave balance. The Shared Leave policy is an opportunity to help employees avoid a leave
without pay situation.

Policy:
Employees may elect to donate a portion of their vacation or sick leave to an employee who is

unable to work due to a medical condition. Once the election to donate is made, an employee
cannot rescind the donation.

Vacation: Employees may donate up to 50% of their vacation balance not to exceed 80 hours to a
coworker that has exhausted his/her own sick, vacation and comp time balance.

Sick: Employees may donate up to 50% of their sick balance not to exceed 20 hours to a
coworker that has exhausted his/her own sick, vacation, and comp time balance.

No more than a total of 12 weeks per rolling calendar year can be donated to any one employee.

Employees cannot receive donated leave unless the entire employee’s accrued and unused sick,
vacation and comp time balances have been exhausted. In addition, donated leave cannot be used
to restore a negative balance.

Procedure:

1. Managers can monitor leave balances through the online payroll system.

2. When an employee is out for an extended medical leave, it is the manager’s
responsibility to monitor the leave balance.

3. When leave balances are low, the manager or the employee may contact Human
Resources. Per that request, Human Resources will ask staff via email if anyone is
interested in donating leave to the employee.

4. Employees who are interested in donating leave must submit a Shared Leave
Authorization Form to Payroll, stating who the leave is for, the number of hours to
donate and from which leave balance.

5. As described above, employees are limited to the number of hours and reasons for
donating leave.

6. Once the Shared Leave Authorization Form has been sent to Payroll, employees
cannot rescind or ask for those hours to be returned to them.
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Medical Leaves

Policy Statement:

As an employer of over 50 employees, the City desires to implement a policy consistent with the
Family Medical Leave Act (FMLA), the Washington Family Leave Act (WFLA) and state
regulations addressing leave for disability caused by pregnancy and childbirth. The City will
provide eligible employees with unpaid leave (i) for the birth or placement of a child; (ii) to care
for a qualifying family member with a serious health condition; (iii) to care for the employee’s
own serious health condition; (iv) to respond to a qualifying exigency arising out of a qualifying
family member’s active duty or call to active duty; and/or (v) to care for qualifying family
member who is being treated for an injury or illness incurred in the line of duty. This policy will
be administered in accordance with applicable law.

Policy:
Pursuant to the FMLA, eligible employees may take up to 12 weeks of unpaid leave in a rolling

12-month period:
1) For the birth or adoption of a child or placement of a foster child
2) To care for a qualifying family member with a serious health condition
3) To take medical leave when the employee is unable to work because of his/her own
serious health condition.
4) A “qualifying exigency,” as defined by the applicable regulations adopted by the
Department of Labor from time to time, arising out of a qualifying family’s active duty or
call to active duty in the Armed Forces in support of contingency plan.

For purposes of this policy, a “qualifying family member” means the spouse, child or parent of
an eligible employee. The rolling 12-month period is measured backward from the date an
employee uses FMLA leave.

Eligible employees may take up to 26 weeks of unpaid leave in a 12-month period to care for a
qualifying family member who qualifies as a “covered service member.” For purposes of this
policy, the term “covered service member” means a member of the Armed Forces who is
undergoing medical treatment, recuperation or therapy, or who is otherwise in outpatient status,
or is otherwise on the temporary disability retired list, for an injury or illness incurred by the
covered service member in the line of duty or active duty in the Armed Forces that may render
the covered service member medically unfit to perform the duties of the member’s office, grade,
rank or rating. For purposes of this military caregiver leave, the 12-month period is measured
forward from the date an employee first takes leave for this reason.

Serious Health Condition: For purposes of this policy, a serious health condition is an illness,
injury, impairment or physical or mental condition that involves:
e Any period of incapacity or treatment connected with inpatient care (i.e., an overnight
stay) in a hospital, hospice or residential medical care facility;

e A period of incapacity of more than three consecutive, full calendar days from work,
school, or other regular daily activities that also involves continuing treatment by (or
under the supervision of) a health care provider;
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e A period of incapacity due to pregnancy or for prenatal care;

e A period of incapacity or treatment due to a chronic serious health condition, for a
permanent or long-term condition for which treatment may not be effective, or to
receive multiple treatments for restorative surgery after an accident or injury or for a
condition that would likely result in an incapacity of more than three full, consecutive
calendar days in the absence of medical treatment (e.g., chemotherapy for cancer or
dialysis for kidney disease).

Employees returning from FMLA leave within the time periods set forth above will be restored
to their original job, or to an equivalent job with equivalent pay and benefits, unless unusual
circumstances have arisen (e.g., the employee’s position or shift was eliminated for reasons
unrelated to the leave). When returning from leave, the employee may be required to present
medical certification of fitness for duty. Failure to provide a medical certificate of fitness for
duty may result in a denial of job reinstatement until medical certificate release is provided.

FMLA may be taken in increments as small as one hour, provided, that when FMLA leave is
taken because of the birth or adoption or placement of a foster child, the employee may take
leave intermittently or on a reduced schedule only upon approval by the Mayor. Employees on
FMLA leave who are on upaid status (because they have depleted all sick, vacation and comp
time) shall not accrue additional paid time off while on such leave.

Leave covered under FMLA will be coordinated and will run concurrently with any leaves
required under the Washington Family Leave Act and Family Care Act, and the American with
Disabilities Act whenever possible.

Eligible Employees:

To be eligible for FMLA, an employee must have worked for the City for at least one year and
have worked 1,250 hours over the previous 12 months. Leave time does not count toward the
1,250 hours.

Employees on FMLA leave are required to use all accrued vacation, sick or comp time leave
concurrently with the FMLA leave before going on a leave without pay status.

Additional State Law Entitlements:

In addition to leave under the federal FMLA described above, Washington law provides certain
additional leave rights in connection with pregnancy-related disability and to care for a newborn.
Regardless of whether an employee is eligible for FMLA leave, she is entitled to Pregnancy
Disability leave for the period of time that she is temporarily disabled because of pregnancy or
childbirth. Medical certification may be required to confirm the need for leave. If the employee
is eligible for FMLA leave, the Pregnancy Disability leave will run concurrently with FMLA
leave. Pregnancy Disability leave is unpaid and health benefits are not automatically continued
(unless the employee is also eligible for FMLA leave); however, accrued leave may be used and
the employee may continue insurance coverages at her expense.
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The WFLA provides certain additional leave benefits to eligible employees. The WFLA largely

mirrors the FMLA, with the same eligibility standards and entitlement to 12 weeks of leave for

family and medical reasons. In most situations, WFLA provides the same leave entitlement as

(and runs concurrently with) FMLA leave and employees should follow the procedures described

above for both FMLA and WFLA leave. WFLA differs from FMLA leave only in the following

respects:

e WEFLA leave does not run concurrently with any leave taken for Pregnancy Disability

leave; this affords an employee up to 12 weeks of additional time off to care for her
newborn once she has recovered from the Pregnancy Disability.

e The WFLA does not provide leave for military exigencies or for military caregivers.
Where such military-related leave is taken under the FMLA, it will not count against the
12-week leave entitlement available under the WFLA.

e Continuation of employer-paid health insurance is not required during WFLA leave.
Thus, during leave that is covered only by WFLA and not FMLA, health insurance will
not be automatically continued unless the employee elects continuation coverage at
his/her expense.

Procedure:

1. Employees who can anticipate the need for FMLA for more than three days must provide
their supervisor 30 days’ notice whenever possible. If 30 days’ advance notice is not
possible, the employee must provide notice as soon as practical (which is generally the
same day or next business day after the need for leave becomes known).

2. An employee needing FMLA leave must follow the City’s usual and customary call-in
procedures for reporting an absence, absent unusual circumstances.

3. The supervisor will notify Human Resources of the leave request. Human Resources will
send paperwork, which includes a medical certification and a copy of this policy, to the
employee.

4. Upon completion of the paperwork, by both the employee and their doctor, it is returned
to Human Resources.

5. Human Resources will approve or disallow the FMLA leave within five business days
after receiving completed paperwork, as required by law.

6. Ifitis not evident that the medical condition qualifies under FMLA as a serious
condition, the employee may be required to get a second opinion at the City’s expense.

7. If the first opinion and second opinion are in conflict, a third and final opinion will be
required again at the City’s expense.

8. Once the FMLA leave is approved by the City, Human Resources will inform the
employee of the appropriate call-in procedures to follow during the FMLA leave.

9. Once leave is approved, Human Resources will notify the supervisor of the period of
absence covered. The medical condition will not be disclosed without approval of the
employee or unless disclosed by the employee.

10. FMLA is not paid time off. The employee is required to use any accrued time off,
including comp time, and their disability benefits. If no time is available, the time is
without pay.

11. Employee benefits will continue at the same level as when the employee was actively at
work. Any portion paid by the employee will be “recouped” when the employee returns
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to work. Alternatively, if the employee is on paid leave through use of accrued leave, the
employee’s share of benefit premiums may continue to be processed as a payroll
deduction.

12. Should the employee decide to terminate employment at the end of or during FMLA, the
City requires that the employee repay all medical benefits. The exception to this policy is
terminations due to ongoing health reasons, a move due to a spouse’s employment, or
participation in the Armed Services.
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Bereavement Leave

Policy Statement
The City provides paid time off for an employee who has experienced a death in their immediate
family.

Policy
Regular full time employees will be granted up to three (3) days of paid bereavement leave in the

event of the death of an employee’s immediate family member. The phrase “immediate family”
for the purposes of the bereavement policy includes the employee’s spouse (or domestic partner),
siblings, parents, stepfather, stepmother, grandparent, children, stepchildren, grandchildren,
father-in-law, mother-in-law, daughter-in-law, and son-in-law.

Regular part-time employees who are scheduled to work twenty or more hours per week are
eligible to receive Bereavement Leave. The amount of leave allowed will be based on a pro rata
basis that relates the average number of hours per week worked to a regular forty-hour week.
(For example, a part-time employee working twenty hours per week would be eligible for one
half the paid time-off that a full-time employee receives.)

If an employee needs additional time off to travel to a funeral or memorial service out of state,
the employee may use accrued vacation, comp time, floating holiday or leave without pay.
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Holidays

Policy Statement:
The City recognizes certain days in the year as holidays. On these days, the City is closed and
employees receive their regular earnings for the day.

Policy:

The City recognizes the following holidays:

New Years Day January 1

Martin Luther King, Jr. Third Monday in January
Presidents’ Day Third Monday in February
Memorial Day Last Monday in May
Independence Day July 4

Labor Day First Monday in September
Veterans’ Day November 11

Thanksgiving Day Fourth Thursday in November
Day after Thanksgiving Friday following Thanksgiving Holiday
Christmas Day December 25

The City also provides two floating holidays per calendar year. The floating holiday or
“personal” holiday can be used to celebrate holidays that the City does not recognize or for any
other personal reason. Floating holidays do not carry over from year to year and will be forfeited
if not used during the calendar year. Unused floating holiday hours are not paid to an employee
when employment terminates.

Nonexempt employees that are required to work on the holiday will receive holiday pay, plus the
hours worked at a rate of one and one half times their normal hourly wage.

Exempt employees that are required to work on the holiday will receive holiday pay, plus time
off at another time equal to one and one half hours the number of hours worked on the holiday.

Employees who work less than 40 hours a week but are otherwise eligible for benefits, or
employees who are not typically scheduled to work on a day that the City holiday is recognized
will receive the holiday at a later date. The employee’s supervisor or manager must approve
requests for the holiday in advance.

Holiday pay is equal to the number of standard hours an employee works, not to exceed 8 hours.
Employees working a compressed workweek may be required to make up hours or take vacation
or compensatory for a full workday or workweek.

Temporary, seasonal and part-time employees that are not otherwise benefit eligible are not
eligible for paid holidays.

Any holiday falling on a Saturday will be recognized the previous Friday. A holiday falling on a
Sunday will be recognized on the following Monday.

Revised 2018 Page 100 Effective 2-2-2018



In order to receive holiday pay, the holiday cannot be the employee’s first or last day of work.
An employee will not be entitled to holiday pay while on an unpaid leave of absence.

Employees who, due to religious, personal, or political beliefs, recognize holidays that the City
does not, can request to use their floating holiday, vacation or compensatory time. If the
employee does not have leave available, they may take the time away without pay with prior
approval from their supervisor.
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Administrative Leave

Policy Statement:

Under the Fair Labor Standards Act (FLSA) and the Washington Minimum Wage Act
(WMWA), exempt employees (as defined in those Acts) do not have the same time
tracking/keeping requirements as non-exempt employees and are not entitled to overtime
compensation for hours worked in excess of a 40 hour workweek.

Although exempt employees are not legally entitled to compensation for overtime hours, the City
nonetheless desires to recognize exempt level employees’ dedication and hard work, as displayed
by the extra hours they work. There is therefore established an Administrative Leave Bank for
exempt employees.

Policy:
Administrative Leave provides six additional days of leave time each year for full-time exempt

employees. Part time exempt employees will have this leave prorated. This time is to be used for
vacation, sick or other incidental leave time. The leave is granted in full on January 1, and must
be used within the 12-month calendar year. Employees who join the City or become exempt
level employees after January 1 but on or before July 1 will be granted 3 days on July 1;
employees who join the City or become exempt level employees after July 1 will not be granted
Administrative Leave until the following January 1. Administrative Leave that is not used within
the calendar year will not roll over to the next, and it is not paid at time of termination.

Administrative Leave does not count towards or against other administrative type leave where
the City is closed due to emergency situations (inclement weather, power outages, etc.).

Procedure:

e OnJanuary 1 or July 1, exempt employees shall have their Administrative Leave Bank
funded by either 6 or 3 days (depending on hire date).

e Employees using Administrative Leave must notify their manager prior to using the leave
and note the Administrative Leave used on their timecard.

e Administrative Leave can be used for any time needed away from work, and it may be
used in conjunction with other leave time (i.e. vacation, sick or holiday).

e The City at its discretion may deny a request for Administrative Leave based upon
business necessity and/or if such request is inconsistent with the operational needs of the
City.
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Military Leave of Absence & Military Pay

Policy Statement:

Consistent with federal law, the City of Lake Forest Park provides for a leave of absence for
military service for any employees who are inducted into the U.S. Armed Forces or who are
reserve members of the U.S. Armed Forces or state militia groups. Consistent with state law, the
City of Lake Forest Park provides up to 21 days of paid leave to employees who are called up to
voluntary or involuntary military duty, training or drills. The City also complies with state law
by providing leave to employees with spouses or registered domestic partners under certain
conditions where the spouse or partner is on leave from deployment or about to be deployed.

Policy:

The City shall provide all employees leave while performing military service in accordance with
federal and state law. Employees are required to provide their supervisor with copies of their
military orders as soon as possible after they are received. Reinstatement upon return from
military service will be determined in accordance with applicable federal and state law.

Any employee who is called up to military duty, training or drills including those in the national
guard under Title 10 U.S.C., Title 32 U.S.C. or state active status, whether on a voluntary or
involuntary basis, is eligible for paid leave of up to 21 days every 12 months. The tracking year
for the 12 months is October 1 to September 30 of each year.

Military service includes all categories of military training and service, including duty performed
on a voluntary or involuntary basis, whether in time of peace or war. Covered service includes
any active duty, active or inactive duty for training, National Guard duty, funeral honor duty, and
any absence necessary for fitness-for-duty examination for such service.

The 21 days of paid leave shall be paid at the employee’s “normal pay rate”. This includes any
hourly rate, educational incentive pay, longevity pay, or specialty pay that the employee would
be eligible for under City policy or applicable collective bargaining agreement.

Questions regarding the City’s military leave policy, applicable state and federal laws and
continuation of benefits should contact Human Resources.

Leave for Spouses and Registered Domestic Partners of Military Personnel:

During a period of military conflict declared by the President or Congress, an employee who is
the spouse or registered domestic partner of a member of the Armed Forces, National Guard or
Reserves is entitled to up to 15 days of unpaid leave while his/her spouse or domestic partner is
on leave from deployment, or before and up to deployment. (Family military leave may also be
covered under FMLA leave for a qualifying exigency, although an employee need not meet the
more stringent FMLA eligibility requirements in order to take the family military leave described
in this policy.) The purpose of this leave is to support the families of military personnel serving
in military conflicts by permitting them to spend time together before a family member is
deployed or while the family member is on leave from a deployment. An employee must work
an average of 20 hours per week to be eligible for this family military leave.
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An employee who seeks to take family military leave must provide the City with notice of
his/her intent to take leave within five business days of receiving official notice that the
employee’s spouse or domestic partner will be on leave or of an impending call to active duty.
The employee may substitute any available accrued leave for any part of this family military

leave.

Procedure:

1.

N

Unless military necessity prevents it, or it is otherwise impossible or unreasonable,
employees must give their manager notice of their need for military leave as far in
advance as is reasonable under the circumstances. If at all possible, the employee should
notify their manager in writing and include copies of their military orders and a contact
name and phone number for their military commander. An employee who is seeking
military family leave must request leave from his/her manager within five business days
of receiving notice of the family member will be on leave from deployment or is subject
to an impending call to active duty.

Managers should forward all notification to the Human Resources Manager.

The Human Resource Manager will contact the military branch or commander to verify
the military orders and time.

While the employee is on the military leave, the manager will submit timecards to payroll
noting “Military Leave” for the days that the employee is absent so that this time may be
tracked.

When the military service is over, the employee is expected to return to work as soon as
possible. Military family leave is limited to 15 days.
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Leave Due To Domestic Violence or Sexual Assault

Policy Statement:

Consistent with state law, the City of Lake Forest Park provides for a leave of absence for
employees who are victims of domestic violence, sexual assault, or stalking, or for employees
with a family member who is a victim of domestic violence, sexual assault, or stalking.

Policy:

In compliance with Washington law, the City will authorize leave for employees who are victims
of domestic violence, sexual assault, or stalking, or for employees with a family member (child,
spouse, registered domestic partner, parent, parent-in-law, grandparent, or person with whom the
employee has a dating relationship) who is a victim of domestic violence, sexual assault, or
stalking. A reasonable amount of leave will be provided, and this leave may be taken in blocks,
intermittently, or on a reduced leave schedule. Domestic violence/sexual assault leave is unpaid,
although an employee may elect to use the employee’s accrued paid leave (e.g., vacation or sick
leave) in connection with such leave.

Domestic Violence/Sexual Assault Leave may be taken for the following purposes:

e To seek law enforcement or legal assistance or to prepare for or participate in any legal
proceeding related to domestic violence, sexual assault, or stalking;

e To seek health care treatment for physical or mental injuries from domestic violence,
sexual assault, or stalking, or attend to such health care treatment for a family member;

e To obtain (or assist a family member in obtaining) services from a domestic violence
shelter, rape crisis center, or other social services;

e To obtain (or assist a family member in obtaining) mental health counseling related to
domestic violence, sexual assault, or stalking; or

e To participate in safety planning, to temporarily or permanently relocate, or to take other
actions to increase the safety of the employee or family member relating to domestic
violence, sexual assault, or stalking.

When possible, employees must give advance notice of the intention to take leave. If advance
notice is not possible, employees (or their designees) must give notice of the need for this leave
no later than the end of the first day the employee takes the leave. The City may require
verification to support the need for the leave. Except where disclosure is authorized or required
by law, or where an employee authorized disclosure of certain information, the City will
maintain confidentiality of all information provided by the employee in conjunction with
Domestic Violence/Sexual Assault Leave
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Unpaid Holidays for Reason of Faith or Conscience

Policy Statement:

Under Washington law, all employees of City of Lake Forest Park are entitled to up to two
unpaid holidays per calendar year for a reason of faith or conscience, or an organized activity
conducted under the auspices of a religious denomination, church, or religious organization.

Policy:
An employee seeking to take an unpaid holiday or unpaid partial holiday under this policy must

submit a written request to their department manager, with a copy to Human Resources, at least
two weeks in advance. Untimely requests will only be considered if the employee can
demonstrate that timely notice was not possible under the circumstances.

Requests for unpaid holidays under this policy shall include the following information:

e Your name.

e The day(s) or partial day(s) that you are requesting off.

e A sufficient description of the reason for the leave so that the department manager
can determine if it is properly granted.

e If the request is not made two weeks prior to the date request off, the reason why it
was not possible to submit the request in a timely manner.

Employees will normally receive a response within five (5) business days of the receipt of the
request for the unpaid holiday. The request may be denied for any of the following reasons:

The request was not submitted in a timely fashion;

The reason for the requested leave is not appropriate under state law;

The employee has already exhausted their allotment of unpaid holidays under the law;
The employee is necessary to maintain public safety (for example, if the employee is
in a public safety position, such as police, and granting the leave would result in the
shift falling below necessary staffing levels);

e Granting the request would cause an undue hardship on the City.

A partial unpaid holiday will count as a full day toward an employee’s yearly allotment of two
days. The law provides for unpaid holidays, and there is not provision for substituting paid time
off. If an employee wishes to be compensated for the time off, the employee should follow the
policies for using accrued vacation, compensatory time, or other paid time off.

The two unpaid holidays provided for in this policy must be taken during the calendar year, if at
all; they do not carry over from one year to the next.
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Chapter 4: Appendix/Forms
Forms Index

Ethics Statement

Requests for Alternative Work Week

Tuition Reimbursement Form

Shared Leave Authorization Form

Employee Acknowledgement of Employee Handbook
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INCORPORATED 1961

ETHICS STATEMENT

I, , understand that | am a representative of the City of Lake
Forest Park. As such, it is important that | conduct the business of the City with the highest level
of ethics and integrity.

I will not engage in conduct or activities that may raise questions as to the City’s honesty,
impartiality, or reputation, or otherwise embarrass the City. Examples of such behavior, though
not all-inclusive, include:
1. Use of public office or public position for private gain (includes conducting own business
on City time or using City resources),
2. Give preferential treatment to any person or entity,
3. Lose impartiality, or
4. Actin a way that adversely affects the public’s confidence in the City of Lake Forest
Park.

At times, | may come in contact with information that if disclosed inappropriately could harm the
City or its employees or residents. If | have questions about what can be disclosed, I will discuss
them with my supervisor prior to making any disclosure of information.

Finally, I understand that it is my responsibility to notify my supervisor or the Human Resources
Department should | become aware or have concerns about other City employees violating
policy including the Ethics policy. In reporting my concerns, | know that the City will not
tolerate retaliation against employees reporting public policy violations or concerns.

Employee Signature Date

Print Name
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INCORPORATED 1961

REQUEST FOR ALTERNATIVE WORKWEEK

, am requesting an alternative workweek that is not reflective of

the City’s standard workweek. This is a personal decision and I understand that the City is not
obligated to allow for an alternative schedule. If for any reason this new workweek does not

meet the City’s needs, it may be revoked with or without notice.

My new schedule:

This new workweek schedule will begin on

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Employee Signature

Manager Signature

If approved, please send a copy of the signed form to Payroll.
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INCORPORATED 1961

TUITION REIMBURSEMENT FORM

Directions:

1. Complete form with written approval by the City Administrator prior to starting course.

2. Send copy to Human Resources for employee file.

3. Once course is finished, complete an expense report from (available on public drive), and attach receipts
for course and a copy of transcripts. Send to Human Resources.

4, Human Resources will attach copy of approval to the expense report and forward to A/P for processing.

5. Employees should refer to the Tuition Policy for further information.

Employee Name: Date

Department: Title:
Course Title: School/lInstitution:
Course Start Date: Course End Date:

Is this course part of a degree or certificate | If Yes, expected graduation date:
program? Yes No

What specific skills will you learn?

Under the City’s policy, only regular full time employees are eligible for tuition
reimbursement after one year of service. Reimbursement will only be made for courses
approved in advance by the City Administrator or Mayor, and for earned grades of A or
B.

Once a course is completed and the grade received, the employee must complete an
expense report; attach a copy of the transcript and receipt of payment for course(s), and a
copy of this form with necessary approvals. Submit to Human Resources for processing.

Employee Signature: Date:
Manager Approval: Date:
City Administrator Approval: Date:
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INCORPORATED 1961

City of Lake Forest Park
SHARED LEAVE AUTHORIZATION FORM

| authorize Lake Forest Park to transfer sick or vacation leave
to , who is authorized to receive shared sick leave or

vacation leave as provided by Council Resolution 591. This person is neither my immediate
supervisor nor my department director.

City Shared Leave Policy:

e Sick: Employees may donate up to 50% of their sick balance not to exceed 20 hours to a
coworker that has exhausted his/her own sick, vacation, and comp time balance.

e Vacation: Employees may donate up to 50% of their vacation balance not to exceed 80
hours to a coworker that has exhausted his/her own sick, vacation and comp time balance.

Sick Leave Hours

Vacation Leave Hours

Signature Date

Print Your Name Here

Submit Completed Form to Payroll via email or paper copy.
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INCORPORATED 1961

EMPLOYEE ACKNOWLEDGEMENT OF EMPLOYEE HANDBOOK

I, , acknowledge that I have received, read, and understand the
Employee Handbook dated

| also acknowledge that its purpose and content have been explained to me and I have been
offered an opportunity to ask questions regarding it. | understand the Employee Handbook
summarizes various employment policies and procedures applicable to my employment with the
City of Lake Forest Park.

| further understand that the Employee Handbook is not an employment agreement or contract
for employment and does not promise specific treatment in specific situations. | have been told
and I understand that my employment with the City is “at-will” which means it may be
terminated at any time, with or without cause, with or without notice, by either me or the City. |
also understand that | may be demoted, my job responsibilities may change, or my benefits
altered after | accept employment with the City with or without cause and with or without notice.
| further understand that no City representative has the authority to modify my at-will status
unless such modification is in writing and approved by the Mayor.

| understand that this Handbook supersedes any prior handbooks or policy manuals regarding
employment with the City issued by the City.

| understand that the City may add to, modify, delete or make exceptions to any of the policies
and procedures contained in the Employee Handbook from time to time, and | am responsible for
being familiar with any new, modified or updated policies.

| agree to perform my job and otherwise act in a manner consistent with the Employee Handbook
and any subsequent additions, modification, or deletions, which may be implemented by the City
during my employment.

(Employee Signature) Date

(Print Name)
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