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1.0 Employee Acknowledgement Form

The employee manual describes important information about the City and its
employment policies. | understand that | should consult my supervisor or the City
Administrator regarding any questions not answered in the manual.

Since the information, policies, and benefits described here are subject to change, |
acknowledge that revisions to the handbook may occur and that | am subject to
whatever policy is in effect at the time a policy is called upon. All such changes will be
communicated through official notices, and | am aware that revised information may
supersede, modify, or eliminate existing policies. Only the Mayor of the City has the
authority to adopt any revisions to the policies in this handbook.

| acknowledge that my employment is at will unless otherwise exempted by a collective
bargaining agreement and that this manual is neither a contract of employment nor a
legal document. | understand that this manual is not to be construed by myself, or any
employee, as binding terms and conditions of employment.

The City of College Place has collective bargaining agreements with two labor
organizations: Teamsters Local Union No. 839 and International Association of
Firefighters Local #4203. If there is a difference between the policies in this manual and
a collective bargaining agreement clause, the collective bargaining agreement
provisions govern over union represented employees.

| acknowledge that | have been provided access to a copy of the manual and |
understand that it is my responsibility to read and comply with the policies contained in
this manual and any revisions made to it. | further understand that the information
contained in this manual supersedes any previous manual or written policies or oral
communications and agreements.

Furthermore, | acknowledge that | have read and understood the above paragraphs.

Please sign and date this acknowledgement and return it to the Human Resource
Department for filing in your personnel record.

EMPLOYEE’S NAME (printed):

EMPLOYEE’S SIGNATURE

DATE:
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Introduction

3.01 Introductory Statement

This manual is designed to acquaint you with the City and provide you with information
about working conditions, employee benefits, and some of the policies affecting your
employment. You should read, understand, and comply with all provisions of the
manual. It describes many of your responsibilities as an employee and outlines the
programs developed by the City to benefit employees.

The personnel manual describes important information about the City, but no manual
can answer every question regarding your employment. Consult your supervisor or the
City Administrator regarding any questions not answered in the handbook.

As the City continues to grow and evolve, the need may arise, and the City reserves the
right, to revise, supplement, or rescind any policies or portion of the handbook from time
to time as it deems appropriate, in its sole and absolute discretion. Employees will, of
course, be notified of such changes to the handbook as they occur. Employees are
subject to whatever policy is in effect at the time the event occurs. We encourage
employee feedback.

As an employee of the City of College Place, you are engaged in an at-will employment
relationship unless otherwise exempted by a collective bargaining agreement. This
manual is neither a contract of employment nor a legal document. It is not to be
construed by any employee as binding terms and conditions of employment.

The City of College Place has collective bargaining agreements with the Teamsters
Local Union #839 and the International Association of Firefighters Local #4203.
Represented employees covered the under these agreements should be aware that if
there is a difference between this manual and a collective bargaining agreement, the
collective bargaining agreement provision governs those respective union members.

3.02 Introduction to the City of College Place

The City of College Place is located in Walla Walla County, near the foothills of the Blue
Mountains. The city encompasses 2.66 square miles adjacent to Walla Walla. The City
was founded in 1892 and incorporated in 1946.

Today, the City of College Place has employees in four work locations:



College Place City Hall College Place Fire Department

625 S College Ave 629 S College Ave

College Place, WA 99324 College Place, WA 99324
College Place City Shop College Place Police Department
218 SE 4™ St 619 S. College Ave

College Place, WA 99324 College Place, WA, 99324

City Council Goals

To maintain its comparative advantage as a municipal government, College Place pursues new revenue
streams not from increasing property tax rates, but from increasing local valuation through new
commercial and residential development.

The City values connection with its residents and to its heritage. The City strives for win-win outcomes in
relationships and partnerships internally and externally. The City’s residents value connection to each
other, which the City fosters and grows.

A healthy and vital College Place requires new and renewing investments above and below ground.
Residents expect and receive reliable and safe services from these investments.

The City uses transparent and accountable planning processes so residents understand how College Place
grows and changes. Planning documents are clear with a vision for how to sustainably fund services
while maintaining high levels of citizen satisfaction and add to the local population as well as the Urban
Growth Area (UGA).

People of high character and capability power successful City operations. The City Council values its staff
and sees Human Resources as its greatest asset; integrating infrastructure and people with systems and
tools that are current and easy to use.

3.03 Code of Ethics

The successful operation and reputation of the City of College Place is built upon the
principles of fair dealing and ethical conduct of our employees. Our reputation for
integrity and excellence requires careful observance of all applicable laws and
regulations, as well as a scrupulous regard for the highest standards of conduct and
personal integrity. The City is dependent upon our citizen’s trust and we are dedicated
to preserving that trust.

State ethics laws, found at RCW 42.52, consider each City employee to be a “public
official” and provides, among other things, that:

e No public official shall use or attempt to use his/her position for financial gain or
to avoid financial detriment.
e No public official shall solicit gifts.



e No public official shall attempt personal gain through the use of confidential
information gained in his/her position.

These laws are enforced by the Washington State Executive Ethics Board
(WSEEB). The Board typically uses a “but for” test when deciding whether a public
official has violated the ethics laws, ex: But for the fact that the person is a public
official would the person have received the gift or otherwise benefited financially?
The WSEEB publishes a manual for public employees available on the internet.

The City will comply with these and all applicable laws and regulations and expects
its department heads, supervisors, and employees to conduct business in
accordance with the letter, spirit, and intent of all relevant laws and to refrain from
any illegal, dishonest, or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you
with respect to lines of acceptable conduct. If a situation occurs where it is difficult to
determine the proper course of action, the matter should be discussed openly with
your immediate supervisor and, if necessary, with your Department Head, and/or
City Administrator for advice and consultation. The Mayor will make the final
decision if necessary.

Compliance with this policy of business ethics and conduct is the responsibility of
every City employee. If you believe anyone has violated this code of ethics, you
should report it to a supervisor immediately. Employees who violate the Code of
Ethics or who create an equally detrimental impact on the City may be subject to
disciplinary action up to and including termination.

3.04 Core Values

e Open and Honest: The City is transparent and fair in its dealings. It is plain
spoken in its communication. The City is engaged with its citizens in two-way
communication and desires an aware and informed citizenry. The municipality
is accountable for its actions and choices.

e Cooperation: College Place works well with others and values mutually-
beneficial outcomes for the City and its partners.

e Respect: The City fosters respect between its Council and staff, Citizens,
neighbors, its natural resources and built environment, its resident businesses
to bind College Place into a sustainable and prosperous community. The City
honors its heritage.

e Service: The City exists to provide services to its constituents. It is an
organized, learning organization that makes data-driven decisions. It's
employees and Council are empathetic and humble.
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e Diversity: The City recognizes differences between people and values these
differences as an asset. College Place fosters an environment where
individuals find safety, dignity, and acceptance.

3.05 Form of Government

College Place is a non-charter code city. As such, it operates under the functions
afforded to it by RCW 35A. The Mayor and seven council members are elected “at
large”. The Mayor is the Chief Administrative Officer of the City, has the authority to
hire, fire, and discipline City employees and preside over City Council meetings. The
City Council is the policy making body of the City. They perform functions that
include passing resolutions and ordinances, approving the expenditure of money,
levying taxes, approving subdivisions, zoning and other land use regulations, and
generally deciding on important issues that affect the City of College Place.

The Mayor appoints Department Heads to direct the activities of the respective
operating departments. Department heads report to the City Administrator. The City
Administrator in turn reports to the Mayor. The City Administrator oversees the day-
to-day operations of city government.

The Mayor with the consent of City Council appoints members to various Boards
and Commissions to assist in the operation of city government. The members of
these Board and Commissions are volunteers and receive ho compensation. These
Boards & Commissions include:

Civil Service Commission: The Civil Service Commission is a three member body
appointed by the Mayor to adopt rules consistent with state and local law regarding

the recruitment, testing, and establishment of eligibility lists for hiring employees of

the City’s Police and Fire Departments. The Commission meets monthly.

Economic Development, Tourism, and Events Commission (EDTEC): The
commission will assist with the formation of economic development goals and
strategies. They will also assist with business recruitment, retention, and expansion
activities. This Commission meets monthly.

Historic Preservation Commission: The function of this Commission is to review
and make recommendations on building and facade modifications within College
Place’s historic district and to ensure that the character of historic College Place is
preserved. This commission meets monthly.

Planning Commission: The Planning Commission is created to insure adequate
provisions are made for the preparation of a comprehensive city plan for the
guidance, direction, and control of the growth and development of the community.
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The Commission may recommend designating land suitable for annexation and
appropriate zoning for land parcels. This commission meets monthly.

Park, Arbor, and Recreation Board: The function of this board is to make
recommendations to City Council for the operation, maintenance, and capital
investment of the city’s parks and parklets. The Park Board meets as needed.

3.06 City Departments

Administrative Department

This department is led by the City Administrator who is tasked with overseeing the
daily operation of City business. The following functions are executed by this
department: building, clerk, communications, economic development, finance,
planning, and records management. This department is operated out of City Hall.

Fire Department

This department is supervised by the Fire Chief. The Fire Department is responsible
for the management of fire and emergency services.

Police Department

This department is supervised by the Police Chief. The Police Department is
responsible for maintaining a safe environment through the enforcement of all
ordinances of the City of College Place and all applicable federal and state statutes.
Code enforcement and fair housing services are executed by this department as
well. This department is operated out of the City Annex.

Public Works Department

This department is supervised by the Public Works Director. This department is
responsible for the safety and maintenance of City infrastructure. The Public Works
Department maintains and cares for all municipal buildings, public streets, alleys,
sidewalks, gutters, drains, and trees and shrubs in parkways, storm sewers, lighting
of public streets, parks, and the water distribution system. This department primarily
operates out of the City Shop with Public Works administration housed at City Hall.
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3.07

Definitions

Administrative Leave: Leave with or without pay that is initiated by the City
when the conduct of an employee does not merit suspension or other
disciplinary action.

Appeal: Any difference, dispute, or complaint regarding the correct application
or interpretation of the provision of the personnel policies and procedures. An
appeal is related specifically to the personnel policies and procedures and is
distinguished from a grievance, which applies to disputes over application or
interpretation of collective bargaining agreements.

At-will Employee: Unless specific rights are granted to an employee in a
collective bargaining agreement, civil service rules, or elsewhere, an
employee of the City may be terminated at any time, with or without cause,
and with or without notice.

Cause: Any action or inaction which is appropriate justification for disciplinary
action.

City Business: Includes work or job duties directly arising out of a work
assignment or work duties that directly benefit the City and its operations.

Class/Classification: Systematic arrangement of job titles into categories
according to positions sharing similar job functions and/or responsibilities. A
representative sample of the City’s classification system includes
classifications such as Management, Technical/Professional, and Skilled
Trades.

Compensatory Time (Comp Time): Authorized time off from work in lieu of
payment for overtime worked.

Demotion: The movement of an employee, either voluntarily or involuntarily,
from one classification to another classification having a lower rate of pay.

Department Head: An employee responsible for directing one or more City
departments.

Disability: (1) A physical or mental impairment that substantially limits one or

more major life activities; (2) a record or history of such impairment; or (3) a
perception of such impairment.
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Disciplinary Action: Utilization of personnel actions intended to correct
conduct that does not support the orderly, efficient, and safe methods of
delivering City services or performance that does not meet expectations.

Emergency: A circumstance that, if not immediately addressed, may cause
injury or damage to persons or property.

Employee Assistance Program: A program designed to assist City employees
and their family members to solve problems through professional counseling.

Essential Functions: The fundamental duties of a position, the things a person
holding the job absolutely must be able to do.

Exempt Employee: An employee who does not receive overtime pay for all
hours worked in excess of 40 hours per week as provided in the Fair Labor
Standards Act (FLSA) because the employee works in a bona fide executive,
administrative, professional, or other exempt capacity covered by the FLSA
and Washington Minimum Wage Act.

Good Driving Record: Less than two moving violations within the preceding
three years; no reckless driving or driving while intoxicated violations within
the preceding five years. Maximum of one motor vehicle accident within the
preceding three (3) years for which the applicant received a traffic or criminal
citation and was convicted, forfeited bail, or pleaded guilty.

Grievance: Any difference, dispute, or complaint regarding the correct
application or interpretation of the terms of a collective bargaining agreement.

Immediate Family: Includes the following: spouse; domestic partner; parent;
child; brother or sister; mother or father-in-law; son or daughter-in-law;
grandparent, grandchild. An individual is considered a relative whether related
by blood, marriage, or adoption.

Intern: A paid or unpaid temporary employee who desires on-the-job
experience in a field related to their course of study or career objectives,

assigned a project, or responsibilities designed to be a learning experience.

Lay-off: Involuntary separation of an employee from a position because of
lack of work or non-availability of funds.
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Light-duty: A temporary assignment of limited duties to an employee during
recuperation from an illness or injury.

Non-exempt Employee: An employee who receives overtime pay for hours
worked beyond 40 hours in a standard work week in accordance with the Fair
Labor Standards Act (FLSA) and Washington Minimum Wage Act. The
amount of overtime pay is one and one-half times the regular rate of pay for
actual hours worked.

Overtime: Authorized time worked by an employee in excess of 40 hours per
work week or for public safety employees, in excess of the maximum
allowable under FLSA for the established work period.

Regular Part-Time Employee: An employee hired in a budgeted, authorized
position that has successfully completed a probationary period as defined in
these policies and who works less than forty (40) hours a week on a regular
year-round schedule.

Probation Period: A trial period of employment during which an employee
must demonstrate his or her ability and a capacity to perform the duties of the
position to which he or she has been appointed. This period is six months in
length unless stated in an employment agreement. A new employee may be
terminated, without cause at any time during the initial probation period.

Regular Full-Time Employee: An employee hired in a budgeted, authorized
position that has successfully completed a trial period as defined in these
policies and who regularly works a minimum of forty (40) hours a week on a
regular year-round schedule.

Represented Employee: An employee who is a member of a bargaining unit
and represented by a bargaining agent in matters of wages, benefits, and

working conditions.

Resignation: Voluntary separation by an employee of his or her employment
with the City.

Salary Schedule: A schedule with salary ranges of pay for classifications in
the services of the City.

Separation: Resignation, termination, or layoff.
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Suspension: A temporary separation from duty, with or without pay, of an
employee (1) for disciplinary purposes; (2) for the purpose of investigation of
an accusation brought against an employee; or (3) where necessary to
preserve employee safety or public confidence.

Temporary/Seasonal Employee: An employee hired to work a fixed or flexible
schedule of hours for a specified period of time, or an employee who is hired
on an intermittent, seasonal, or as-needed basis.

Termination: The involuntary cessation of an individual’s employment

Weapon: Any object, instrument, or incendiary device which is (1) designed in
such a manner to inflict harm or injury on another person, or (2) used in a
manner threatening harm or injury to another person.

Volunteer: An individual who performs services for the City who receives no
compensation other than expenses, reasonable benefits or a nominal fee and
who is not employed by the City to perform the same type of services.

3.08 Elected Officials — Vision & Goals

It is the expectation of the Mayor and City Council that team members strive toward the
vision and goals set forth by the respective officials in office at the said time.

3.09 Workplace Priorities

Working within city government can sometimes be very busy with multiple projects and
competing priorities. The following prioritization governs the workplace within College
Place city government.

PoOpdPE

Customer Service
Financial

Human Resources
Other Projects

16



4.0 Employment Policies

4.01 Equal Employment Opportunity/Non-Discrimination

The City of College Place is committed to hiring qualified personnel without regard to
race, sex, religion, age, national origin, genetic information, veteran or military status,
marital status, sexual orientation, gender identity, disability, or any other status
protected by law. All employment decisions will be based on bona fide occupational
gualifications and essential job functions of the position required for the effective
delivery of City services. The City’s hiring practices are intended to affirm and promote
the concept of affirmative action and to seek to attain a work force which mirrors the
representation of the community, including protected classes.

The City will make reasonable accommodations for qualified individuals with known
disabilities unless doing so would result in an undue hardship. This policy governs all
aspects of employment, including selection, transfer, promotion, compensation,
reclassification, discipline, layoff, termination, and access to benefits and training.

The focus of this policy concerns matters relating to employment discrimination and to
discrimination based on the above-mentioned protected groups or based on protected
activities. An individual who feels he/she has experienced employment discrimination
should file a timely complaint by following the steps identified below:

Any individual who feels he/she has experienced employment discrimination, including
discrimination based on disability, under the provisions of Section 504 of the
Rehabilitation Act of 1973 may communicate that complaint to the City Administrator,
who is designated as the Equal Employment Opportunity Officer, Section 504
Coordinator, and the Americans with Disabilities Act Coordinator (Building & Community
Development Associate) for the City of College Place, or to the Mayor. Employees may
raise complaints without fear of reprisal.

Complaints may be filed verbally or in writing. It is highly encouraged a verbal complaint
be filed in writing within five (5) days of the alleged complaint. A verbal complaint is
considered an official complaint. The information provided should specifically state 1)
the name and address of the person filing the complaint; 2) a description of the
discrimination leading to the complaint; and 3) any other pertinent information that will
help in the investigation process.

The City Administrator, or designee, will commence an immediate investigation of the
complaint. Confidentiality will be maintained as far as practical. During an investigation
process it is necessary to make the employee against whom a complaint has been filed
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aware of such complaint. In addition, other employees and supervisors who are
witnesses or who may have knowledge of the incident will be interviewed. In all cases
the individual filing the complaint will be advised of the need to discuss the complaint
with other individuals in the process of conducting an investigation.

A written record will be kept of the steps taken during the investigation process. To the
extent possible, this information will be maintained in a confidential manner in the
Administration Department.

A report will be made relative to the investigation within 15 working days or as soon as
practical thereafter. At the conclusion of an investigation a decision will be made relative
to what, if any, remedy should be made. The City Administrator will work with the
Department Head to carry out the recommended remedy for such instances of
discrimination, up to and including reversal of the action about which the complaint was
based. As appropriate, the complainant will be informed of the results of the
investigation.

The City of College Place prohibits retaliation against any employee for filing a
complaint under this policy or for assisting in a complaint investigation. If you believe
there has been a violation of the City’s retaliation standard, follow the complaint
procedure outlined above.

All employees of the City of College Place are required to refrain from any conduct or
practice which is in violation of this policy.

4.02 Harassment

The City of College Place is committed to providing a work environment for all
employees that is free from any type of discrimination on the basis of protected class.
Discrimination is being subjected to different working conditions because of race, color,
sex, religion, national origin, age, disability, marital status, sexual orientation, gender
identity, genetic information, military or veteran’s status, or protected group status as
defined by federal, state, or local law. This includes harassment and intimidation. The
City of College Place does not discriminate against employees who report in good faith
alleged violations of state or federal laws, rules, or regulations.

Harassment is behavior perceived by the receiver as unwelcome and includes, but is
not limited to, the use of verbal or practical jokes, unwelcome touching, offensive
remarks or put-downs, or displays of objects and materials which create an offensive
environment. Actions such as these are prohibited and, if repeated they are also
unlawful. Sexual harassment is considered sex discrimination not only because of the
sexual nature of the conduct to which the victim is subjected but also because of the
harasser treats the victim differently based on the victim’s sex. Unwelcome sexual
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advances, requests for sexual favors, or other verbal or physical conduct of a sexual
nature constitutes sexual harassment when:
e Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment; or
e Submission to or rejection of such conduct by an individual is used as a basis for
employment decisions affecting such individuals; or
e Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an offensive work environment.

Officials, employees, volunteers, or agents of the City may not engage in any conduct
which would violate this policy. Candidates for employment, employees, volunteers, or
agents of the City who wish to file a complaint of harassment are assured of
confidentiality, to the extent possible, and freedom from retaliation by the City for doing
so. Allegations of any type of harassment may be filed with the City Administrator, the
Mayor, or any manager or supervisory employee with whom the person filing the
complaint feels most comfortable.

The City encourages anyone wishing to file a harassment complaint to follow the
complaint process in this policy before seeking external resolution options. Employees
who believe they have been subjected to harassment should take affirmative actions to
stop it immediately by telling the alleged harasser to stop the offensive conduct or by
reporting it immediately to the City Administrator, the Mayor, or any manager or
supervisory employee with whom the person feels comfortable.

Employees will be informed of the City’s policy regarding harassment and the rights and
procedures associated with filing and remedying complaints through written
correspondence, employee orientations, and periodic in-house training.

Complaint Process

The process of filing a harassment complaint by a candidate for employment, an
employee, volunteer or agent of the City, is meant to provide a comfortable means of
reporting unlawful incidents of harassment. If an individual feels he/she has experienced
harassment in any form, a complaint may be filed by following the steps identified
below.

As always, employees are encouraged to discuss potential harassment situations with
their immediate supervisor; however, any employee or individual may file a harassment
complaint by communicating directly with the City Administrator, the Mayor, or any
manager or supervisory employee with whom the person filing the complaint feels most
comfortable.
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Complaints may be filed verbally or in writing. The information provided should
specifically state the incident of harassment leading to the complaint and any other
pertinent information that will assist in the investigation process.

The person with whom the complaint was filed will take immediate and appropriate
action. In all instances in which a harassment complaint is filed, the City Administrator
will be notified.

The City Administrator, or designee, will begin an immediate investigation of the
complaint. Confidentiality will be maintained as far as is practical. During an
investigation process it is necessary to make the employee against whom a complaint
has been filed aware of the complaint. In addition, other employees and supervisors
who may have been witnesses to or who have knowledge of the incident will be
interviewed. In all cases the individual filing the complaint will be advised of the need to
discuss the complaint with other individuals. A written record will be kept of the
complaint and the steps taken during the investigation process. To the extent possible,
this information will be maintained in a confidential manner in the Administration
Department.

A report will be made relative to the investigation generally within 15 working days or as
quickly as is practical. At the conclusion of an investigation a decision will be made
relative to what, if any, immediate, appropriate, and corrective action should be taken.
As appropriate, the complainant will be informed of the results of the investigation. All
employees are required to fully cooperate in carrying out this policy and to avoid acts of
discrimination, harassment or intimidation on the basis of race, color, sex, religion,
national origin, disability, age, genetic information, military or veteran’s status, marital
status, sexual preference, or gender status.

4.03 Respectful Workplace

The City strives to eliminate discrimination and to actively promote equality of
opportunity for all employees. There is a strong commitment by the City to provide a
work environment which is free from harassment and bullying and which is
characterized by mutual respect. All employees and persons doing business with the
City have the right to be treated with dignity. The City promotes an inclusive and
supportive environment that respects and values every individual. Supervisors,
managers, and co-workers are expected to nurture an environment where respectful,
honest and open communication is encouraged. An employee is free to express
opinions and concerns in a respectful manner without fear of reprisal for having done
so. Managers are responsible for setting a good example of respectful communications
for all and have a responsibility to take complaints seriously. They are expected to
provide problem solving or mediation to assist employees in problem resolution.
Employees are responsible for working through differences in the workplace in a
respectful manner. If employees are unable to resolve issues directly with another party,
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they should bring the issue to a manager or the City Administrator for support in a timely
manner.

The City provides training in preventing harassment and bullying which includes
practicing communication skills for working through differences in the workplace.
Managers and the City Administrator are available to offer confidential advice,
mediation, or a channel for complaints. If an employee has a complaint against his/her
manager, the complaint should be addressed to a more senior manager or to the City
Administrator.

As covered in sections 4.01 and 4.02, discrimination and harassment are illegal and will
not be tolerated by the City. In addition to being illegal, they are not conducive to
ensuring a respectful workplace. However, some types of behaviors, such as bullying,
may not be illegal but are detrimental to a healthy and productive work environment.

4.04 Disability Accommodation

The City is committed to complying fully with the Americans with Disabilities Act (ADA)
of 1990, the ADA Amendments Act (ADAAA) of 2008, and Section 504 of the
Rehabilitation Act of 1973, and to ensuring equal opportunity in employment for
gualified persons with disabilities. All employment practices and activities are conducted
on a non-discriminatory basis.

The City’s hiring procedures provide persons with disabilities meaningful employment
opportunities. Upon request, job applications are available in alternative, accessible
formats, as is assistance in completing the application. Pre-employment inquiries are
made only regarding an applicant's ability to perform the duties of the position.

The City will afford reasonable accommodation to qualified applicants and employees
with a known disability, unless to provide such accommodation creates an undue
hardship on the operation of City business. All employment decisions are based on the
merits of the situation in accordance with defined criteria, not the disability of the
individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of
compensation (or changes in compensation) as well as equivalent job assignments,
classifications, organizational structures, position descriptions, lines of progression, and
seniority lists. Leave of all types will be available to all similarly situated employees on
an equal basis.

This policy is neither exhaustive nor exclusive. The City is committed to taking all other
actions necessary to ensure equal employment opportunity for persons with disabilities
in accordance with the ADAAA and all other applicable federal, state, and local laws.

The Facility Manager has been designated as the ADA Coordinator responsible for
coordinating the non-discrimination compliance requirements. The ADA Coordinator can
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provide information regarding this policy, grievance procedures and the rights it
provides.

Section 504 of the Rehabilitation Act of 1973

The City is committed to complying with the requirements of Section 504 of the
Rehabilitation Act of 1973 which states in part, “no otherwise qualified disabled
individual shall solely by reason of his/her disability, be excluded from participation in,
be denied the benefits of, or be subjected to discrimination under any program or
activity receiving Federal financial assistance. The law and regulation may be examined
in the office of the Human Resources Specialist, who has been designated to
coordinate the efforts of the City to comply with Section 504 regulations.

The City has adopted an internal grievance procedure providing for prompt and
equitable resolution of complaints alleging any action prohibited under the provisions of
Section 504.

4.05 Immigration Law Compliance

The City is committed to employing only United States citizens and aliens who are
authorized to work in the United States and does not unlawfully discriminate on the
basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new
employee, as a condition of employment, must complete the Employment Eligibility
Verification Form I-9 and present documentation establishing identity and employment
eligibility. Former employees who are rehired must also complete the form if they have
not completed an I-9 with the City within the past one year, or if their previous I-9 is no
longer retained or valid.

Employees with questions or who seek more information on immigration law issues are
encouraged to contact the City Administrator. Employees are encouraged to raise
guestions or complaints about this section and may do so without fear of reprisal.

4.06 Tenure of Employees

The tenure of employees covered by this policy shall be subject to good conduct,
satisfactory work performance, and availability of funds.

4.07 Department Rules and Regulations

Department Managers may create rules and regulations that are more specific to their
department’s operation.
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4.08 Chain of Command Protocol

From time to time, the City Administrator may be absent due to vacation, illness, or
other related absence. If the absence is anticipated, the City Administrator typically
advises staff and appoints an Acting City Administrator. However, there are times when
an absence of the City Administrator may be unanticipated or short-term in nature,
making the appointment of an Acting City Administrator unnecessary or impractical. As
such, please be advised of the following chain-of command which will be effective
during all absences of the City Administrator:

e Finance Director
City Clerk
Public Works Director
Police Chief
Fire Chief
The City Clerk, Administrative support staff, and appropriate Department Managers
shall receive notice of the transition of authority as needed to provide for business
continuity of the City.

4.09 Employee Issues

Employees are encouraged to make recommendations or suggestions for the
improvement of City services and internal operations. Non-represented employees may,
in a non-disruptive manner, raise questions which affect salary, benefits, and working
conditions. Employees should address such questions to their immediate supervisor
and, if a satisfactory response is not received, may ask for a meeting with the
appropriate department head to discuss the issue. In the event the issue is not resolved
at the department level, it may be brought to the City Administrator for review and
decision. If a satisfactory response is still not received, it may be brought to the Mayor
for review and decision, which shall be final.

4.10 Reporting Improper Governmental Action

In compliance with the Local Government Employee Whistleblower Protection Act,
RCW 42.41.050, the City of College Place encourages employees to disclose any
improper governmental action taken by City officials or employees without fear of
retaliation. 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.

Key Definitions:

Improper Governmental Action: any action by a municipal official or employee that is:
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1)

2)

3)

Undertaken in the performance of the official’s or employee’s official City
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; an abuse of authority,
or substantial and specific danger to the public health or safety; or a gross
waste of public funds.

“Improper governmental action” does not include personnel actions including
employee grievances, complaints, appointments, promotions, transfers,
assignments, reassignments, reinstatements, restorations, re-employments,
performance evaluations, and reductions in pay, dismissals, suspensions,
demotions, and violations of collective bargaining or civil service issues,
alleged violations of labor agreements or reprimands. In addition, employees
are not free to disclose matters which would affect a person’s right to legally
protected confidential communications, such as attorney-client privilege or
executive session communications.

Retaliatory Action: any material adverse change in the terms and conditions of an
employee’s employment as defined in RCW 42.41.020(3), which is substantially
motivated by the employee’s decision to prepare or participate in a whistleblower
complaint.

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 government action should follow this procedure:

1)

2)

3)

Bring the matter to the attention of their supervisor, if the supervisor is not
involved in the matter, 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.

Where the employee believes the improper action involves the supervisor, the
employee may raise the issue directly with the City Administrator or Mayor.
The complaint should be in writing, stating in detail the basis for the
employee’s belief that an improper action has occurred. If the improper
action involves the City Administrator the employee should raise the issue
with the Mayor. If it involves the Mayor the employee should contact the
Chair of the City Council Finance Committee.

In the case of an emergency, where the employee believes that damage to
persons’ property may result if action is not taken immediately, the employee
may report the improper governmental action directly to the appropriate
government agency responsible for investigating the improper action.
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4) After an investigation is completed (usually within thirty (30) days of the
employee’s report), the employee will normally be advised of the results of the
investigation; however, personnel actions taken as a result of the
investigation may be kept confidential.

Employees involved in reporting improper governmental action or participation in the
investigation may request that their identities be kept confidential. City officials and
those involved in the investigation will honor this request to the extent possible under
law, business necessity, and the needs of the investigation. Confidentiality however
cannot be guaranteed.

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. “Good faith” includes a
requirement that, except in an emergency, before an employee provides information of
an improper governmental action to a person or an entity who is not a person listed
above, the employee shall submit a written report to the local government. The
employee is also charged with the responsibility to reasonably ascertain correctness of
the information furnished and may be subject to disciplinary action, including but not
limited to termination, for knowingly furnishing false information as determined by the
appointing authority.

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. Whistleblower actions can
be reported to the Washington State Auditor’'s Office. Phone: 360-725-5352, Website:
http://www.sao.wa.gov/ and the Washington State Attorney General’'s Office. Phone:
800-233-3247 or Website: http://www.atg.wa.gov/.

Protection against Retaliation:

It is unlawful for a local government to take retaliatory action because an employee, in
good faith, provided information that improper governmental action occurred.
Employees who believe they have been retaliated against for reporting an improper
governmental action should comply with the following procedures.

Procedure for Seeking Relief against Retaliation:
1) Employees must provide a written complaint to the City Council within thirty (30)

days of the occurrence of the alleged retaliatory action. The written charge shall
specify the alleged retaliatory action and the relief requested.
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2) The City Council may use whatever appropriate means it deems necessary to
facilitate an investigation of the employee’s written complaint of retaliation. A
written response to the charge of retaliatory action and request for relief shall be
provided within thirty (30) days of receipt of the written charge, unless the City
Council determines additional time is needed to determine the validity of the
allegations in the complaint.

3) After receiving the City’s response, the employee may request a hearing before a
state administrative law judge to establish that a retaliatory action occurred and
obtain relief according to law. The employee must deliver the request for hearing
to the City Administrator within fifteen (15) days of receipt of the City’s response
to the retaliation charge.

4) Within five (5) working days of receipt of a request for hearing, the City shall
apply to the Office of Administrative Hearings for an adjudicative proceeding
before an administrative law judge, at the following address:

Office of Administrative Hearings
PO Box 42488

Olympia, WA 98504-2488

(360) 664-8717

At the hearing, the employee must prove that retaliation occurred by a preponderance
of the evidence. The administrative law judge will issue a final decision not later than
forty-five (45) days after the date of the request for hearing, unless an extension is
granted. Violations of the Whistleblower policy and these procedures may result in
appropriate disciplinary action, up to and including termination. The City will consider
any recommendation provided by the administrative law judge that the retaliator be
suspended, with or without pay, or terminated.

4.11 Anti-Disruption Policy

Any conduct in the workplace or while on City time that is disruptive to the normal
operations of City business or invades the rights of others will not be tolerated. While on
City time, employees are expected to adhere to professional and work-related matters
and to treat each other and the public with respect. Other disruptive conduct includes
but is not limited to discrimination, harassment, threats, insults, intimidation, ridicule,
stereotyping, physical or verbal abuse, ignoring the rights of others, and displaying
insensitivity to the beliefs and customs of others.
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4.12 Working Relationships

It shall be the responsibility of employees to perform the duties of their positions at a
level of cooperation, efficiency, and economy acceptable to their department and the
City. Department Heads and supervisors shall plan, organize, and direct the work of
their units to achieve the objectives of the department, including the establishment of
performance standards, which will be periodically evaluated.

e When work habits, production, or personal conduct of an employee needs
improvement or change, supervisors should use the performance counseling
cited in Chapter 13 to address the problem.

e If any question arises concerning the validity of a supervisor’s order, employees
shall complete the tasks assigned unless:

o0 The health and/or safety of the employee, co-worker or other person is
endangered or
o0 The order is illegal or unethical.

e |If the supervisor and employee are unable to informally resolve their

disagreements, the formal grievance procedure may be used.

4.13 Administrative Guidelines

The City Administrator and Mayor are authorized to issue additional administrative
policies as may be necessary to carry into effect this Personnel Manual, except as
otherwise provided by RCW and/or ordinance. The City Administrator and Mayor are
authorized to approve supplementary departmental personnel guidelines not in conflict
with these guidelines.

4.14 Job Descriptions

A job description has been developed for each position of the City. The job description
contains the minimum duties, essential functions, tasks, physical demands,
occupational exposures, and required qualifications of the position. Duties unique to a
particular job may be assigned in addition to those prescribed by a generic job
description used for position classification and compensation.

4.15 At-Will Employer

The City of College Place is an at-will employer, subject to State law provisions
governing civil service employees in the Police and Fire Departments and labor union
agreements. “At-will employer” means that the City of College Place or any City
employee may terminate the employment relationship at any time for any reason with
the understanding that neither has the obligation to base the decision on anything but
their intent not to continue the employment relationship. No policies, procedures,
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comments, or writings made herein or during the employment process shall be
construed in any way to waive this provision.

4.16 Personnel Manual Update

The Mayor or designee reserves the right to edit this manual in the future. All edits must
be approved by the Personnel Committee and City Council.
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5.0 Recruitment

5.01 Basic Employment Qualifications

An applicant for full-time permanent employment with the City of College Place must:

e Have at least a high school diploma/G.E.D. Part-time, temporary, seasonal
positions must meet the requirements under any federal and state labor laws
including child labor laws where appropriate;

e Provide authorization for pre-employment background and criminal history
checks;

e Be atleast 18 years of age or meet special age requirements for the police
department;

¢ Be of good moral character;

e Have a social security number;

® Be a citizen of the United States or possess a valid resident alien work card.

5.02 Job Postings

Job posting are a way to inform employees of openings and to identify qualified and
interested applicants who might not otherwise be known to the hiring manager. Other
recruiting sources may also be used to fill open positions in the best interest of the City.
In general, notices of all regular, part-time and full-time job openings are posted within
City buildings in order to facilitate notifying employees of job openings. Job
announcements for regular positions are posted on departmental bulletin boards, in City
Hall, on professional organization websites, and on the Internet at cpwa.us for the
designated open application period.

Job postings normally remain open for at least two weeks. Each job posting notice will
include the dates of the posting period, job title, salary range, department, location, job
summary, essential duties, and qualifications (required skills and abilities).

Employees will be eligible for consideration for those posted jobs for which they
possess the required experience, skills, competencies, and qualifications.

Generally, employees on probation or administrative leave will not be eligible to apply
for internal position openings.

The City recognizes the benefit of developmental experiences and encourages
employees to talk with their supervisors about their career plans. Supervisors are
encouraged to support employees' efforts to gain experience and advance within the
organization.

When the selection process occurs during an internal applicant’s work hours the
applicant may participate in the process on City paid time. Internal applicants are
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expected to inform their supervisor that they are participating in a selection process for
a position within the City.

An internal applicant's supervisor may be contacted to verify performance, skills, and
dependability. An internal applicant automatically gives permission to hiring staff to
review his or her city personnel records. Any staffing limitations or other circumstances
that might affect a prospective transfer may also be discussed.

Internal positions that are limited to interns, temporary and regular employees will be
identified as such and not posted to the public. Applications will not be accepted from
the public at large for these positions. Volunteers currently working at the City will not be
eligible to apply for positions that are limited to current employees only.

Represented employees should refer to the respective collective bargaining agreements
for further information on this subject matter.

5.03 Application

All candidates for employment shall file an application form provided by the Human
Resources Specialist. The form and content of such form shall be as prescribed by the
City Administrator and/or Mayor.

5.04 Selection Process

The selection process may consist of an evaluation of the candidate through personal
interviews, performance, work samples, physical agility tests, written tests, references,
medical examinations, or any combination thereof and in no way shall be affected or
influenced by race, color, religion, disability, national origin, age, gender, sexual
orientation, or veteran’s status.

Selection techniques shall be impartial and shall relate to those areas which, in the
opinion of the City Administrator and/or Mayor, will adequately and fairly indicate the
ability and quality of candidates under consideration to execute the duties and
responsibilities of the position to which they seek to be appointed as well as their overall
fit into the workforce environment. The selection process will consist of hiring
committees developed by the City Administrator and/or Mayor. If there is any type of
relationship between a candidate and committee member, a new committee member
will be found by the City Administrator and/or Mayor.

Upon completion of the selection process, the Mayor may make appointments from
candidates based on the results of the testing and other relevant considerations. Such
appointments will usually be upon the recommendation of the Department Head of the
department in which the new appointee will be assigned and the City Administrator. All
such appointments will only become effective after all necessary documents have been
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signed by the appropriate City officials and the new employee. Some positions may also
require criminal background checks.

Police and Fire Department recruitments shall be done in accordance with criteria set
forth by the Civil Service Commission.

5.05 Background Investigation

All Employees must possess a valid Washington driver’s license and must comply with
any operator’s license restriction and/or requirements. An offer of employment may be
contingent upon verification of an applicant’s clear driving record.

With the applicant’s consent, a background investigation shall be conducted by the City,
a qualified police agency, or an investigator and may include any or all of the following:
e Records check for local, criminal, and traffic records, state and national checks
for warrants and prison records, and fingerprinting for state and federal
screening;
e Reference Interview;
e Past and present employer interviews;
e Examination of applicant’s previous and current address;
e Interviews with acquaintances and neighbors;
e Family history;
e Applicant interviews;
e Credit report;
e Drug screening.

Information obtained will be treated confidentially and only those with a need to know
will be made aware of the results.

To help ensure that employees are able to perform their duties safely, medical
examinations may be required for some job classifications. After an offer of employment
has been made to an applicant for a position in one of these job classifications, a health
professional of the City’s choice will perform a medical examination at the City’s
expense. The offer of employment and assignment to duties is contingent upon
satisfactory completion of the exam and appropriate medical clearance.

Current employees may be required to take medical examinations to determine fitness
for duty. This may be required by the recommendation of the department head and the
approval of the City Administrator. Such examinations will be scheduled at reasonable
times and intervals and performed at the City's expense.
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Information on an employee's medical condition or history will be kept separate from
other employee information and maintained confidentially in the Administration
Department. Access to this information will be limited to those who have a legitimate
need to know. It is the policy of the City of College Place to comply with the spirit and
intent of the Health Insurance Portability Accountability Act (HIPAA).

5.06 Ineligibility or Disqualification

The Mayor may withdraw a candidate from consideration whose appointment is deemed
to be contrary to the best interests of the City. Reasons for disqualification may include,
but shall not be limited to the following:

1. Failure to meet any of the requirements established for the examination or
position for which he/she applies including failure to meet deadlines of the
application process.

2. Addiction to the use of drugs, alcohol or controlled substance.

3. Any addiction that could interfere with the public perception of the position.

4. Conviction of a felony or conviction of a misdemeanor involving behavior that is
dishonest or immoral, deception, fraud, violence, or threats of violence.

5. Dismissal from any position for any cause which would be cause for dismissal by

the City.

Resignation from any position to avoid dismissal.

Deception or fraud in content of the application.

Request by the applicant to be withdrawn from consideration,

Disqualification or unsuitability for employment as specified in any City or

applicable department rule or regulation.
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5.07 Veteran’s Preference

It is the intent of the City of College Place to honor veterans of the armed forces by
providing preference in initial appointments to public sector jobs in Washington in
accordance with provisions of State of Washington RCW 41.04.010 or their successors.
An individual who qualifies for a veteran’s employment preference is entitled to a
preference with a public employer over other applicants for the same position who are
not more qualified.

5.08 Employment Reference Checks and Verification

To ensure that individuals who join the City are well qualified and have a strong
potential to be productive and successful, it is the policy of the City of College Place to
check the employment references of all applicants being considered for employment.
The City will verify employment of current and former employees. Verification may
include position, dates of employment and salary. Employment verifications are handled
through the Administration Department.
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Only Department Heads, City Administrator, and/or Mayor are authorized to respond to
outside employer reference check inquiries regarding former employees. Inquiries
regarding current or former employees will be given only when the City is provided a
signed release from the employee. Responses to employment reference checks will be
based on the respondent’s good faith assessment of the employee’s job performance.

At the request of a current or former employee, a supervisor may consider writing a
letter of reference. If the supervisor is agreeable to providing the letter, he/she will do so
only after consulting with the City Administrator.

5.09 Offer of Employment

Successful candidates for the City Administrator and Police Chief positions shall be
appointed by the Mayor and confirmed by the City Council. Other positions will be filled
by appointment from the Mayor.

Applicants shall be notified they have ten (10) working days in which to reply to the
City’s offer of employment. If an applicant does not respond within the specified time
frame, the offer shall be considered withdrawn. Unsuccessful applicants shall be notified
within 48 hours after position is filled.

5.10 Temporary Appointments

During an emergency or during any period of unusual workloads, the City Administrator
or the Manager of any department may temporarily assign City personnel within any
department or from one department to another department within the City. Requests for
personnel shall be approved by both the Department Head for the department from
which the person had been assigned and by the department to which the person is
being assigned. Authorization for the assignment shall eliminate the need for approval
of any Department Manager. Employees who have been temporarily assigned
hereunder shall receive their normal hourly rate of pay and benefits. Department Heads
shall administer and coordinate a program for training City employees to ensure
maximum utilization of employees during periods of temporary assignment. Temporary
appointments can last a maximum of six (6) months.

5.11 Employee in Process/Orientation

All new regular full-time and part-time employees of the City will be scheduled to meet
with the department head or designee on their first day of work for general orientation.
The department head shall provide the following information to the new employee,
including:

1. Work standards and regulations;

2. Hours of work, leave requests;

3. Duties of the position;

4. Safety rules and procedures, location of safety or protective equipment;
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Tour of the work area, including location of equipment, supplies, etc.
Introduction to co-workers;

Schedule for lunch and breaks;

When and whom to report absence from work;

©NOo O

Each new regular employee shall also be provided with information on employee
benefits, city policies and procedures and before performing job functions, will be
required to complete a form acknowledging they have read and understand the City’s
personnel and procedures manual, and have read the procedures, rules and regulations
of the department in which they are employed.

Before beginning work, each new employee will also make contact with the payroll
administrator who will provide information on employee benefits and payroll procedures.
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6.0 Employment Status and Records

6.01 Employment Categories

It is the intent of the City to clarify the definitions of employment classifications so that
employees understand their employment status and benefit eligibility. These
classifications do not guarantee employment for any specified period of time.

Non-exempt vs. Exempt

Each employee is designated as either non-exempt or exempt under federal and state
wage and hour laws. Non-exempt employees are paid only for hours worked or for
hours charged to approved and available leave. They are entitled to overtime pay under
the specific provisions of federal and state laws. Exempt employees are excluded from
specific provisions of federal and state wage and hour laws. Since exempt employees
do not get paid on an hourly basis such staff can deviate from standard work hours
upon permission of the City Administrator and/or Mayor. The following positions are
exempt:

City Administrator

Finance Director

Public Works Director

Human Resources Specialist/Manager
Planning Director

City Clerk

Facility Manager

Engineer

Police Chief

Fire Chief

An employee’s exempt or non-exempt classification may be changed only upon
authorization of the Mayor and City Administrator and upon written notification by the
City.

In addition to the above designation, each employee will belong to one of the following
employment types:

Reqular Full-Time

A regular full-time employee is a non-probationary employee who is regularly scheduled
to work one of the City's full-time schedules. In general, the employee is eligible for the
City's benefit package, subject to the terms, conditions, and limitations of each benefit
plan.
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Reqgular Part-Time

A regular part-time employee is a non-probationary employee who is regularly
scheduled to work less than a full-time work schedule. A regular part-time employee
includes one who is scheduled no more than 20 hours per week.

Probationary

A probationary employee is an employee whose performance is being evaluated to
determine whether further employment in a specific position or with the City is
appropriate. An employee who satisfactorily completes the probationary period will be
notified of a change of employment status to a regular employee. In general, a
probationary employee is eligible for most of the City's benefit package, subject to the
terms, conditions, and limitations of each benefit program. The probation period for all
job classifications shall be six months unless otherwise stated in an employment
agreement.

Temporary “Seasonal”

A Temporary or “Seasonal “employee is an employee who is hired in an on-call
capacity, as an interim replacement, to temporarily supplement the work force, or to
assist in the completion of a specific project. An employment assignment in this
category is generally of a limited duration. Employment beyond any initially stated
period does not in any way imply a change in employment status. While a Temporary
employee receives all legally mandated benefits (such as workers' compensation
insurance and Social Security), that employee is ineligible for other City benefit plans.

Intern

The City provides internships to enrolled students in a secondary (high school) and
post-secondary educational institution. Employees hired as an Intern are not eligible for
City-provided benefits.

Paid interns are considered to be in an employment relationship with the City for
purposes of Washington’s laws protecting against unlawful employment practices.
Employment protections to unpaid interns do not extend to violations of wage and hour,
occupational safety and health, unemployment laws, and Washington’'s Family Leave
Act.

6.02 Probationary Period

The probationary period is intended to give new employees the opportunity to
demonstrate their ability to achieve a satisfactory level of performance and to determine
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whether the new position meets their expectations. The City uses this period to evaluate
employee capabilities, work habits, overall performance, and compatibility between the
employee and existing work force to determine eligibility for regular status with the City.

Employees work on a probationary basis for the first six months after their date of hire.
Time served as a Temporary employee or an Intern will not be credited toward the
completion of the probationary period. Significant absence(s), typically more than one
full pay period, may extend a probationary period by the length of the absence(s). If the
City determines that the designated probationary period does not allow sufficient time to
thoroughly evaluate the employee's performance, the probationary period may be
extended for a specified period up to three additional months.

Employees on probation are not entitled to the full set of rights and privileges applicable
to regular employees. Specific exclusions vary between employment categories.
Probationary employees generally do not have the right to grieve termination.
Employees on probation can be terminated at any time for any reason, or for no reason,
with or without cause or notice. Similarly, employees on probation may resign at any
time with or without notice.

Upon satisfactory completion of the initial probationary period, employees enter
"regular” employment status.

Employees who are promoted or transferred within the City must complete a secondary
probationary period of six months with each reassignment to a new position. In cases of
promotions or transfers within the City, an employee who, in the sole judgment of
management, is not successful in the new position may be removed from that position
at any time during the secondary probationary period. If this occurs, the employee may
return to his/her former job or to a comparable job for which the employee is qualified,
depending on the availability of such positions and the City's needs. In the unlikely
event that the former or comparable job is not available, the employee will be
terminated. The employee will be placed on a recall list for the former or comparable
position for 12 months. Benefits eligibility is not changed during the secondary
probationary period that result from a promotion or transfer within the City.

Represented employees should refer to the respective collective bargaining agreements
regarding this subject matter.

6.03 Employment of Relatives

For the purposes of this section, "relatives” shall include spouses, children, brothers,
sisters, half-brother and sisters, step-brothers and sisters, parents, step-parents, aunts,
uncles, nephews, nieces, first cousins, grandparents, grandchildren, and spouses of
those persons.

1. Relatives of elected City officials, Mayor, and City Administrator shall not be
appointed to employment with the City.
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2. Relatives of employees shall not be appointed, transferred, promoted, or demoted or
work in any position where a relative would be in a supervisory chain of the current
employee.

3. If two employees marry and are in the same chain of command, the City may select
either employee at its discretion and require the selected employee to transfer or leave
the organization. The City reserves the right to determine in all cases if a close enough
familial relationship exists to prohibit a supervisory relationship. While the organization
has no prohibition against hiring relatives of employees, close family members such as
parents, children, spouses, siblings, or in-laws will not be hired into or transferred to
positions where they directly or indirectly supervise or are supervised by another close
family member.

4. The provisions of the Section 6.03 apply to seasonal employees.

5. Employees or relatives of employees are prohibited from contracting with the City for
the provision of goods and services unless there are no other vendors available for the
specific goods or services or the contract is approved by the City Council.

6.04 Continued Employment

Continued employment with the City of College Place shall be subject to satisfactory
work performance, necessity for the position and the availability of funds. Each regular
employee shall have his/her performance evaluated annually by his/her supervisor and
reviewed by the Department Head, or at a more frequent interval as deemed necessary
by the City Administrator.

6.05 Transfer

No regular employee shall be transferred to a vacant position for which they do not
possess the minimum qualifications. Upon approval by the City Administrator and/or
Mayor, the appointing authority may transfer an employee at any time from one position
to another in a comparable grade/range. For the purpose of this section, a comparable
grade/range is one with a comparable salary range, involving the performance of similar
duties, and requiring substantially the same basic qualifications. The transfer of a
regular employee from one department to another may only be made with the consent
of the employee and the approval of the Department Managers concerned, unless the
City Administrator and/or Mayor orders the transfer for purposes of economy and
efficiency.

If within six (6) months of the effective date of a transfer, the transferred employee is
found not suitable in the new position, or if that position is eliminated and the
employee's performance in the original position had been satisfactory, the employee
shall be transferred back to their original or a similar position, provided that position is
still vacant.

Transfers shall not be used to effect a promotion, demotion, advancement or reduction,
each of which may be accomplished only as provided in this Policy.
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6.06 Promotion

It is the policy of the City of College Place to encourage the advancement of personnel
within City service. Promotional selection for vacancies shall be conducted as the needs
of the City require. Regular employees who meet the requirements of the job opening
shall be considered eligible to apply for advanced positions.

6.07 Resignation

Resignation is a voluntary act by the employee to terminate employment with the City.
Although advance notice is not required, the City requests at least two weeks written
resignation notice (four weeks for department heads) from all employees. Absent
mitigating circumstances, such as resigning while on a leave of absence, resignation
with less than two weeks’ notice may be construed as not resigning in good standing.

Employees responsible for City property, materials, email, electronic media, or written
information issued to them or in their possession or control must return all City property
including documents on or before their last day of work.

6.08 Layoff

The City’s goal is to assure that layoffs are handled consistently, equitably and in a
manner that is dignified for the employees impacted, minimizes the City’s financial and
legal liabilities, and optimizes the continuing delivery of City services.

A layoff is defined as a reduction in hours or the termination of an employee due to the
elimination of a position. Hours may be reduced or a position may be eliminated as part
of a reorganization, elimination or contracting out of a program or service, lack of work
or funds, or other reasons. Layoff may not be utilized as an alternative to a disciplinary
termination or demotion of an employee.

Procedures for Selection of Employees

In the event of a layoff, the Department Head, subject to review and approval by the
Mayor, will identify the number of positions, by classification, to be affected.

Following identification of the positions to be affected, the Department Head will identify
the employees who will be impacted. In selecting employees, the Department Head
may consider any or all of the following factors, and will review the criteria with Human
Resources.
e “Merit,” defined as the employee’s qualifications and demonstrated performance
in current or related classifications and/or the employee’s ability to perform
effectively in the remaining position(s).

39



Guidelines for Application of Merit Considerations

Assessment of merit should be based upon documented qualifications and performance
as reflected in the employee’s experience, education and performance records.
Assessments that are not supported by documented considerations such as these will
be reviewed with the City Administrator.

In cases where merit is relatively equal:
e The ability to perform effectively in the position for which the employee is being
considered should take precedence over performance in past assignments.
Please note that merit considerations are only for employee groups not represented by
a labor bargaining unit. For, labor bargaining units seniority considerations as outlined in
respective agreements shall control.

Reassignment

Employees identified for layoff pursuant to the procedures above may be considered for
reassignment to other positions according to the following options. Generally, the
second option will be pursued only if the first option does not result in a position being
available.

1. Vacant positions in the employee’s current department.

2. Vacant positions in other City departments.

In all cases the employee must be qualified for the position in question. For the
purposes of this section, qualified means meeting the qualifications listed on the
classification specification and possessing any special qualifications required for
performance of the particular position.

Positions to be filled by employees on notice of layoff or by employees being recalled
are exempt from posting unless required by the collective bargaining agreement.

Notification of Layoff

Employees identified for layoff will be provided fourteen calendar days’ notice of layoff,
pay in lieu of notice or a combination thereof. The notice will specify the employee’s
potential options and rights to reassignment. Employees requesting reassignment to a
vacant position must notify the City in writing within five calendar days from notice of
layoff.

Recall
Employees whose hours are reduced, who are laid off, or demoted in lieu of layoff will

be placed on recall lists for the classification from which laid off in order of seniority for a
period of one year from the effective date of the layoff.
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When a recall list is established, available positions will be offered to qualified former
employees on the recall list prior to being posted and filled from other sources, with the
exception of employees transferring from within the same classification. The
determination as to whether a former employee on a recall list is qualified will be based
on the criteria identified under the reassignment procedures.

Former employees who refuse or fail to respond to an offer of employment in their
former classification within five calendar work days of the receipt of the offer or who the
City is unable to contact due to failure to notify the City of their current address will
forfeit their recall rights and be removed from the list.

Represented employees should refer to the respective collective bargaining agreement
for further information on this subject matter.

6.09 Demotion

The Mayor may demote an employee for any of the following reasons:

1. An employee’s ability to perform his/her required duties falls below acceptable
standards,

2. When his/her position is eliminated,

3. When an employee requests such demotion; and/or

4. For any other reasonable grounds approved by the Mayor.

No employee shall be demoted to a classification for which he/she does not possess the
minimum qualifications. Written notice shall be given to an employee with the
appropriate facts at least fourteen (14) days before the effective date of the demotion.

6.10 Termination

Termination of employment is a normal part of personnel activity within an organization
and a variety of reasons exist for ending the employment relationship.

An exit interview will normally be scheduled with a City Administrator at the time of
employment termination. The exit interview will afford the employee an opportunity to
discuss a variety of issues such as employee benefits, conversion privileges, or return
of City-owned property. Suggestions, complaints, and questions may also be voiced
during an exit interview.

A terminating employee will receive final pay in accordance with applicable state law.
Employee benefits will be affected by employment termination in the following manner.
All accrued, vested benefits that are due and payable at termination will be paid as part
of the final paycheck. Some benefits may be continued at the employee's expense if the
employee so chooses. The employee will be notified in writing of the benefits that may
be continued and of the terms, conditions, and limitations of such continuance.
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Accrued paid leave may not be used to extend the date of termination. The effective
date of termination will be the last day actually worked by the employee unless the
employee terminates while on leave of absence. The date of termination for an
employee on a leave of absence will be the date of notification.

Represented employees should refer to the respective collective bargaining agreement
for further information on this subject matter.

6.11 Personnel Files

The City maintains a personnel file for each employee. Personnel files are maintained
by the Human Resource Specialist. The personnel file includes such information as the
employee's job application, resume, and documentation of performance, salary
increases, and other employment records. A personnel file must be kept for seven years
after the date of retirement or termination.

Personnel files are the property of the City, and access to the information they contain is
restricted. Only the employee, the employee’s supervisor, City Administrator, Mayor of
the City, and Human Resource Specialist who have a legitimate reason to review
information in a file are allowed to do so. Employees who wish to review their own file
should contact the Human Resource Specialist. With reasonable advance notice,
employees may review their own personnel files in the City's offices and in the presence
of an individual appointed by the City to maintain the files.

Employees will have the opportunity to review documentation filed within their employee
file and will have the opportunity to sign off on such files. The signature of the employee
will not be construed as agreement with the contents of the document, only recognition
that the document exists and is being placed in the personnel file. An employee may
include a written statement of explanation or rebuttal with any material placed in the file.

Information in the personnel files may be treated as exempt from public disclosure as
provided in RCW 42.56. Information which cannot be treated as confidential under the
law includes name, job title, salary, and dates of employment. Other information in the
files may be subject to public disclosure by order of a court or tribunal of competent
jurisdiction.

The City of College Place stores background screening information in access protected
files. This file is not considered part of the employee’s personnel file, so it is not
available to employees for review

It is the responsibility of each employee to promptly notify the City of any changes in
personal data. Personal mailing addresses, telephone numbers, number and names of
dependents, individuals to be contacted in the event of an emergency, changes in
status of driver’s license, changes in job related professional licenses, conviction of a
crime, and other such status reports should be accurate and current at all times. If any
personal data has changed, notify the Human Resources Specialist.
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Represented employees should refer to the respective collective bargaining agreement
for further information on this subject matter.

6.12 HIPAA

The City strives to protect the privacy of its employees' medical information to the
greatest possible extent. To accomplish this, the City and its employees are required to
follow these guidelines regarding the confidentiality of medical information:

a. All medical information concerning employees will be maintained in separate,
confidential medical files that are stored apart from regular personnel records. Only
authorized employees will have access to such files, and access will be provided solely
on a need-to know basis. Furthermore, such access shall be granted only in accordance
with applicable law, which includes (but is not limited to) the Americans with Disabilities
Act, the Occupational Safety and Health Act, the Family and Medical Leave Act, the
Federal Rehabilitation Act, state workers' compensation law and state privacy laws.

b. Employees are hereby notified that medical information concerning employees is
absolutely confidential under State and Federal laws and may not be discussed at any
time with any person under any circumstances. Exceptions are if an employee needs to
do so in order to carry out his or her job duties, or if the person discussing the
information is talking with the subject of the information at that person's invitation. The
Human Resources Specialist is the Privacy Official. He/She is responsible for ensuring
compliance with this policy. If an employee is concerned about a co-worker's possible
medical condition or if there is a complaint regarding possible improper disclosure of
confidential medical information, the employee should direct these concerns only to the
Human Resource Specialist and no one else. The Privacy Official will document any
complaint or inquiry.

C. Any employee who is found to have discussed medical information about
another employee in violation of this policy, or who is found to have released such
information without authorization, will be subject to disciplinary action, up to and
including immediate discharge from employment. In addition, employees who violate
medical information confidentiality may be subject to civil and criminal liability under
State and Federal laws. (For informational purposes, civil monetary penalties for each
individual failure to comply is $100/violation and is capped at $25,000 for violations of
the same provision. Federal criminal penalties for wrongful disclosure or receipt of
individual identifiable health information can be $50,000 - $250,000 in fines and
imprisonment from one (1) to ten (10) years.) However, in the event an employee
voluntarily discloses information to an employee or other person in a social setting, such
self-disclosure shall act as a waiver to any liability.
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d. Employees are hereby notified that each individual employee has the following rights
with regard to their personal and confidential medical information:
1. to request restrictions on uses and disclosures of such information;
2. to access, inspect or copy their own information from the City’s records;
3. to request amendments to their own information;
4. to receive an accounting of all disclosures of such protected information made
for purposes other than treatment, payment or healthcare operations and
authorizations.

e. All access to medical records must be approved by the Human Resources Specialist.
If an employee believes that this medical information confidentiality policy has been
violated, he or she should contact the Human Resources Specialist. To appeal a
decision made by the Human Resources Specialist, the employee should contact the
City Administrator

f. Medical records will not be provided to outsiders, except when the City is properly
served with a valid subpoena. When possible, the City will notify the employee of the
proper service of a subpoena upon it, in order to enable the employee to seek to quash
the subpoena. This policy of disclosure is subject to the Freedom of Information Act and
any other Federal, State or local rules of law

6.13 Residency Requirement

With the exception of the City Administrator, employees are not required to live within
the city limits. Any employee who chooses to live outside the City must be responsive to
specific departmental policies and the needs of the City for emergency callback. Please
check your respective job description to see if you are essential or critical.

6.14 Unemployment Compensation

City employees may qualify for State Unemployment Compensation after termination
from City of College Place employment depending on the reason for termination and if
certain qualifications are met. Employees who voluntarily quit are often not eligible for
these benefits, but some exceptions exist, such as the geographic relocation of the
employee’s spouse. Gross misconduct is also grounds for denying these benefits.
Check with the State Employment Security Department for additional information.

6.15 Anniversary Dates

An employee’s anniversary date shall be their date of hire. If promoted within two
months of anniversary, performance review will be given six months after promotion
takes effect with potential salary increase a year from date of promotion.
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6.16 Forfeiture of Seniority
An employee who resigns shall permanently forfeit all seniority rights upon resignation.
6.17 EXit Interview

Whenever possible, the City shall conduct an exit interview for all retired, resigned, or
dismissed City employees. The interview will be given by the City Administrator. It shall
be scheduled whenever possible on the employee’s last day. The City Administrator
shall notify the department head of substantive or significant complaints or suggestions
that the former employee presented in the interview.

6.18 Employment Relationship

Employees and the City reserve the right to end the employment relationship, with or
without cause, at any time. No one in the City has the authority to enter into any
agreement contrary to this at-will relationship and it cannot be altered except when in
writing and signed by the Mayor. Unless included in the terms of a collective bargaining
agreement, the City is not bound by any oral promises concerning the length or terms of
your employment.
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7.0 Benefits

7.01 Health Insurance

The City's health insurance plans provide employees, their spouses and domestic
partners (January 1, 2020), and their dependents access to medical, dental, and vision
care insurance benefits. All regular and probationary employees are eligible to
participate in a health insurance plan after a waiting period. Eligible employees may
participate in the health insurance plan subject to all terms and conditions of the
agreement between the City of College Place and the insurance carrier.

Domestic partners are those individuals who meet the following criteria:

o Atleast 18 years old and mentally competent to consent to a contract.

e Not legally married to anyone.

e Not related by blood to a degree of closeness that would prohibit legal marriage
in the state of Washington.

o Have entered into the domestic partner relationship voluntarily and without
reservation.

« Are jointly responsible for each other's common welfare and shared financial
obligations.

« Intend to continue the domestic partner relationship indefinitely, with the
understanding that the relationship can be terminated at any time by either
partner.

Employees enrolled in a health insurance plan can change plans or add dependents
during the annual open enrollment period. The effective date for changes made during
open enrollment is January 1st.

A change in employment status that would result in loss of eligibility to participate in the
health insurance plan may qualify an employee or dependent for benefits continuation
under the Consolidated Omnibus Budget Reconciliation Act (COBRA). Contact the
Human Resource Specialist or refer to the Benefits Continuation (COBRA) section for
more information.

Employees who retire from the City may choose to continue to participate in the City’s
health insurance plan. The premium is fully paid by the retiree.

Health insurance plan details will be provided in advance of enrollment to eligible
employees. Any questions regarding the plans, coverage, cost and eligibility should be
directed to the Human Resources Specialist. Represented employees should refer to
the respective collective bargaining agreement for further information on this subject
matter.
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7.02 Life lnsurance

Life insurance offers the employee and his/her family important financial protection.
Additional life insurance coverage may also be purchased by the employee for
themselves and their dependents if desired. Eligibility for additional life insurance may
be subject to approval by the insurance carrier.

Contact the Human Resources Specialist for more information about life insurance
benefits. Represented employees should refer to the respective collective bargaining
agreement for further information on this subject matter.

7.03 Worker’'s Compensation Insurance

An employee who sustains a work-related injury or iliness should inform his/her
supervisor immediately and the Human Resources Specialist as soon as possible.
Employees and their supervisor must complete an accident report in accordance with
the City’s Accident/Incident/Injury Reporting Policy. No matter how minor an on-the-job
injury may appeatr, it is important that it be reported immediately. This will enable an
eligible employee to qualify for coverage as quickly as possible. Represented
employees should refer to the respective collective bargaining agreement for further
information on this subject matter.

Neither the City nor the insurance carrier will be liable for the payment of workers’
compensation benefits for injuries that occur during an employee’s voluntary
participation in any off-duty recreational, social, or athletic activity sponsored by the
City.

7.04 Vacation

Vacation time off with pay is available to eligible employees to provide opportunities for
rest, relaxation, and personal pursuits. Regular full-time employees are eligible to earn
vacation as described below. Represented employees should refer to their respective

bargaining agreement for information on this matter.

Years of Service Annual Hours Earned Hours Earned per Month
Initial eligibility - 5 96 hours 8

5-9 120 hours 10

10+ 160 hours 13.34

Staff with employment agreements that call out Administrative time instead of vacation
time shall abide by the limits set in the respective employment agreement.

USE OF VACATION
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1. WHEN TO BE TAKEN: The time that an employee may use earned vacation leave
and the amount to be taken at any one time requires prior approval by the Department
Head with due regard for the wishes of the employee and particular regard for the
needs of the City. Each department is responsible to schedule its employee’s vacations
without undue disruption of department operations. Leave requests shall be submitted
at least two weeks prior to taking vacation leave.

2. LIMITATION ON USE: Paid vacation shall not exceed the amount of vacation time
the employee has earned.

3. MAXIMUM ACCUMULATION: Employees will be allowed to accumulate up to 240
hours of vacation. No vacation hours will be accumulated beyond the 240 hours.

4. DOUBLE COMPENSATION PROHIBITED: Employees are prohibited from working
for the City while taking vacation leave.

If employees are asked to come into work while scheduled on vacation, the
vacation time will not be used up. The employee can work with the department
head to reschedule the vacation.

Use of Vacation time for Unscheduled Absences

Employees who have an unexpected need to be absent from work should notify their
direct supervisor at least a day before the start of their workday. The direct supervisor
should also be contacted on each additional day of unexpected absence.

Payment at Separation

Upon termination of employment, employees will be paid for unused vacation time that
has been accrued through the last day of work. Represented employees should refer to
the respective collective bargaining agreement for further information regarding this
subject matter.

7.05 Sick Leave

Sick leave shall be requested only in cases of actual personal sickness or disability,
medical or dental. The employee requesting sick leave shall notify his/her supervisor or
Department Head at least one hour prior to time set for reporting to work. The
supervisor must also be contacted on each additional day of absence. Sick leave with
pay shall not be allowed unless the employee has accrued sick leave and his/her
Department Head has approved such use.

Eligibility
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Regular, introductory, and part-time employees (52 weeks per year) shall be eligible to
accrue sick leave. All regular, full-time employees will have 48 hours of sick leave
available for their immediate use following their date of hire. Temporary employees shall
not earn sick leave.

Earned Sick Leave

Regular full-time employees accrue sick leave benefits at the rate of eight (8) hours per
month. Regular part-time employee will accrue sick leave benefits at the rate of one (1)
hour per forty (40) hours worked. Employees will be allowed to accrue sick leave
indefinitely.

Sick Leave Cash Out

Employees are eligible to cash out up to forty (40) hours of sick leave once per year in
November. Employees cashing out sick leave must maintain a balance of ninety six
(96) hours after the cash out.

Sick leave cannot be converted into payment for health insurance upon separation or
retirement. Unused sick leave benefits will not be paid to employees while they are
employed or upon termination of employment. Employees who are retiring and have a
minimum of ten (ten) years of service with the City may cash out a maximum of one
hundred twenty (120) hours of their accrued sick leave.

Allowable Uses of Sick Leave

Employees must notify their Supervisor when the following situations arise. Sick leave
covers those situations in which an employee is absent from work due to:

e Employee’s own health condition (illness, injury, physical, or mental disability,
including disability due to pregnancy or childbirth);

e The need to care for the employee’s immediate family members who are ill
(Immediate family for sick leave defined under the Washington Family Care Act);

e Medical or dental appointments for the employee or an immediate family member
who needs assistance to go to such appointments;

e Exposure to a contagious disease where on-the-job presence of the employee
would jeopardize the health of others; or the use of over-the-counter medication.

e Use of a prescription drug that impairs job performance or safety;

e Additional leave beyond bereavement leave for a death in the immediate family
may be authorized by the Mayor or his/her designee;

e Worker's Compensation pay differential: Employees on Worker's Compensation
may use sick leave (or other accrued leave) for a maximum of six months to
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bring their total monthly income to 100% of their regular salary. The status of the
employee shall be reviewed at three and six months.

A doctor’s certificate may be required when an employee is absent for a period in
excess of three (3) days.

7.06 Holidays

All regular, full-time employees receive one day holiday pay, based upon their regular
work schedule, for the following recognized holidays:

New Year's Day Veterans Day

Martin Luther King Jr. Day Thanksgiving

President’s Day Day after Thanksgiving
Memorial Day Christmas Eve ( Half Day)
Independence Day Christmas

Labor Day Day after Christmas

Any holiday falling on Saturday will be celebrated on the preceding Friday. Any holiday
falling on Sunday will be celebrated on the following Monday. Pursuant to WAC 357-31-
030, “When a holiday falls on an employee’s regularly scheduled day off, the employer
must provide that employee an in-lieu of holiday as follows:

e Designate the prior or the following work day as the holiday;
e Allow the employee to request an alternate work day to observe as a holiday.

The employer requires that the employee request an alternate day off within the same
pay period as the holiday. If the holiday is not taken, it will be forfeited. An employee on
vacation or sick leave during a holiday will not be charged vacation or sick leave for that
day. A part-time employee will not receive a pro-rated benefit.

Employees who are required by their Department Head or by shift schedules to work on
a recognized holiday, shall be paid holiday pay plus an amount equal to one and one-
half times their hourly rate for time worked on that holiday. Union members should refer
to their collective bargaining agreement for such information.

If an employee’s religious beliefs require observance of a holiday not included in the
basic holiday schedule, the employee may, with his/her Supervisor’'s approval, take the
day off using paid time off or leave without pay. Paid holidays shall not be applicable for
temporary, seasonal employees. Seasonal employees shall have the option to make up
the hours within the week or take the unpaid holiday.
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7.07 Leave Donation

In the event an employee or member of an employee’s immediate family suffers a
serious illness that threatens to use all of the employee’s sick leave, other City
employees may voluntarily donate some of their accrued sick leave hours to that
employee. Employees donating sick leave must maintain a minimum balance of 96
hours of sick leave for their use. All sick leave donations must be approved by the City
Administrator.

Donations may only be made after the recipient has used up his/her sick leave, all
his/her paid time off; and, when appropriate has made application for state industrial
and/or long term disability coverage.

Donations shall be made on an as-needed basis. At the end of each pay period, the City
payroll officer shall calculate the number of hours needed to constitute full-time
employment for the recipient employee. Other employees may then donate hours to
help cover, but not exceed, the number of hours needed for that specific pay period. If
donations of sick leave cover the number of hours necessary for full-time employment,
the recipient will be paid his/her salary. In the event donations do not cover the number
of hours equivalent to full-time employment, the recipient employee will be paid hours at
his/her own hourly rate for the number of donated sick hours he/she received and for
any hours worked.

7.08 Retirement

The City participates in the Washington Public Employees Retirement System (PERS)
Plan 2 and 3. Employees who separate from service before vesting will forfeit all
accrued benefits except for amounts contributed to their member or individual accounts,
as provided by the applicable plan.

The City currently makes contributions toward the employee’s retirement benefit. The
mandated employer contribution is currently determined by actuarial review. Normal
retirement age for employees depends on the reclassification and term of service of the
employee, as well as the terms of the retirement plan or tier to which each employee
belongs.

For more details, refer to the PERS handbook, the PERS website at drs.wa.gov, or
other official sources of information.
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7.09 Wellness Program

The City is interested in the health and well-being of its employees and is committed to
providing wellness opportunities that positively impact employee health and serve to
educate employees about making choices that contribute to healthy lifestyles. The
Wellness Committee develops educational materials and coordinates activities and
events in accordance with its mission:

The Wellness Program educates, supports, and empowers staff, dependents, and
retirees to improve and maintain their overall health and well-being through healthy
lifestyle choices. The Wellness Committee offers wellness education through seminars,
workshops, courses, and special events, including exercise and dietary programs.

The Wellness Committee is comprised of management or represented employees from
all City departments. A variety of programs are offered to employees including fitness
programs, cholesterol screening events, newsletters, and seminars. Please contact the
Human Resources Specialist for more information.

7.10 Employee Assistance Program (EAP)

The City recognizes that a variety of situations can affect the personal and professional
lives of its employees. Through the Employee Assistance Program (EAP), City
employees have access to the following kinds of professional services: family concerns;
career changes; life crises related to death, divorce, illness, and other major events;
personal pressures; alcohol and drug problems; relationship conflicts; financial and legal
concerns; and parenting and childcare issues. All regular City employees, their
dependents and/or household members may use the EAP which offers problem
assessment, short-term counseling, and referral to appropriate community and private
services. Please contact the Human Resources Specialist for more information about
the EAP. If you do not feel comfortable contacting the Human Resources Specialist, the
EAP can be contacted directly by calling 1-800-570-9315 or visiting
www.guidanceresources.com.

The EAP is designed to safeguard each employee’s privacy and rights. The City and
EAP provider follow all requirements outlined in HIPAA. Without a signed authorization
by the employee, no information related to an employee’s participation in the program is
available to the City. At no time is information related to an employee’s participation
entered into the personnel file.
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There is no cost for an employee to consult with an EAP counselor. If more extensive
counseling is necessary, the EAP counselor will outline available community and private
services. Each employee is responsible for any costs associated with such referrals not
covered by the existing health insurance plan.

7.11 Employee Retirement and Anniversary Recognition

The City of College Place is committed to the recognition of all its employees for their
service to the city. Therefore, the City has implemented an Employee Retirement and
Anniversary Recognition Program.

Policies
A. Years of Service

The City of College Place will recognize years of service anniversaries for all full-time
and part-time employees at each 5-year milestone. A “Years of Service” pin and
certificate signed by the Mayor and City Council will be presented to the employee
during a City Council meeting. The employee’s supervisor will prepare a brief bio for the
City Administrator to read during the presentation.

B. Retirements

Full-time and part-time employees who have 5 or more years of service and leave
employment in good standing will be offered a reception. If the employee so chooses,
the retirement reception will be held in the employee’s department open to all City of
College Place employees and guests of the recipient. The employee’s department
representative and the City Clerk will coordinate and announce the reception. A
“Years of Service” certificate signed by the Mayor and City Council will be presented to
the employee by the City Administrator or designee during the employee’s reception.
The employee’s supervisor will prepare a brief bio for the City Administrator to read
during the presentation.

7.12 Professional Memberships

It is the policy of the City to encourage employees to become members of professional
organizations and associations, when such membership will enhance or support their
job performance and is deemed a benefit to the City. At the discretion of and approval
by the Department Head and City Administrator, an employee may be reimbursed for
costs associated with joining and maintaining membership while employed with the city
in an approved work related professional organization.
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7.13 Family & Medical Leave Act

The City of College Place will comply with all laws regulating leaves of absence,
including the Family Medical Leave Act (FMLA) and the Washington State Family Leave
Act (WAFLA). FMLA allows “eligible” employees to take off up to 12 work weeks in any
12-month period for the reasons listed below:

e The birth of a child or placement of a child for adoption or foster care;

e To bond with a child (leave must be taken within 1 year of the child’s birth or
placement);

e To care for the employee’s spouse, child, or parent with a qualifying serious
health condition;

e For the employee's own qualifying serious health condition that makes the
employee unable to perform the functions of the employee’s position;

e For qualifying exigencies related to the foreign deployment of a military member
who is the employee’s spouse, child, or parent (26 weeks).

An “eligible” employee is an employee who has been employed by the City of College
Place for at least 12 months and worked least 1,250 hours in the preceding 12 months.

The employee may take FMLA leave in 12 consecutive weeks, may use the leave
intermittently (take a day or a partial day, periodically when needed over the year) or,
under certain circumstances, may use the leave to reduce the work week or workday,
resulting in a reduced hour schedule. In all cases, the leave may not exceed a total of
12 work weeks (or 26 work weeks to care for an injured or ill service member over a 12-
month period). FMLA can be taken on an intermittent basis allowing the employee to
work on a less than full-time schedule if required by a health care provider.

Spouses who are both employed by the City of College Place are limited in the amount
of family leave they may take for the birth and care of a newborn child, placement of a
child for adoption or foster care, or to care for a parent who has a serious health
condition to a combined total of 12 work weeks (or 26 work weeks if leave to care for a
covered service member with a serious injury or iliness is also used). Leave of birth and
care, or placement for adoption or foster care, must conclude within 12 months of the
birth or placement.

Expression of Breast Milk

Female employees breastfeeding a child two (2) years old or younger are allowed a 30-
minute unpaid break during each four-hour work period or major part of a four-hour work
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period for expression of breast milk; the break should be taken by the employee
approximately in the middle of the work period. If an employee takes the 30-minute
break by adding time to a paid fifteen-minute rest period, fifteen minutes of the break
will be paid; the remaining portion will not. With prior approval from her manager, an
employee may choose to work before or after her normal shift to make up the amount of
time used during the unpaid portion of the rest period. If the employee does not make
up the unpaid time, the employee will not receive compensation for the breast milk
expression time. Employees cannot be required to make up the unpaid time.

7.14 Jury and Witness Leave

Jury Duty
The City provides all employees leave with pay for the full period of jury duty service.

Payment provided by the courts during period of paid jury duty leave must be turned
over the City, excluding expense reimbursement such as mileage. You must provide
your Supervisor with a copy of the jury duty summons as soon as possible after
receiving it. Upon completion of jury duty, you are required to provide your Supervisor
with proof of jury service.

Witness Duty

All employees summoned to testify in court are allowed time off for the period they
serve as witnesses. In general, witness duty leave is unpaid unless you are a witness in
a case involving the City.

7.15 Bereavement Leave

The City provides regular, full-time employees with paid bereavement leave of up to
three working days in the event of the death of an immediate family member. Additional
bereavement leave of two days may be granted by the City Administrator or his/her
designee. Sick leave may be used for the additional two days. An employee is not paid
for any day off if the employee would not otherwise have been entitled to compensation
for that day. Bereavement leave pay shall be that amount the employee would have
earned had the employee worked his/her regular work schedule during the leave.

The City of College Place defines “immediate family” as the employee’s spouse, parent,

child, sibling, mother-in-law, father-in-law, stepchild, grandparents, grandchildren,
brother-in-law, sister-in-law, or grandparents of spouse.
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7.16 Military Leave

An employee who is a member of an organized unit of the United States military reserve
or National Guard shall be granted leave with pay, in accordance with Federal and State
Law, so that the employee may report for active duty, when called, or take part in active
training duty in such manner and at such time as the employee may be ordered to
active duty or active training duty. Any authorized leave in excess of the days permitted
by Federal and State Law will be charged pursuant to other applicable federal and state
laws or to leave without pay at the option of the employee.

7.17 Licenses & Certifications

When a license or certification is required by the state or federal government to perform
a job critical for city operations, the associated fees will be covered by the city within the
respective department’s budget. The City Administrator, in consultation with department
heads, will determine what certifications are critical for city operations. Employees who
obtain police certifications or CDL licensure due to the high cost must sign an
agreement to work for the city for at least three (3) years. If the employee resigns
employment before the three (3) year mark they must reimburse the city for the cost of
the certification within one month of resigning.
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8.0 Classification and Compensation

8.01 Position Specifications

The City makes every effort to create and maintain accurate specifications for all job
classifications within the organization. Position specifications include a general
summary, key distinguishing duties, essential functions, other functions, knowledge,
skills/abilities required, minimum qualifications required for entry, licensing/special
requirements, working conditions, classification history, classification status and FLSA
status as exempt or non-exempt.

The City maintains position specifications to aid in orienting new employees to their
jobs; identifying the requirements of each position; preparing position descriptions;
determining hiring criteria; and setting performance expectations.

Existing classification specifications are reviewed and revised by the City Administrator
and approved by the Mayor in order to ensure that they are accurate and up to date.
Specifications may also be revised periodically to reflect any changes in duties,
responsibilities or requirements. Employees should be included in the review process
when changes are made. Employees should notify their supervisor if they think their
specifications are no longer accurate.

Job classifications may be written for specific positions. The Department Head is
responsible for developing and maintaining any individual job classifications within the
department.

Employees should remember that classification specifications are general in nature and
may cover several positions. Every task or duty on the specification is not necessarily
performed by every position within that classification. Additional responsibilities may be
assigned as necessary. Contact the City Administrator if you have any questions or
concerns about your classification specification.

Represented employees should refer to the respective collective bargaining agreement
for further information on this subject matter.

8.02 Performance

Performance Evaluations

Supervisors and employees are strongly encouraged to discuss job performance and
goals on an informal day-to-day basis. A formal written performance evaluation will be
conducted at the end of an employee’s introductory period. Additional performance
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evaluations will be conducted on a yearly basis to discuss job tasks, identify and correct
weaknesses, encourage and recognize strengths, and discuss positive, purposeful
approaches for meeting goals.

An employee that has received a “Fails to Meet Expectations” performance rating and
has been placed on a Performance Improvement Plan shall have a performance
evaluation after 90 days. A PIP is a document that may include, but is not limited to,
levels of performance that must be achieved to obtain a “Meets Expectations” rating,
current performance deficiencies, support that may be provided by the department or
City, actions the employee must take to address the performance deficiencies, and a
timeline for completion of the actions. If the employee’s performance does not improve,
the employee will be subject to termination.

Supervisors are responsible for completing employee performance appraisals. Prior to
presenting the appraisal to the employee, it must be submitted to the City Administrator
for review and approval.

Performance Evaluation Appeal Process

The City believes that managers and supervisors are in the best position to evaluate an
employee’s work performance and work behavior. For this reason, the City
Administrator unless under the direct supervisory role, will not attempt to substitute its
judgement for the supervisors unless an employee can demonstrate that the evaluation
was arbitrary, capricious, illegally discriminatory, or not factually based on solid data.
An employee who is dissatisfied with his or her performance appraisal should request a
follow-up meeting with his/her supervisor to discuss the appraisal candidly, express any
disagreements the employee may have with the review and provide additional
information/documentation to support his/her case.

If the employee still disagrees with their appraisal after follow-up discussion with the
supervisor, the employee may submit a formal, written appeal to the City Administrator
within 10 working days of the follow-up meeting with the supervisor. The employee must
have made a comment on the evaluation in order to file an appeal. The appeal must
include: (1) a written memo stating the employee’s intent to appeal and listing the
specific parts of the appraisal with which the employee disagrees, explaining the nature
and extent of the disagreement; (2) a copy of the performance appraisal with the
employee’s comments; and (3) any relevant supporting documentation.

The City Administrator will review and respond in writing to the employee within 10
working days.

The City Administrator’s response to appeals of an employee performance appraisal
may include some or all of the following actions:
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Review the appraisal, appeal, and supporting documentation.

Contact the employee to obtain clarification or additional information.

Contact the Department Head to obtain clarification and additional information.
Collect additional information from other relevant sources.

Make a decision and inform the employee in writing with a copy to the supervisor.
If applicable, take any necessary action to implement the decision.

® Q0T

The City Administrator will present a final recommendation to the Mayor for approval.
The Mayor’s decision shall be final.

In appeals against the review of department supervisors by the City Administrator, the
appeal will progress to the Mayor.

An employee who receives a performance appraisal with an overall rating of “Fails to
Meet Expectations” will be placed on a Performance Improvement Plan (PIP) for a
minimum of 90 days

8.03 Pay Practices

The City of College Place employee salaries are set by ordinance. Generally an
employee is hired at Step | and moves up to the next step at each anniversary until the
top step is reached.

Promotion

The employee’s new step increase date will be based on the date of the promotion. An
employee who is promoted will serve a probationary period in accordance with the
Probationary Period Policy.

Transfer

An employee who is transferred to a classification in the same salary range as his/her
current classification will remain at the same step in the salary range. Review dates will
not be changed as a result of a transfer. Employees who are transferred will serve a

probationary period in accordance with the Probationary Period Policy.

Reclassification

Reclassification occurs as a result of a change of duties, responsibilities and/or
knowledge/skill/ability requirements of a position. The step increase of an employee
holding a position that is reclassified to a classification in a higher salary level is handled
in the same manner as a promoted employee.
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Reallocation

Reallocation occurs when the duties, responsibilities and/or knowledge/ skill/ability
requirements of a classification remain the same but the classification is moved to a
higher or lower salary level. The pay rate of an employee in this situation is generally
handled like a reclassification. An exception occurs when the reallocation moves the
classification to a lower salary level and the employee’s pay rate is above the top step
of the new range. In that instance, an employee’s pay rate will be frozen until it falls
within the new salary range. An employee whose classification is reallocated does not
serve a probationary period. When extenuating circumstances exist, the City
Administrator, with the Mayor’s approval, may vary the approach described for
reallocation.

Demotion

When an employee is demoted for any reason, the pay rate will not be frozen. He/she
will be placed on the step in the lower salary range that is closest to, but not higher than
the employee’s current pay rate. Pay rates outside of the range for the position to which
the employee is demoted, will be reduced to the top step of the new salary range. In the
case of a demotion, the employee may be required to serve a probationary period.
Rehire

A rehired former employee will be treated exactly the same as a new hire.

Recall from Layoff

A former employee who is recalled from a layoff list into the same classification within
the time period specified under the Layoff Policy will be rehired at the former salary
step.

Training, Seminars and Conferences

The City is interested in ensuring that employees are knowledgeable and well trained in
the skill sets necessary for their positions. The City develops and provides a variety of
training programs. These programs are offered internally on a city-wide basis and are
available to all regular and probationary employees with supervisory approval.

Outside training required by the City will be paid for by the City and time spent in
required training will be considered time worked. The City may also pay the costs
associated with attending outside seminars, training and conferences when the
attendance will promote employee development and enhance technical skills. Pre-
approval by the supervisor and City Administrator is required before the registration will
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be paid and time away from work granted. Approval to attend outside training will not be
given when a similar training program is available internally.

Required Certifications

The City will pay for training and/or testing associated with certifications and
professional licenses that must be maintained or upgraded solely as a continuing
requirement for an employee’s current position. In some cases paid time off may be
granted to receive training or participate in examinations for the required certification;
approval by the Department Head and City Administrator is required.

8.04 Overtime

When operating requirements or other needs cannot be met during regular working
hours, employees may be scheduled to work overtime hours.

Time worked in excess of 40 hours in a regular workweek is considered for each of the
management groups as described below:

Exempt Employees

These are salaried classifications exempt from overtime pay per FLSA exemption rules.

Non-Exempt Employees

These are non-exempt classifications eligible for compensation in cash or
compensatory time off for all time worked in excess of forty (40) hours in a regular
workweek. All hours worked over forty (40) will be paid at the rate of one and one-half
(1 %2) times the regular hourly rate.

For the purpose of overtime calculations, time worked will be interpreted in accordance
with the Fair Labor Standard Act except that holidays will also be considered time
worked. A non-exempt employee may only work overtime when it has been approved
in advance by the Department Head, except in emergency situations. A non-exempt
employee may also be scheduled and expected to work overtime on occasion.

Compensatory time may be taken in lieu of cash payment. A non-exempt employee
may not accrue a balance of more than 60 hours of accrued compensatory time off. All
unused accrued compensatory hours will be cashed out at the end of the year.

Represented employees should refer to the respective collective bargaining agreement
for further information on this subject matter.
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8.05 Volunteers and Interns

The City occasionally has the need to accomplish a project of an identified workload
requiring individuals who possess professional skills. Likewise, there are undergraduate
or graduate students who possess such skills and are seeking opportunities to gain
work experience. Interns may be approved for specific periods by the Mayor and
receive pay for their service. Interns are not subject to the requirements for temporary or
seasonal employees.

Volunteers who work for the city on a regular basis (greater than a one day volunteer
event) must complete a volunteer application, or any other requirement (including
background checks) required of the specific department and be approved by the City
Administrator and the Mayor. Volunteers are not considered employees of the City.
Volunteers receive only those benefits expressly conferred in writing or by law. Workers’
Compensation insurance shall be provided to volunteers as authorized by the Mayor,
and may be rescinded by the City Council at any time. Volunteers involved in work
which may present hazards are required to record the date and timed of periods worked
and turn those records in to the designated Department Head. The service of a
volunteer may be discontinued at any time without cause. Volunteers must abide by all
applicable rules, policies and practices of the City and are held to the same standard of
performance as applies to regular employees.

No department will enter into any contract or agreement for the placement of any
volunteer or intern until approved by the City Administrator.

8.06 Stand-by

Employees on stand-by will be provided with a cell phone and are required to be
available to report for duty within a reasonable amount of time. Employees shall be
compensated while on stand-by. Stand-by assignments must be assigned or approved
by the Department Head in order to be compensable; mere possession of a cell phone
does not constitute a stand-by assignment.

8.07 Longevity

The City of College Place does not offer longevity pay.

8.08 Compensatory Time

An employee may elect to receive compensatory time at the rate of 1.5 for hours
worked in excess of forty (40) hours in a workweek. Accrual of compensatory time shall
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not exceed sixty (60) hours and unused compensatory time shall be paid at the end of
each year. The foregoing section does not apply to FLSA exempt employees.

8.09 Compensation upon Termination

When an employee’s employment with the City is terminated, the employee will receive
the following compensation on the next regularly scheduled payday:
e Regular wages for all hours worked up to the time of termination which has
not already been paid
e Any overtime pay that is due
e A lump sum payment of any accrued but unused vacation and compensatory
time below the ceiling limits

Any accrued sick leave shall not be paid to an employee upon termination.

8.10 Cost of Living Increases

The City Council may, if the funds are available, choose to grant cost of living increases
to City employees. When those increases are granted, they will not be dependent on
the criteria set out for a step increase, but will be granted to all personnel without
restriction. If the Salary Plan is changed to reflect the cost of living increases, a
resolution will be passed by the City Council reflecting the amended Salary Plan.
Usually, cost of living increases are considered by the City Council during the budget
process.
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9.0 Payroll

9.01 Payroll Administration

Accurately recording time worked and leave used is the responsibility of every
employee. Federal and state laws require the City to keep an accurate record of time
worked in order to calculate employee pay and benefits. Time worked is all the time
actually spent on the job performing assigned duties.

A non-exempt employee should accurately record the number of hours worked each
day. Except in emergencies, overtime work should always be approved before it is
performed.

Altering, falsifying, tampering with time records, or recording time on another
employee’s time record, excluding the City Clerk or designee for official timekeeper
duties, is strictly prohibited.

The employee is responsible for ensuring that their time record accurately reflects all
the time recorded. Whenever practical, the employee is expected to sign or verify their
timesheet. The Department Head or another employee deemed appropriate by the City
Administrator will review and then verify the timesheet before submitting it for payroll
processing. In addition, if corrections or modifications are made to the time record, both
the employee and the supervisor should verify the accuracy of the changes and
initial/date the change.

9.02 Paydays

Employees are paid the 3™ working day of the month.

9.03 Pay Deductions

The City makes certain deductions from an employee’s earnings in accordance with
state and federal law. Among these are applicable federal income taxes. The City also
deducts Social Security taxes on each employee’s earnings up to a specified limit that is
called the Social Security “wage base.” The City matches the amount of Social Security
taxes paid by each employee.

The City offers programs and benefits beyond those required by law. An eligible
employee may voluntarily authorize deductions from the paycheck to cover the costs of
participation in these programs. An intern or temporary employee is not eligible to make
voluntary deductions.
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Court ordered wage withholdings or garnishments on an employee’s wages will be
processed in accordance with applicable law. Union fees are also deducted in
accordance with any agreements.

If you have questions concerning deductions from your paycheck or how they were
calculated, your supervisor, the Human Resources Specialist, or City Administrator can
assist in having your questions answered.

9.04 Paycheck Corrections

In the unlikely event that there is an error in the amount of pay, the employee should
promptly bring the discrepancy to the attention of the Human Resource Specialist so
that corrections can be made as quickly as possible. It is the responsibility of the
employee to notify the city of any errors noticed.

9.05 Safe Harbor Policy for Exempt Employees

The City’s policy is to comply with applicable wage and hour laws and regulations. The
improper pay deductions specified in Title 29 of the Code of Federal Regulations
541.602(a) may not be made from the pay of employees who are exempt from overtime
under the Fair Labor Standards Act.

If an exempt employee believes that any deduction has been made from their pay that
is inconsistent with his/her salaried status, the employee should immediately contact the
City Administrator.

Any complaint will be resolved within a reasonable time given all the facts and
circumstances. If an investigation reveals that an exempt employee was subjected to an
improper deduction from pay, the employee will be reimbursed and the City will take
whatever action it deems necessary to ensure compliance with the salary test in the
future. For more information regarding this Safe Harbor Policy, please contact the City
Administrator.

9.06 Payroll Draws

All full-time employees are permitted to take a draw up to, but not more than, half of
their monthly take home pay. Draws are paid on the 15™ of each month, or the day
before if the 15" falls on a weekend or holiday.
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9.07 Garnishments

Personal debt and financial obligations are the responsibility of the employee and
should not interfere with their employment or burden the City. The City incurs extra
costs and unnecessary work when it is forced to comply with garnishment and/or
assignment proceedings. All employees shall use their best efforts at all times to avoid
any potential wage garnishment, assignment or similar proceedings.

Upon the receipt of a garnishment and/or wage assignment, the Finance Director or
Human Resources Specialist shall apprise employee. Multiple wage garnishments
and/or assignments at any one time may result in disciplinary actions.

9.08 Estate Payment

In the event of the death of an active employee, compensation for hours already
worked, annual leave, and compensatory leave, up to allowable limits payable to the
employee must be paid as outlined in state law in the name of the deceased employee.
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10.0 Personal Conduct

10.01 Conflict of Interest

Each employee has an obligation to conduct the City’s business within guidelines that
prohibit actual or potential conflicts of interest. This policy establishes only the
framework within which the City wishes to conduct its business. The purpose of these
guidelines is to provide general direction so that employees act appropriately and, if
needed, can seek further clarification on issues related to the subject of acceptable
standards of operation.

An actual or potential perceived conflict of interest occurs when an employee is in a
position to influence a decision, or gains information that is not available to the public
that may result in a personal gain for that employee, or for a relative, or business
partner, as a result of the City’s business dealings. Furthermore, any public official
(which includes employees) is prohibited from hiring, appointing, employing, promoting,
discharging, demoting, or supervising relatives or household members. For the
purposes of these guidelines, a relative is any person who is related by blood or
marriage, or whose relationship with the employee is similar to that of persons who are
related by blood or marriage.

No "presumption of guilt” is created by the mere existence of a relationship with outside
firms. However, if an employee has any influence on transactions involving purchases,

contracts, or leases, it is imperative that disclosure be made to your supervisor as soon
as possible regarding the existence of any actual or potential conflict of interest so that

safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee, or relative, or business
partner of an employee has a significant ownership in a firm with which the City does
business, but also when an employee or relative receives any “kickback”, bribe,
substantial gift, or special consideration as a result of any transaction or business
dealings involving the City. In general, City employees may not accept any gift or any
other thing with a monetary value. However, unsolicited gifts of limited value that can be
shared among a larger group of employees are considered “de minimus” and are
allowable under this policy.

Meals that are consumed in the presence of the provider and that are directly related to
legitimate City business are allowable. However, City employees are generally expected
to pay for their own meals.

Each employee is expected to report any actual or potential conflict of interest to his/her
department head, who should immediate report it to the City Administrator.
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10.02 Employee Participation in Political Activities

Employee involvement in certain political activities is protected under the First
Amendment. However, under state and federal law there are some restrictions with
which each employee must comply. See RCW 41.06.250 and the Federal Hatch Act for
more information.

The expression of personal political views while on the job during working hours is
permitted only to the extent that it does not interfere with the performance of the
employee’s duties or performance of other employee’s duties. Specific activities, such
as fundraising, soliciting volunteer help on political campaigns, or disseminating partisan
election material while on City time are prohibited.

10.03 Public Information

Contacts from the media should be referred to the City Administrator or Mayor.

Once an employee has received approval to communicate with others on behalf of the
City in the course of his/her work duties, the employee should remember he/she is
representing the City and should ensure that any comments made reflect the City’s
position on the issue being discussed.

The City has an obligation to keep citizens informed about issues of public interest.
Citizens will be provided information through a variety of sources such as the City
newsletter, website, social media channels, press releases, etc. Citizen requests for
information are subject to the provisions of the State of Washington’s public records
law. Questions regarding whether or not certain information should be provided in
response to a citizen request should be referred to the City Clerk that will then make a
determination whether or not it should be referred to the City Attorney.

Washington law provides that “every person has a right to inspect any public record of a
public body in this state.” “Public body” includes cities and counties and other public
entities, such as the City of College Place. Although there are some exceptions (such
as personnel files), most records in a public body are available to the public for
inspections. It is the intent of the City of College Place to be responsive to requests for
public records. Employees are to forward all requests for public information to the City
Clerk within 24 hours of receiving it. The City Clerk will then make a determination
whether or not it should be referred to the City Attorney.
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10.04 Personal Appearance Guidelines

Members of the public judge a community not only by service, but also by the
appearance of its personnel, equipment, and facilities. While on the job, neatness and
professionalism in dress and good personal hygiene is expected of all employees.
Employees should conform to professional community standards. Supervisors are to
provide the necessary direction and remedial action if an employee’s personal
appearance and/or hygiene does not positively reflect the image of the City.

For employees not required to wear uniforms, dress should be appropriate to the
department/area in which the employee works. The type of public and business contact
and interaction should be taken into account in determining the appropriate level of
dress for the day. Under all circumstances, clothing that is vulgar, obscene, sexually
expressive and/or offensive, or depicts language and/or pictures to this effect, is
prohibited.

Fridays are casual days. Employees will be allowed to wear a more casual attire, but
must still be neat and professional.

Employees in departments that require employees to be in uniforms must adhere to
department uniform regulations. Uniform clothing may be issued directly by the City or
through a uniform allowance. All required clothing is to be kept neat and clean and
replaced when necessary.

10.05 No Smoking

Pursuant to RCW 70.160, the City prohibits smoking in all City facilities, including City-
owned buildings and vehicles. Smoking is prohibited within 25 feet of all entrances,
exits, windows that open, and ventilation intakes of the foregoing locations. An
employee may utilize breaks for smoking following the rule outlined above. Additional
breaks are not permitted. The use of E-Cigarettes is prohibited in all City buildings and
vehicles.

10.06 Drug & Alcohol Policy — Resolution No. 18-027

Non-Federal Policy

The City of College Place is committed to protecting the health, safety and well-being of
its employees and all individuals who come into contact with our employees and
workplace. In addition, we strive to create and maintain a productive and efficient work
environment in which all employees have an opportunity to thrive and be successful.
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Recognizing that drug and alcohol use and abuse can pose a serious threat to these
goals, the City of College Place is committed to providing a drug and alcohol-free
workplace for all of its employees. This policy is in accordance with Chapter 296-800 of
the State Administrative Code (WAC) and with the federal Drug Free Workplace Act.

This policy applies to all employees of the City. Employees who are required to maintain
a commercial driver’s license (CDL) are also subject to the City’s Drug and Alcohol
Policy for DOT Employees.

Policy/Procedure

The City of College Place strictly prohibits the following in the workplace, on City
property (including in City vehicles) or on work time:

e the use, sale, distribution, dispensation, manufacture or possession of alcohol or
drugs (including marijuana and other drugs included in Schedule | or Il of the federal
Controlled Substances Act) or drug paraphernalia;

e the unauthorized use or distribution of prescription drugs;

e the use of any legally obtained drug (prescriptions or over-the-counter medications)
when such use may adversely affect an employee’s job performance, their safety or
the safety of others, or any combination thereof;

e reporting to work or working while under the influence of alcohol or drugs (including
marijuana and other drugs included in Schedule | or Il of the federal Controlled
Substances Act). An employee will be deemed under the influence of a drug if the
employee tests positive following a test conducted in accordance with this policy or
when the employee acknowledges impairment.

Prescription medication

The possession and use of medically prescribed or over-the-counter drugs during work
hours is permissible, subject to certain conditions. The employee shall have no
obligation to inform the City of such use unless, according to a warning notice or the
input of a physician or pharmacist, the drug may cause a possible impairment that could
prevent the employee from performing his or her job safely or effectively. In such cases,
the employee should notify his or her supervisor or Human Resources so that a
determination can be made as to whether it is in the best interests of the City and the
employee that the employee work, not work or be reassigned during the period
medication is used. Medical information will be handled in a confidential manner.
Notwithstanding the above, the medical use of marijuana that causes drug or drug
metabolites to be present in the body above minimum thresholds established by federal
law constitutes prohibited conduct regardless of whether the marijuana was used under
the guidance of a medical practitioner and regardless of whether the medical
practitioner advised that such use will not adversely affect the employee’s ability to
safely and effective perform job duties.
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On occasion, alcohol may be served at City-sponsored events or at off-site conferences
or other events an employee may attend as part of his/her job. This policy does not
prohibit an employee from consuming alcohol at such events, provided that employees
conduct themselves responsibly. Employees may be subject to discipline or discharge
for unacceptable behavior, including behavior attributed to alcohol consumption.

Workplace drug related convictions

The Drug Free Workplace Act of 1988 requires employees, as a condition of
employment, to report any criminal convictions of drug-related activity in the workplace
to the City no later than five (5) days following a conviction. Any such report should be
directed to Human Resources. Employees convicted of workplace drug-related crimes
may be subject to discipline up to and including termination.

Drug and alcohol testing

The City of College Place asserts its right to test employees or applicants for alcohol
and/or controlled substances to the extent allowed by law. This includes urine drug
testing and evidential breath alcohol testing. Employee or applicant acceptance of
testing, when required in accordance with this policy, is a mandatory condition of
employment. Refusing to submit to such tests constitutes a violation of City policy and
will result in termination of employment or, for an applicant, withdrawal of the job offer.
The City of College Place reserves the right to test for drugs and/or alcohol as defined
below:

Pre-employment — After receiving a conditional offer of employment, an applicant
for a safety sensitive position must submit to, and successfully pass, a drug test.

Post-accident — An employee who is involved in an accident that causes significant
property damage while driving a vehicle for City business, or who sustains or causes
an injury that requires medical attention, will be required to submit to drug and
alcohol testing, unless the circumstances surrounding the accident do not indicate a
reasonable possibility that drug or alcohol use was a contributing factor.

Reasonable Suspicion — Reasonable suspicion is based on specific personal
observations that a City of College Place Human Resource representative,
physician, physician’s assistant or advance registered nurse practitioner, or
supervisor can describe and document (using a Reasonable Suspicion Testing and
Documentation Form) regarding an employee’s appearance, behavior, speech and
breath odor.

Random — The City of College Place reserves the right to initiate, with a 60-day
notice, the random testing of safety-sensitive employees.
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The City of College Place will follow the collection and drug testing guidelines and
standards issued by the U.S. Department of Health and Human Services and the U.S.
Department of Transportation (DOT).

To ensure the accuracy and integrity of the program, the City of College Place also will
follow these employee protection guidelines:

e For drug analysis, we will use a laboratory that has been certified by the Substance
Abuse and Mental Health Services Administration (SAMHSA).

e A strict chain of custody will be used to ensure specimen integrity; a split specimen
will also be collected.

e The process will ensure privacy and confidentiality of all test results.

¢ All positive drug test results will be confirmed by gas chromatography/mass
spectrometry before they are reported to the City of College Place.

e All confirmed positive, invalid, substituted and adulterated results will receive
medical review by a Medical Review Officer (MRO), who will give the employee an
opportunity to provide possible medical explanations for the result.

e All negative test results will be reported to the Director of Human Resources or a
Human Resources designee.

In addition, when the City has a reasonable suspicion that an employee is violating any
aspect of this policy, the employee may be asked by the City of College Place to submit
immediately to a search or inspection at any time (including breaks and the lunch
period) while on City premises or in City property. Any refusal to consent to a search
constitutes a violation of this policy and is grounds for disciplinary action, up to and
including termination of employment.

Procedures for administering tests
Drug screen

1. Upon identifying an event that requires testing (pre-employment, post-accident or
reasonable suspicion), the City of College Place Human Resources will provide the
employee with a non-DOT Custody and Control Form indicating the reason for the
test and the specific services to be performed.

2. The employee will report to a clinic or authorized collection site with the Custody and
Control Form and photo identification within 90 minutes of notification. In the event of
a post-accident or reasonable suspicion testing event, the employee will be
transported to the collection site by a City of College Place supervisor or Human
Resources representative.

3. Samples will be collected by personnel who have met DOT collector training
requirements as specified by U.S. Department of Transportation (DOT) Regulations
49 CFR Part 40. Collectors will follow standard DOT collection procedures and use a
non-DOT chain of custody form. A split sample collection is required.

4. Shy bladder collections — In the event that an employee is unable to provide an
adequate specimen on the first attempt, he or she will be given 40 ounces of water
over a 3-hour period. The employee may attempt to provide a sample at any time
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within the 3-hour period. The employee must remain at the collection site until the
collection is completed. If the employee is not able to provide an adequate specimen
within 3 hours, the City of College Place Human Resources will be notified
immediately, and they will then notify the Medical Review Officer (MRO) for an
evaluation. In this instance, the employee shall have the option to undergo a medical
evaluation for “shy bladder” at their expense. If no medical explanation is found for
their inability to produce urine, it shall constitute a refusal to test and be considered a
failed test.

Suspected substitution or adulteration collections — If the employee provides a
sample and the collection temperature does not register on the collection cup, or the
collector suspects that the specimen has been adulterated (for example, it has a
blue color or chemical odor that is not consistent with urine, such as bleach or
perfume), that collection will be completed, and a second sample will be collected
under same-gender direct observation. Both samples will be submitted to the lab for
analysis, and both results will require MRO review. If an employee refuses to provide
a second sample under observation, the event will be deemed as a refusal to test.
The sample will be shipped via courier to a SAMHSA-certified lab.

Each sample will undergo a screening test and, if it demonstrates a positive
response for any drug, it also will be subject to a confirmation test by gas
chromatography/mass spectrometry (GC/MS).

All negative results will be reported by an authorized SAMHSA-certified lab directly
to the City of College Place. All results reported from the laboratory as positive,
invalid, substituted or adulterated results will be reported to the MRO for review. The
MRO will contact the employee by telephone to give that individual an opportunity to
provide a valid medical explanation for the positive result.

If the MRO accepts and employee’s explanation and/or documentation as a valid,
medically acceptable explanation, the result may be deemed “negative” and reported
to Human Resources as such. All results for which the MRO determines that there is
no valid, acceptable medical explanation will be deemed a “confirmed positive” and
reported to Human Resources as a failed test. The MRO may require a re-collection
under direct observation in the event of some invalid results.

Breath alcohol

1.

All alcohol tests will be conducted using an evidential breath testing device operated
by a trained Breath Alcohol Technician who has met qualification and proficiency
requirements.

The Breath Alcohol Technicians will use a non-DOT Alcohol Testing Form to record
the test. The employer copy of the Alcohol Testing Form will be sent to the City of
College Place Human Resources.

A breath alcohol result of < 0.019 grams of alcohol/210 L of breath will be
considered negative, and no further testing will be required for that incident.

A breath alcohol result of > 0.020 grams of alcohol/210 L of breath will require a
second, confirmatory test conducted no sooner than 15 minutes after the initial test.
If the confirmation test result is > 0.020 grams of alcohol/210 L of breath, the result
will be considered positive and will be reported immediately to Human Resources.
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5. If the result is positive, the employee will not be allowed to return to work, and
arrangements must be made to provide transportation to the employee’s home.

Confidentiality

All information received by the employer through the program is confidential. Access to
this information is limited to those who have a legitimate need to know.

Consequences

An employee’s refusal to do any of the following when required is considered non-
compliance and may result in disciplinary action, up to and including termination of
employment:

1. Take a drug or alcohol test.

2. Appear for testing.

3. Accept the EAP recommendations when required to use the EAP because of a
positive drug test or due to violating a City rule pertaining to drugs or alcohol.

4. Comply with the conditions of the Last Chance Agreement.

First verified positive test: An employee may be terminated solely for a first-time
confirmed positive drug or breath alcohol test. However, if not terminated, the employee
will be given an opportunity for job retention through a Last Chance Agreement. This
policy does not prohibit an employee from being terminated for reasons other than a
confirmed positive test result. The availability of a Last Chance Agreement in a given
situation, as well as the specific terms of that agreement, shall be subject to the City’s
discretion and approval.

Second verified positive test: If an employee has a confirmed positive drug screen or
positive breath alcohol test for a second time, the employee will be terminated
immediately.

Implementation details

1. Supervisor training. The City of College Place will provide a supervisor training
program to help supervisors recognize an employee with possible alcohol and/or
drug problems. This program will train supervisors how to recognize specific
performance or behavior criteria related to substance abuse and how to refer
employees for assistance.

2. Employee education. The City of College Place will provide alcohol and drug
awareness information for all employees. This will include the City of College Place
policy on alcohol and drug abuse; the dangers of alcohol and drug abuse; and
treatment and counseling services available through the Employee Assistance
Program.

3. Employee Assistance Program. The City of College Place recognizes that alcohol
and drug addiction can be successfully treated and is willing to help employees who
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suffer from these problems while holding them responsible for their own recovery.
The City of College Place maintains an Employee Assistance Program (EAP).
Employees may also have access to professional services through the City’s health
insurance plans medical program (Regence) to aid them with any alcohol or drug
problems. Employees who need help with drug and/or alcohol misuse or abuse are
encouraged to use these resources.

Employees are strongly encouraged to seek help to address their drug or alcohol
problems before such issues affect their performance or result in a positive drug or
alcohol test. Seeking assistance after an employee has tested positive or
demonstrated performance issues will not allow the employee to avoid the
disciplinary consequences of his/her behavior. For employees seeking assistance
for alcohol and/or drug problems, the EAP will be administered as follows:

= Employees seeking help on their own, or who are referred to the EAP by their
supervisor, will be provided assistance on a confidential basis without
jeopardizing their employment status.

= Employees who are offered a Last Chance Agreement in lieu of termination for a
violation of this policy may be required to use the EAP and/or successfully
complete a treatment program as a condition of continued employment. In such
case, the employee may be required to authorize the EAP or treatment provider
to disclose to the City information regarding compliance with the treatment
program. A Last Chance Agreement may also include requirements for follow-up
drug and alcohol testing for a period of two years as a condition of continued
employment.

Effective date

The City of College Place’s Employee Drug and Alcohol Abuse Policy is effective
immediately. Current employees with substance abuse problems are encouraged to
obtain help through the Employee Assistance Program before the testing program takes
effect.

DOT Regulated Employees (Federal)

Federal regulations require that employers conduct alcohol and controlled substances
testing of drivers who operate commercial motor vehicles, mechanics, and supervisors
with a commercial driver’s license who fill in. For the purpose of this policy, the
employee will be referred to as "driver" and the employer will be referred to as
"Employer.” This policy provides guidelines for circumstances under which the Federal
Motor Carrier Safety Administration (FMCSA) and the United States Department of
Transportation (DOT) mandated testing must be conducted. Of course, all the details of
every possible situation cannot be anticipated, so the Employer reserves the right to
determine the appropriate application of this policy and general employment policies to
any particular case.
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Employees covered by this policy have been provided a copy of these FMCSA/DOT
provisions and by signature verify that they have read and understand the policy.
Drivers should note that in addition to the required DOT regulations, they are also
subject to the Employer's drug and alcohol policy and all other policies and
procedures applicable to all employees. Throughout this policy, any provisions that
are based on Employer’s sole authority (vs. mandated by federal regulations) will be
underlined.

The Employer expects all drivers to work drug- and alcohol-free at all times. If you have
any questions about this policy, contact Shawn Doering, Human Resources Manager,
509-394-8508.

The following conditions and activities are expressly prohibited:

The manufacture, or sale, or use or possession of alcohol, any controlled or illegal
substance (except strictly in accordance with medical authorization) or any other
substances which impair job performance or pose a hazard, when use or possession
occurs on Employer premises or property, or during work time, or while representing the
Employer in any work-related fashion.

Reporting for work having consumed alcohol or used illegal drugs or controlled
substances at a time, or in such quantities, or in a manner that may impair work
performance. For purposes of this policy, having any detectable level of an illegal or
controlled drug, or alcohol with an alcohol concentration of .02 or greater, in one's
system while covered by this policy will be considered to be a violation.

Alcohol and drug problems

In some cases alcohol and drug abuse can be a result of chemical dependency that can
be successfully treated with professional help. Drivers who are having problems with
alcohol or drug use are encouraged to seek voluntary counseling and treatment. It is the
driver's responsibility to seek help when needed, and to do so before substance abuse
causes problems on the job, results in a positive drug or alcohol test or results in
disciplinary action.

Drivers who admit to alcohol misuse or controlled substances use are not subject to the
referral, evaluation, and treatment requirements of 49 CFR Part 382 and 40, provided
that:

1) The admission is in accordance with the Employer's written established voluntary
self-identification policy;

2) The driver does not self-identify in order to avoid testing;

3) The driver makes the admission of alcohol misuse or controlled substances use
before performing a safety-sensitive function;
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4) The driver does not perform a safety-sensitive function until the Employer is satisfied
that the driver has successfully completed education or treatment requirements in
accordance with the self-identification program guidelines.

Normally, the Employer will:

1) Not take adverse action against a driver making a voluntary admission of alcohol
misuse or controlled substances use provided that the admission occurs before the
employee has been subject to disciplinary action or the use/misuse has affected job
performance;

2) Allow the driver sufficient opportunity to seek an evaluation, education or treatment
to establish control over the employee's drug or alcohol problem;

Permit the employee to return to safety sensitive duties only upon successful
completion of an educational or treatment program, as determined by a substance
abuse professional.

The following Substance Abuse Professional can provide help and referrals: EAP

Definitions

"Alcohol" means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low
molecular weight alcohols including methyl and isopropyl alcohol.

"Alcohol concentration (or content), BAC" means the alcohol in a volume of breath
expressed in terms of grams of alcohol per 210 liters of breath as indicated by an
evidential breath test under 49 CFR Part 382.

"Alcohol use" means the drinking or swallowing of any beverage, liquid mixture or
peparation (including any medication), containing alcohol.

"Commercial motor-vehicle" (or “CMV”) means a motor vehicle or combination of
motor vehicles used in commerce to transport passengers or property if the motor
vehicle:

e Has a gross combination weight rating of 26,001 or more pounds inclusive of a
towed unit with a gross vehicle weight rating of more than 10,000 pounds; or

¢ Has a gross vehicle weight rating of 26,001 or more pounds; or

e |s designed to transport 16 or more passengers, including the driver; or

e |s of any size and is used in the transportation of materials found to be hazardous for
the purposes of the Hazardous Materials Transportation Act and which require the
motor vehicle to be placarded under the Hazardous Materials Regulations (49 CFR
Part 172, subpart F).
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"Controlled substances" mean those substances identified in 49 CFR Part 40.85, as
amended: marijuana, cocaine, opiates, amphetamines, and phencyclidine.

"DOT Agency" means an agency (or "operating administration") of the United States
Department of Transportation administering regulations requiring alcohol and/or drug
testing (14 CFR parts 61, 63, 65, 121, and 135; 49 CFR parts 199, 219, 382, and 655),
in accordance with 49 CFR Part 40.

"Driver" means any person who operates a commercial motor vehicle. This includes,
but is not limited to: full-time, regularly-employed drivers; casual, intermittent or
occasional drivers; leased drivers and independent, owner-operator contractors who are
either directly employed by or under lease to an employer or who operate a commercial
motor vehicle at the direction of or with the consent of an employer.

"Drug" has the meaning of any controlled substances, prescription, or over-the-counter
medication.

"EBT (or evidential breath testing device)" means an EBT approved by the National
Highway Traffic Safety Administration (NHTSA) for the evidential testing of breath and
placed on NHTSA's "Conforming Products List of Evidential Breath Measurement
Devices" (CPL), and identified on the CPL as conforming with the model specifications
available from the National Highway Traffic Safety Administration, Office of Alcohol and
State Programs.

"Employer" means an entity employing one or more employees (including an individual
who is self-employed) that is subject to DOT agency regulations requiring compliance
with 49 CFR Part 382. The term refers to the entity responsible for overall
implementation of DOT drug and alcohol program requirements, as well as those
individuals employed by the entity who take personnel actions resulting from violations
of 49 CFR Part 382 and any applicable DOT agency regulations. Service agents are not
employers.

"Licensed medical practitioner” means a person who is licensed, certified, and/or
registered, in accordance with applicable Federal, State, local, or foreign laws and
regulations, to prescribe controlled substances and other drugs.

"Medical Review Officer (MRO)" means a licensed physician (medical doctor or doctor
of osteopathy) responsible for receiving laboratory results generated by an employer's
drug testing program who has knowledge of substance abuse disorders and has
appropriate medical training to interpret and evaluate an individual's confirmed positive
test result together with his or her medical history and any other relevant biomedical
information.

"Performing (a safety-sensitive function)" means a driver is considered to be
performing a safety-sensitive function during any period in which he or she is actually
performing, ready to perform, or immediately available to perform any safety-sensitive
functions.
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"Refuse to submit (to an alcohol or controlled substances test)" means that a
covered employee:

Fails to show up for any test (except a pre-employment test) within a reasonable
time after being directed to do so by the Employer. This includes the failure of an
employee to appear for a test when called by a Consortium/Third Party
Administrator);

Fails to remain at the testing site until the testing process is complete; provided, that
an applicant who leaves the testing site before the testing process commences for a
pre-employment test is not deemed to have refused a test. The testing process
commences once the applicant has been provided the specimen collection cup;
Fails to provide a urine specimen for any drug test or breath or saliva sample for an
alcohol test required by 49 CFR Part 382, if the employee leaves after the testing
process has commenced,

In the case of a directly observed or monitored collection in a drug test, fails to
permit the observation or monitoring of the provision of a specimen;

Fails to provide a sufficient amount of urine, breath or saliva when directed, unless it
has been determined, through a required medical evaluation, that there was an
adequate medical explanation for the failure to provide;

Fails or declines to take a second test the employer or collector has directed
following a negative dilute result as required by 40.197(b);

Fails to undergo an additional medical examination, as directed by the MRO as part
of the verification process, or as directed by the Designated Employer
Representative (DER) concerning the evaluation as part of the "shy bladder"
procedures in 49 CFR Part 40, subpart I; or fails to undergo a medical examination
or evaluation as directed by the employer as part of the insufficient breath
procedures outlined in 40.265(c);

Fails to cooperate (e.g. refuses to empty pockets when directed by the collector,
behaves in a confrontational way that disrupts the collection process, fails to wash
hands after being directed to do so by the collector) or otherwise interferes with any
part of the testing process;

Fails to sign the certification at Step 2 of the alcohol testing form (ATF);

Is reported by the MRO as having a verified adulterated or substituted test result;
For an observed collection, fails to follow the observer’s instructions to raise clothing
above the waist, lower clothing and underpants, and to turn around to permit the
observer to determine if there is any type of prosthetic or other device that could be
used to interfere with the collection process;

Possesses or wears a prosthetic or other device that could be used to interfere with
the collection process;

Admits to the collector or MRO to having adulterated or substituted the specimen.
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"Safety-sensitive function"” means all time from the time a driver begins to work or is
required to be in readiness to work until the time he/she is relieved from work and all
responsibility for performing work. Safety-sensitive functions shall include:

1) All time at an employer or shipper plant, terminal, facility, or other property, or on any
public property, waiting to be dispatched, unless the driver has been relieved from
duty by the employer;

2) All time inspecting equipment as required by FMCSA regulations or otherwise
inspecting, servicing, or conditioning any commercial motor vehicle at any time;

3) All time spent at the driving controls of a commercial motor vehicle in operation;

4) All time, other than driving time, in or upon any commercial motor vehicle except
time spent resting in a sleeper berth (a berth conforming to the requirements of 49
CFR 393.76);

5) All time loading or unloading a vehicle, supervising, or assisting in the loading or
unloading, attending a vehicle being loaded or unloaded, remaining in readiness to
operate the vehicle, or in giving or receiving receipts for shipments loaded or
unloaded; and

6) All time spent repairing, obtaining assistance, or remaining in attendance upon a
disabled vehicle.

Prohibited conduct
The following is considered prohibited conduct under this policy:

1) No driver shall report for duty or remain on duty requiring the performance of safety-
sensitive functions while having an alcohol concentration of 0.04 or greater.

2) No driver shall use alcohol while performing safety-sensitive functions.

3) No driver shall perform safety-sensitive functions within four hours after using
alcohol.

4) No driver required to take a post-accident alcohol test under 49 CFR 382.303 shall
use alcohol for eight (8) hours following the accident, or until he/she undergoes a
post-accident alcohol test, whichever occurs first.

5) No driver shall refuse to submit to a post-accident, random, reasonable suspicion, or
follow-up controlled substance and/or alcohol test required by 49 CFR Part 382.

6) No driver shall report for duty, remain on duty or perform a safety-sensitive function
when there is a quantifiable level of a controlled substance in the driver's body
above the minimum thresholds established in 49 CFR Part 40. Although the
personal use of marijuana is permitted under Washington law, federal law still
prohibits the use and possession of marijuana. Employees must be aware that
having a detectible level of marijuana in their body, regardless of whether their use
was for recreational or medical purposes, constitutes prohibited conduct.

7) No driver shall report for duty or remain on duty requiring the performance of safety-
sensitive functions when the driver uses any drug except when the use is pursuant
to the instructions of a licensed medical practitioner, as defined in 8382.107, who is
familiar with the driver's medical history and has advised the driver that the
substance will not adversely affect the driver's ability to safely operate a commercial
motor vehicle. Notwithstanding the above, the medical use of marijuana that causes
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drug or drug metabolites to be present in the body above minimum thresholds
established in 49 CFR Part 40 constitutes prohibited conduct regardless of whether
the marijuana was used under the guidance of a medical practitioner and regardless
of whether the medical practitioner advised that such use will not adversely affect
the driver’s ability to safely operate a commercial motor vehicle.

8) The Employer shall not permit a driver to continue to perform safety sensitive
functions if the Employer has actual knowledge of a driver violating any of the
aforementioned prohibitions. Actual knowledge may be based on the Employer's
direct observation of the employee, information provided by the driver's previous
employer(s), a traffic citation for driving a CMV while under the influence of alcohol
or controlled substances, or an employee's admission of alcohol or controlled
substances use, except as discussed in the Employer's voluntary self-identification
program.

Prescription and other medications

No driver may possess any prescription medication or report to work while using any
prescription medication, except when he/she is under a doctor's care and the doctor has
advised the driver that the substance does not affect his/her ability to safely operate a
commercial motor vehicle. The use of any medication, whether prescription or over-the-
counter, that could affect a driver's safe job performance is prohibited while working.
The driver shall report to Shawn Doering, Human Resources Manager, 509-394-8508,
the use of any prescribed medication and, without identifying the medication, shall
provide a certificate from the driver's doctor that the use of the medication will not impair
the ability to safely perform his/her duties. If, as a result of testing under this policy, the
driver is found to have the presence of controlled substances in the body which is a
result of the use of his/her legally prescribed medication that has not been reported, the
driver shall be removed from service without pay until it is determined that the use of
medication will not impair his/her ability to safely perform assigned duties.
Notwithstanding the above, a driver may not possess or report to work while using
marijuana under any circumstances, even if the marijuana was prescribed by a doctor.

Other related alcohol conduct

A driver tested under the requirements of this policy who is found to have an alcohol
concentration of 0.02 or greater but less than 0.04 shall be removed immediately from
performing safety-sensitive functions until the start of the driver's next regularly
scheduled duty period, but not less than 24 hours following the test administration.

Depending on the circumstances, an employee who is removed from service due to an
alcohol concentration of 0.02 or greater but less than 0.04 may be subject to discipline.
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Controlled substances and alcohol testing

Submission to the controlled substance and alcohol testing described in this policy is a
condition of employment with the Employer for those drivers covered by DOT and
FMCSA regulations. A refusal to submit (as described above) will constitute a violation
of this policy and be grounds for termination of employment. A driver may be tested for
controlled substances at any time during his/her work day, except pre-employment, and
alcohol testing will be conducted just before, during or after performing safety sensitive
functions.

Drivers will be subject to testing as follows:
Pre-employment: Drivers will be tested for controlled substances unless:

1) The driver participated in a DOT testing program within the past 30 days and:
2) While participating in that program, either:
a. Was tested for controlled substances within the past 6 months (from the date of
application with the Employer), or
b. Participated in the random controlled substances testing program for the
previous 12 months (from the date of application with the Employer); and
3) No prior employer of the driver of whom the employer has knowledge has records of
a violation of DOT controlled substances regulations within the previous 6 months.

A driver/applicant who tests positive on a pre-employment test will not be hired, but may
be eligible to reapply for employment with the Employer after one year from the date of
the positive test. In addition, an applicant who tested positive on any DOT mandated
pre-employment drug test after August 1, 2001, must provide documentation of his/her
successful completion of DOT return-to-duty requirements (i.e., an evaluation by a
substance abuse professional, education and/or treatment, and a negative DOT pre-
employment test, all of which meet the requirements of 49 CFR Part 40). In the event a
driver does reapply following a positive test, the driver/applicant will be responsible to
pay for the pre-treatment evaluation, education and/or treatment, and the subsequent
pre-employment test.

Post-accident: As soon as practicable following an occurrence involving a commercial
motor vehicle operating on a public road in commerce, each surviving driver shall be
tested for controlled substances and alcohol if:

1) the driver was performing safety-sensitive functions with respect to the vehicle, if the
accident involved the loss of human life (fatality); or

2) the driver received a citation for a moving violation and the accident involved bodily
injury to any person who, as a result of the accident, immediately receives medical
treatment away from the scene of the accident; or

3) the driver received a citation for a moving violation and the accident involved one or
more motor vehicles incurring disabling damage as a result of the accident, requiring
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the motor vehicle to be transported away from the scene by a tow truck or other
motor vehicle.

A driver may not consume alcohol for eight (8) hours following an accident that requires
the DOT alcohol test. The alcohol test must be completed within two (2) hours of the
accident; if not, the supervisor must document the reasons for the delay, and shall
continue to have the test conducted up to eight (8) hours following the accident. After
eight (8) hours the attempt to test will be ceased, and the supervisor must again provide
the reasons for the test not being administered.

A controlled substances test shall be administered as soon as practicable up to 32
hours following the accident. After 32 hours the attempt to test will be ceased, and the
supervisor must provide the reasons for the test not being administered promptly. A
driver must remain readily available for testing, or may be deemed by the Employer to
have refused to submit to testing.

Nothing in this policy should be construed to require the delay of necessary medical
attention for the injured.

In addition, any driver involved in any commercial motor vehicle accident involving an
injury requiring immediate medical attention or any vehicle towed away because of
disabling damage, will be required to submit to testing, even if the driver is not issued a
citation. Testing will be to determine the presence, use, or any involvement with alcohol
or drugs unless the Employer determines, in its discretion, that the accident could not
have been caused by alcohol or drug use.

The driver will submit to an alcohol test within eight (8) hours and a controlled
substances test within 32 hours of the accident. The Employer/driver must advise the
collection site and alcohol testing personnel that the test being required is an Employer-
required test, and not a mandated DOT test.

Random: The Employer is using a consortium/third party administrator to facilitate the
random selection of drivers and notification to the employer of the driver(s) selected for
testing. The consortium/third party administrator is:

A WorkSAFE Service, Inc.
1696 Capitol St NE
Salem OR 97301

(503) 391-9363
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Drivers will be subject to random alcohol and controlled substance testing under the
following program:

1) Random selection of drivers will be made by a scientifically valid method using a
computer-based random number generator that is matched with drivers' social
security numbers.

2) Each driver shall have an equal chance of being drawn each time selections are
made.

3) Selections for testing are unannounced and reasonably spread throughout the
calendar year.

4) Random selections are made to ensure testing for controlled substances is
conducted at not less than the minimum annual 25% rate and alcohol is conducted
at not less than the minimum annual 10% rate, or the rates as established by the
FMCSA.

5) A driver shall only be tested for alcohol just before, during, or after performing
safety-sensitive functions; however, he/she may be tested for controlled substances
any time while performing work for the Employer.

6) Once a driver is notified of selection for random alcohol and/or controlled substances
testing, he/she shall proceed to the test site immediately.

Reasonable suspicion: Drivers will be tested for alcohol and/or controlled substances
whenever the employer has reasonable suspicion that the individual is under the
influence of alcohol or a controlled substance. Reasonable suspicion will be based on
specific, contemporaneous, articulable observations concerning the behavior, speech,
appearance or body odors of the driver, including any indicators of the chronic and
withdrawal effects of controlled substances. Drivers required to be tested under
reasonable suspicion testing will be removed from performing safety-sensitive functions
pending the outcome of the test result(s) and be transported to the testing facility by the
Employer.

Reasonable suspicion drug testing is authorized when the supervisor's observation of
the driver’s behavior occurs any time during the workday. Reasonable suspicion alcohol
testing is authorized only if the supervisor's observation of the driver’s behavior has
been made during, just preceding, or just after performing any safety-sensitive function.

The alcohol test must be completed within two (2) hours of the observation; if not, the
Employer must document the reasons for the delay, and shall continue to have the test
conducted up to eight (8) hours following the observation. After eight (8) hours, the
attempt to test will cease. If an alcohol test is not completed within the two (2) or eight
(8) hour time periods, the employer shall prepare and maintain on file a record stating
the reasons the test was not administered within the appropriate time frames.

The Employer shall not permit a driver to report for duty, remain on duty, perform, or
continue to perform any safety-sensitive functions while the driver is impaired by
alcohol, as shown by the behavioral, speech, or performance indicators of alcohol
misuse, until:
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1) An alcohol test is administered and the driver’s alcohol concentration measures less
than 0.02 percent; or

2) The start of the driver’'s next regularly-scheduled duty period, but not less than
twenty four (24) hours following the supervisor's determination that reasonable
suspicion exists.

Supervisors and any Employer representative that may be expected to serve in a
supervisory capacity, and who may be required to make a reasonable suspicion
determination, must have received at least 60 minutes of training on the indications of
probable drug use and an additional 60 minutes training on the indicators of probable
alcohol misuse. Only those individuals who have received this training are qualified to
make these decisions.

Return-to-duty: No driver found to be in violation of the Employer drug and alcohol
policy will be permitted to return to duty involving safety-sensitive functions until the
driver undergone an assessment with a Substance Abuse Professional as required by
49 CFR Part 40 and has a verified negative controlled substances test and/or an alcohol
test with a result less than 0.02 alcohol concentration. All controlled substances return-
to-duty tests will be conducted by same-gender direct observation. Refusing to permit
an observed collection will constitute a refusal to test with the same consequences as
testing positive.

Follow-up: Any driver in need of assistance in resolving problems associated with
alcohol misuse and/or controlled substances use as identified through the evaluation by
the Substance Abuse Professional will, if still employed, be required to enter into a Last
Chance Agreement as a condition of continued employment and to submit to
unannounced follow-up testing for controlled substances and/or alcohol as directed by
the Substance Abuse Professional. The Employer may perform follow-up testing for five
years. All controlled substances return-to-duty tests will be conducted by same-gender
direct observation. Refusing to permit an observed collection will constitute a refusal to
test with the same consequences as testing positive.

Failure to cooperate

Employees who are subject to this policy are expected to comply fully with any required
testing. Failure to do so (including, for example, refusing to sign consent or refusing to
test, obstructing the testing process, failing to make themselves available for a required
test, failing to provide an adequate sample for testing, attempting to adulterate or
substitute a specimen, or in any way tampering with a required test, failure to empty
pockets or wash hands as requested by collection site personnel, refusing to permit an
observed collection, possessing or wearing a prosthetic or other device that could be
used to interfere with the collection process) will cause the driver to be immediately
relieved from performing safety-sensitive functions, and will also be considered a
violation of Employer policy that will subject the employee to discipline, up to and
including termination of employment. The Employer also reserves the right to involve
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law enforcement officials for any conduct that it believes might be in violation of state or
federal law.

Testing procedures

Urine specimen collection: Specimen collections will be conducted in accordance with
the procedures of 49 CFR Part 40, as amended. The collection procedures are
designed to ensure the security and integrity of the specimen provided by each covered
employee, and those procedures will strictly follow federal chain-of-custody guidelines.
Moreover, every reasonable effort will be made to preserve the individual's privacy as
much as possible consistent with ensuring an accurate result. Covered employees will
be required to empty their pockets before providing the drug test specimen.

Under normal circumstances, the applicant or covered employee will be afforded
complete privacy in the restroom for providing the urine sample. Certain situations do
require the urine sample be provided under same-gender direct observation. Those
situations include:

e The temperature on the original specimen was out of range; or

e The original specimen appeared to have been tampered with (i.e. unusual color,
odor, foam, etc.); or

e The collector observes materials brought to the collection site or the individual’s
conduct clearly indicates an attempt to tamper with a specimen; or

e The laboratory reported to the MRO that a specimen is invalid, and the MRO
reported to the Employer there was not an adequate medical explanation for the
result; or The MRO reported to the Employer that the original positive, adulterated,
or substituted test result had to be cancelled because the test of the split specimen
could not be performed; or

e The laboratory reported to the MRO that the specimen was negative-dilute with a
creatinine concentration greater than or equal to 2 mg/dL but less than or equal to
5mg/dL, and the MRO reported the specimen to the Employer as negative-dilute and
a second collection must take place under direct observation; or

e All return-to-duty or follow-up drug tests.

When that occurs, the individual subjected to testing will be required to follow the
observer’s instructions to raise their clothing above the waist, lower clothing and
underpants, and to turn around to permit the observer to determine if there is any type
of prosthetic or other device that could be used to interfere with the collection process.

Refusing to permit an observed collection, or possessing or wearing a prosthetic or
other device that could be used to interfere with the collection process, are considered a
refusal to test and will constitute a verified positive drug test result.

Laboratory analysis: As required by 49 CFR Part 40, only a laboratory certified by the
Department of Health and Human Services (DHHS) will be retained by the Employer to
perform the analysis of the urine specimen for controlled substances. The initial
screening test will be performed by immunoassay and will test for substances and at
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cutoff levels required by 49 CFR Part 40, as amended. All specimens identified as
positive on the initial screening test will be confirmed using gas chromatography/mass
spectrometry techniques at cutoff levels required by 49 CFR Part 40, as amended.

Breath alcohol: Testing will be conducted by a qualified technician according to 49
CFR Part 40 procedures using a DOT-approved device. If an initial test indicates an
alcohol concentration of less than 0.02, no further testing will be conducted. If the initial
test result is 0.02 or greater, a confirmation test will be conducted by a Breath Alcohol
Technician using an Evidential Breath Testing (EBT) device. Testing will be conducted
in a manner that protects the confidentiality of the employee’s testing information as well
as the integrity of the testing process.

Medical review

All controlled substances test results will be reviewed by a Medical Review Officer
(MRO) before results are reported to the Employer. The MRO will attempt to contact the
driver to discuss the test results before reporting positive results to the Employer.

The Employer Medical Review Officer is:
Dee J. McGonigle, M.D.

4545 Sand Point Way NE, #608

Seattle, Washington 98105

(206) 528-1930

Notification of results

The Employer will notify the affected driver of any controlled substances test that is
reported as positive by the MRO. The Employer will notify driver-applicants of the
results of pre-employment controlled substances testing if the applicant requests that
information in writing within 60 days after the Employer notifies the applicant that he/she
has or has not been hired.

Analysis of split sample

A urine sample will be split at the time of collection. Within 72 hours of the MRO
notifying the driver of a verified positive controlled substances test, or an adulterated or
substituted specimen, the driver may request the split sample to be tested. Only the
MRO may authorize such testing, which may take place only at laboratories certified by
the Department of Health and Human Services (DHHS). If the split sample test fails to
reconfirm the presence of the drug or drug metabolite, the MRO shall cancel the test or
take such steps as are directed by DOT regulations.

All applicants/drivers have a right to request testing of the split sample. The Employer
will be responsible for the cost of testing the split sample.
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Confidentiality

Records required under this policy, including test results, will be maintained in a secure
location with controlled access. Each driver shall, upon written request, be entitled to
receive copies of his/her own records, and to have copies of his/her records made
available to any subsequent employer. Information may also be disclosed to the
relevant state or federal agencies, or in connection with judicial, administrative or
related proceedings (e.g., grievances and arbitration) initiated by or on behalf of the
driver, or where otherwise required by law.

Evaluation and referral

DOT regulations require that any driver who violates the alcohol and controlled
substances rules of 49 CFR Part 382 be advised of available evaluation resources and
be evaluated by a Substance Abuse Professional. The driver must complete an
appropriate education and/or treatment program before being eligible to return to safety
sensitive duty.

Before returning to performing safety-sensitive functions for any DOT employer, a driver
must be tested for controlled substances with a verified negative controlled substances
test result and/or alcohol with a test result less than 0.02 alcohol concentration. The
driver will be subject to follow-up testing of at least six tests in the first 12 months of
returning to duty, and follow-up testing may continue for five years.

Information on effects and signs of alcohol and controlled substance use

DOT regulations require employers to furnish information regarding the effects of
alcohol and controlled substance use, as well as the signs and symptoms of such use.
Included in an appendix to this policy are fact sheets regarding alcohol and various
controlled substances. Any employee who suspects a co-worker has an alcohol or drug
problem may refer the co-worker to contact information for the Substance Abuse
Professional identified in this policy, the City’'s Employee Assistance Program, or to
management.

Personnel responsible for supervising and managing employees subject to testing
under this policy must attend at least two hours of training on alcohol and drug misuse
symptoms and indicator used in making determinations for reasonable suspicion
testing.

Consequences

Under normal circumstances, employees violating this policy or federal regulations will
be suspended from performing any safety-sensitive functions with a commercial motor
vehicle and will be subject to disciplinary action up to and including termination of
employment. Under some circumstances, however, the Employer may agree to return
an employee to performing these functions following treatment and rehabilitation. When
that occurs, the employee must pay the cost of any treatment. The Employer medical
plan, if available to the employee, may cover a portion of the costs associated with the
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pre-treatment evaluation and treatment. Uncovered costs of treatment are the
employee's responsibility to pay.

When, at the Employer’s discretion, an employee is returned to work, the driver will be
required to enter into a Last Chance Agreement and to submit to unannounced follow-
up testing for controlled substances and/or alcohol as directed by the Substance Abuse
Professional in order to continue to perform safety-sensitive functions and operate a
commercial motor vehicle requiring a CDL.

The Employer reserves the right to take disciplinary action up to and including
termination for violation of the Employer drug and alcohol policy where and when
deemed appropriate.
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Certificate of receipt

| hereby certify that on the date shown below, | received and read a copy of the City of
College Place Drug and Alcohol Policy for Use With FMCSA/DOT-Regulated
Employees, consisting of twenty-seven (27) pages including these Certificates of
Receipt, and a copy of drug and alcohol awareness training materials. | understand and
agree to comply with this policy, including any required alcohol or controlled substance
testing.

EMPLOYEE - PRINT NAME

EMPLOYEE -SIGNATURE

DATED:

(Original to be kept in employee personnel file.)
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10.07 Confidentiality

You may have access to highly confidential and proprietary information, including
information about our business plans and citizens. Our citizens trust us with confidential
information. The unauthorized disclosure of confidential information would have a
materially adverse effect on the integrity of the City and our relationships with our
customers. No employee should disclose any information pertaining to the organization
or customers without prior explicit approval of the City Administrator or Mayor.

Except in the ordinary course of performing duties on behalf of the City, no City records
including without limitation, documents, files, records, computer files, or similar
materials, may be removed from City premises without permission from the City
Administrator. Additionally, the content of the organization records or information
otherwise obtained in regard to business may not be disclosed to anyone, except where
required for a business purpose or in response to a public records request.

10.08 Customer Service Standards

We are committed to providing outstanding customer service for our citizens, visitors,
and colleagues, which we believe will improve the quality of the experience for the
customer and the work environment for everyone.

All employees and volunteer staff members shall provide customers with responsive,
consistent, and effective services. We will deliver quality public service with respect for
the needs of the College Place community, visitors, co-workers, and community
partners. To achieve the provisions of quality service, employees, and volunteers shall:
e Provide services to the community in a fair and equitable manner with an
emphasis on problem solving and a teamwork-based approach to resolving
issues.
e Deliver services and programs in a sustainable manner that balances the needs
of the community now with the needs of future generations.
e Promotes excellence in our organization.
e Carefully consider the knowledge and perspectives of customers and respond to
their ideas and concerns in a respectful and collaborative manner.

10.09 Misrepresentation

As an employee, you should consider how you represent the City in your transactions
and interactions. You should be careful not to misrepresent the City policies, practices,
or procedures, and you should not misrepresent your status and authority to enter into
agreements. You should also avoid using the City’s name, likeness, facilities, assets, or
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other resources or using the authority of your position with the City for personal gain or
private interests.

10.10 Off-Duty Conduct

As a general rule, we regard your off-duty activities to be your own personal matter.
However, certain types of off-duty activities are of concern because of the potential
negative impact on the city’s reputation. For that reason, if you engage in or are
associated with illegal or other conduct that adversely affects the city, its employees,
and/or image or your own ability or credibility to carry out your employment
responsibilities, you may be subject to corrective action up to and including termination.

10.11 Gifts

The City strives to treat all employees, citizens, and individuals conducting business
with the City in a fair and equitable manner. An employee (and his relatives and
significant others) may not receive any income or other material gain from anyone
outside the City for services provided by the employee in the performance of his job with
the City. Individual City employees are prohibited from accepting or agreeing to accept
any gift, gratuity, favor, benefit or anything else of value from any person, organization,
or other entity who has done business, is doing business, seeks to do business with the
City or is regulated by the City. An employee who accepts the following will not be in
violation of this policy:

e An award presented in recognition of public service;

e An occasional meal where public business is discussed,

e T-shirts, caps, and other promotional material;

e Any gift which would have been offered or given to the employee even if the

employee were not a City employee;
e Any item under $25 in value.

Employees may not give their supervisor or anyone else in City management any gift or
other item of more than a minimal value. If offered, Department Heads may not accept
such gifts or other items. Giving and accepting cards, food items (such as cakes or
cookies) or token gifts for birthdays, holiday celebrations, bereavement, or similar
events is not a violation of this policy. The City takes this policy very seriously and
violations may result in disciplinary action up to and including termination of
employment. If an employee receives a prohibited gift, the gift shall be immediately
returned with a letter stating that City policy does not permit employees to accept such
gifts.
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10.12 Employee Indebtedness to the City

City employees must promptly pay all debts owed to the city, including parking tickets,
water bills, and taxes and fines, or face disciplinary action. Within 30 days of
notification, all city employees must pay their debts, contest debts, or enter into a
voluntary wage garnishment program under which the debts will be deducted from their
paychecks during a period of up to six months. If applicable, payments may be delayed
in cases where people have filed for bankruptcy.

10.13 City Logo Apparel

City issued-logo apparel is suitable to be worn by city employees only. Logo apparel
may be worn while off-duty, or on-duty where a uniform is not required or where
approval has been granted by the department head. Employees who wear these items
either at work or off-duty must realize that they clearly represent the City. When
discarding City logo apparel, it should be destroyed in lieu of being donated or given to
non-city employees or organizations. Employees engaged in inappropriate activities or
behavior while in logo apparel, on-duty or off-duty, could be subject to corrective action,
up to and including termination.

10.14 Work Area Housekeeping

Good housekeeping is essential to safety in the work place. All employees should keep
their work area clean, orderly, and free from loose and unnecessary items. The City is
not responsible for any personal property lost, damaged, or stolen while being used by
an employee in the performance of his/her duties.

10.15 Fraternization

Relationships among employees that negatively impact the work place are prohibited.
Employees in a supervisory capacity must maintain a professional relationship with
subordinates, peers, and their supervisors. An employee holding a supervisory role is
not permitted to pursue a romantic relationship with any employee who may report,
either directly or indirectly, to them.

10.16 Purchase of Goods and Services

Prior to purchasing any goods or services for the City, employees must secure
permission from their department head. Purchases over $200 must be authorized by the
City Administrator through a purchase order. There are several ways to pay venders. If
the City has an account with the vendor, items may be charged to the account. If the
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City does not have an account with the vendor, a city credit card may be used. For
vendors that do not accept credit cards, an amount below $50.00 may be requested
from petty cash at City Hall. Regardless of how the item is purchased, a signed (by the
employee and department head) itemized receipt must be submitted to accounts
payable.

10.17 Equipment Issuance and Use

Depending upon the situation, the City may issue equipment or property to employees,
e.g., credit cards, keys, tools, security passes, manuals, written materials, uniforms,
cellular telephones, computers, and computer-related equipment. Employees are
responsible for items formally issued to them by the City, as well as for items otherwise
in their possession or control or used by them in the performance of their duties. At the
time of issuance, employees may be required to sign certain forms or other
documentation evidencing their receipt of property and/or equipment, and their
agreement to pay for any lost or unreturned property through payroll deduction. The City
may take such action as it deems appropriate or necessary to recover and/or protect its
property, including payroll deduction to cover the cost of lost, stolen or unreturned
items.

Employees must notify their supervisor immediately if any vehicle, equipment, machine,
tool, etc. appears to be damaged or defective, or is need of repair. The appropriate
supervisor can answer questions about an employee’s responsibility for maintenance
and care of equipment used on the job. The improper, careless, negligent, destructive,
or unsafe use or operation of equipment will likely result in disciplinary action, up to and
including termination of employment.
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11.0 Work Policies and Practices

11.01 Attendance and Punctuality

To maintain a safe and productive work environment, the City expects each employee
to be reliable and punctual in reporting for scheduled work. Absenteeism and tardiness
place a burden on other employees and on the City. In the rare instances when an
employee cannot avoid being late to work or is unable to work as scheduled, the
employee should notify the supervisor as soon as possible in advance of the anticipated
tardiness or absence.

As a general City-wide guideline, the following procedures are recommended:

e An employee calling in sick should notify the supervisor as soon as possible but
not later than 30 minutes before the regular reporting time.

e An employee should speak directly to the supervisor and include the reason for
the absence and the expected duration.

e When the supervisor cannot be contacted by telephone, a message may be left
with office support staff, another manager or next level of supervisor.

¢ An employee should call in each day they are unable to report for work.
Exceptions are permitted at the discretion of the supervisor when it is clear those
additional days off will be necessary.

If you are absent without notice for three (3) consecutive work days, you will be
considered to have voluntarily abandoned your job and immediately discharged. For
full-time employees, supervisors are required to notify the City Administrator of any
absence in excess of two (2) weeks for anything other than approved vacation,
compensatory, personal, or sick time. For part-time employees, supervisors are
required to notify City Administrator of any absence in excess of two (2) weeks or when
monthly required hours are not fulfilled, for any reason.

Absences in excess of six (6) occurrences, or three (3) occurrences in the case of
twenty-four (24) hour fire personnel, within a rolling twelve (12) month period will require
a physician’s statement verifying your incapacity to report for work due to illness or
other medical condition prior to any sick time being paid. For this purpose, an
occurrence is defined as an uninterrupted, continuous absence from work. This
requirement may be waived based on the attendance record of the employee, with the
approval by both the department head and City Administrator. Additionally, any
occurrence lasting more than three (3) days will require a physician’s statement prior to
returning to work. The City reserves the right to request that you provide a physician’s
statement at any time should it be suspected that you are abusing your sick leave
benefit.
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Should your attendance level (i.e. absences or tardiness) become unacceptable, you
may be subject to formal corrective action, up to and including discharge. In addition,
patterns of absenteeism such as before or after days off, holidays, etc., may be grounds
for identifying abuse and may subject you to formal corrective action, whether or not any
established guidelines are exceeded. Absences covered under FMLA are exempt.

The City cares about its employees and their wellbeing and believes it is in everyone's
best interest to keep the lines of communication open during times of absence. In the
event you report absent and are unable to speak directly with department management,
your supervisor may contact you by phone during the shift of your absence. The
purpose of this call is simply to check on your well-being and ascertain the extent and
possible duration of your absence. This procedure allows for the efficient planning of
work schedules.

11.02 Damage to Employee Personal Property

The City is not responsible for employee loss or damage of personal property unless
such property was being used for City use. Reimbursement shall not be granted if the
negligence or wrongful conduct of the employee was a substantial contributing factor to
the theft, damage, or destruction. An employee requesting reimbursement for lost or
damaged personal item(s) will submit a receipt for the item being replaced and a City
Incident Report to the supervisor.

11.03 Recycling and Waste Prevention

The City of College Place supports environmental awareness by encouraging
sustainability and recycling in its business practices. The City supports this goal
through a commitment to purchase, use, and dispose of products and materials in a
manner that will best utilize natural resources and minimize negative impact on the
earth’s environment.

The City Hall has central collection bins for recycling collection. The simple act of
placing a can or plastic bottle in a recycling container is the first step in reducing
demand on the earth’s limited resources. The success of this program depends on an
active participation by all employees. Each employee is encouraged to make a
commitment to recycle and be part of the solution.

Tips for Staff
e Recycle as much as you can.

e Reduce the amount of trash & recycling produced when possible.
e Avoid disposable items (cups, bottled water, etc.)
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e Print on both sides of paper when possible.

e Only buy what you need.

e Send documents electronically to avoid paper use.
e Reuse if you can.

11.04 Business Travel Expenses

The City will reimburse an employee for reasonable business travel expenses incurred
while on assignment away from the normal work location. Each employee is expected to
utilize providers (i.e. airlines and hotels) which result in the lowest cost to the City.
Employees are encouraged to use a city-owned vehicle and to carpool when more than
one person is traveling on City business.

When travel is necessary, the employee must complete the “Travel/Training Request
Form” and submit it to his/her department head. Any purchase over $500 must have an
approved purchase order. The department head will approve and sign the form and
forward it to the finance department for approval. After approval, the employee will
make their travel arrangements, complete the “Per Diem Advance Addendum Form”,
and submit it to the finance department at least two weeks before travel. A check for the
travel advance will be available two days prior to travel. If a reimbursement is needed
after the travel, the employee will complete the “Reimbursement Addendum Form” and
submit it to the finance department along with the “Travel/Training Request Form” and
signed receipts. The reimbursement check will be available on the next accounts
payable run.

When approved, per diem for meals, lodging, and other expenses directly related to
accomplishing business travel objectives will be reimbursed by the City. Each
employee is expected to limit expenses to reasonable and economical amounts.

An employee who is involved in an accident while traveling on business should promptly
report the incident to the City Administrator. Vehicles owned, leased, or rented by the
City may not be used for personal use without prior approval. To be eligible for
reimbursement, the City Administrator must approve the rental of a vehicle for business
travel prior to the rental occurring. Rental of a vehicle will only be approved if it is the
least expensive form of transportation at the destination required to meet the business
purposes of the trip.

Allowable Travel Expenses

Allowed travel expenses include transportation, lodging, meals, and other related
expenditures lawfully incurred by officers and employees of the City. City charge cards
may be issued to officials and employees who will travel outside the City on city
business. Credit cards are kept at city hall and must be checked out.

97



Lodging will be paid at a cost deemed customary and reasonable as
needed for multiple day training that will require more than eight (8) hours
of work and travel combined.
a. If the travel requires the employee to leave prior to 7:00 AM, they shall
receive the area per diem for breakfast.
b. If the travel causes the employee to not return home before 6:30 PM,
they shall receive the area per diem for dinner.
For any travel that does not require overnight stay, the employee is should
check out a City credit card for expenses. The employee is required to
stay within the area per diem.
The City’s per diem expense for meals will be in conformance with the
State of Washington Office of Financial Management guidelines. Tips are
not to exceed 15 percent.
City employees who use a private vehicle while on official business will be
reimbursed at the mileage rate set annually by the State of Washington
Office of Financial Management. Per Diem and mileage rate are available
at: http://www.ofm.wa.gov/resources/travel.asp. Employees must have in
their possession a valid driver’s license and be insured to the State’s
minimum liability standards. Employees also must be the registered
owner of the vehicle. Should more than one employee/official travel in the
same personal vehicle on City business, only the individual owning the
vehicle is entitled to reimbursement for transportation.

Prohibited Travel Expenses

Unauthorized travel expenses include, but are not limited to, the following:

i)
i)

iii)
iv)
v)
Vi)

Liquor and Marijuana,

Expense of a spouse or other persons not authorized to receive
reimbursement under this policy;

Personal entertainment items;

Theft, loss or damage to personal property;

Valet or laundry service;

Personal telephone calls.

Local meals may be reimbursed when a city employee is a scheduled speaker,
presenter or attendee representing the City at a conference or meeting and is required
to pay for a meal.

With prior approval, a family member or friend may accompany an employee on
business travel, when the presence of a companion will not interfere with successful
completion of business objectives. Generally, the employee is also permitted to
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combine personal travel with business travel, as long as time away from work is
approved. Additional expenses arising from such non-business travel or expenses
incurred by the companion are the responsibility of the employee. In such cases city
vehicles are not authorized.

Each employee should contact accounts payable for guidance and assistance on
procedures related to travel arrangements, travel advances, expense reports,
reimbursement for specific expenses, or any other business travel issues.

Non-Travel Food and Beverages

Authorization for the use of city funds for the purpose of providing meals and/or
beverages for city staff retreats, city-sponsored training, or position interview panels that
last more than four hours in a single day must be authorized by the City Administrator.

11.05 Outside Employment

Holding a second job while you are working with the City is permissible. However,
employment with the City must be primary and any secondary employment shall not
conflict with work. If an employee is considering additional employment, he or she
should discuss the additional employment with his or her department head and receive
prior approval (if the department head is the involved employee, the department head
shall discuss the matter with the Mayor and receive approval).

If, as an employee of the City, an employee participates in additional employment, it
must not interfere with the proper and effective performance of his or her job with the
City. An employee’s outside employment must not be of a nature that adversely affects
the image of the City, resulting in embarrassment, legitimate and reasonable criticism,
or of such a type that may be construed by the public to be an official act of the City, or
violates these policies in any way. In addition, City uniforms shall not be worn during
outside employment.

Employees shall not work at any outside employment on the same calendar day that
they failed to report for duty for their City job due to iliness or injury. Any exception to
this must be approved by the department head or the Mayor.

Outside employment that constitutes a conflict of interest is prohibited. An employee
may not receive any income or material gain from an individual outside the City
organization for materials produced or services rendered while performing their City job.
An employee’s private business may not be conducted during work hours. An employee
may not use City equipment, materials, facilities or time in the conduct of outside
employment. For further information, refer to the Conflict of Interest Policy.
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11.06 Use of City Equipment, Supplies, and Telephones

The City provides any supplies, uniforms, equipment, and materials necessary for you
to perform your job. These items are intended to be used for City business purposes.
Each employee is expected to exercise care in the use of City equipment and property
and use such property only for authorized purposes. Loss, damage, or theft of City
property should be reported at once.

The City’s equipment, such as telephones, computers, facsimile and copy machines, is
intended to be used for business purposes only. An employee may use the copy or
facsimile machine for non-business purposes in an emergency and/or with the
permission of the supervisor. Personal calls will be done on personal phones and away
from employees at work.

Telephone Usage

Although the City realizes there are times when an employee may need to use the
telephone for personal reasons, it is expected that good judgment will be used in limiting
the length and frequency of such calls. Excessive personal calls during the workday can
interfere with employee productivity and be distracting to others. A standard the City
encourages is to not make personal calls during work time. Each employee is therefore
asked to make any personal calls on non-work time ex: breaks and meal periods where
possible, and to ensure that friends and family members are aware of the City’s policy.
With prior approval of the supervisor, flexibility may be provided in special
circumstances. Under no circumstances should personal long distance calls be
permitted.

Cellular Phone Usage

Use of Personal Cellular Phones:

While at work an employee is expected to exercise the same discretion in using
personal cellular phones as is expected for the use of City phones. Phone calls and text
messaging made on an employee’s personal cell phone should be made on non-work
time such as breaks and meal periods. As with land based telephones, with prior
approval of the supervisor, flexibility may be provided in circumstances requiring
immediate attention. Each employee is asked to ensure family and friends are aware of
the City’s policy on personal cell phone use. The City will not be liable for the damage or
loss of personal cellular phones brought into the workplace. Use during work hours
may subject your phone to the State of Washington Public Records Act.
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Personal Use of City-Provided Cellular Phones

Where business needs demand immediate access to an employee, the City may issue
a business cellular phone to an employee for work related communications. The
issuance of a cell phone is determined by the City Administrator. Such cellular phones
are to be used for City related business reasons only, and phone records may be
subject to audits. A limited exception to City provided cellular phone use for personal
reasons may be made when an employee needs to notify a personal friend and/or
family member of the need to work beyond the normal schedule or to coordinate work
related scheduling. Personal use of a City-provided cellular phone in this limited
circumstance will be considered “de minimus” compensation.

Because cellular phone usage may be distracting to co-workers, the employee should
turn the cellular phone to the “non audio” setting when at the work station whenever
practical.

An employee in possession of City equipment such as a cellular phone is expected to
protect the equipment from loss, damage or theft. Upon resignation or termination of
employment, the employee must return the phone in good working order.

Employees must follow all laws regarding the use of a cellular telephone when using a
city vehicle.

11.07 Workplace Monitoring

Workplace monitoring may be conducted by the City to ensure quality control, employee
safety, security, and customer satisfaction. Computers furnished to an employee are the
property of the City. As such, computer usage and files may be monitored or accessed.

The City may conduct video surveillance of non-private workplace areas. Video
monitoring is used to identify safety concerns, maintain quality control, detect theft and
misconduct, and discourage or prevent acts of harassment and workplace violence.

An employee may request access to information gathered through workplace monitoring

that may impact employment decisions. Access will be granted unless there is a
legitimate business reason to protect confidentiality or due to an ongoing investigation.

11.08 Social Media

The purpose of this policy is to provide guidelines and define individual and
departmental responsibilities for the use of social media. Social media includes, but is
not limited to, social networking sites such as Instagram, FaceBook, and Linked-In,
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micro-blogging tools such as Twitter, and audiovisual sites such as YouTube. The
social media policy can be accessed at:

Social Media Policy - Resolution 17-002

11.09 Life Threatening llinesses in the Workplace

An employee with a life threatening illness, such as cancer, heart disease, and AIDS,
often wishes to continue normal pursuits, including work, to the extent allowed by their
condition. The City supports these endeavors as long as the employee is able to
maintain acceptable performance. As in the case of other disabilities, the City will make
reasonable accommodation to allow a qualified employee with life threatening iliness to
perform the essential functions of the job.

Medical information on individual employees is treated confidentially. The City will take
reasonable precautions to protect such information from inappropriate disclosure.
Supervisors and other employees have a responsibility to respect and maintain the
confidentiality of employee medical information.

Any employee with questions or concerns about life threatening illness is encouraged to
contact the City Administrator or the City’s Employee Assistance Program for
information and referral to appropriate services and resources. It is the policy of the City
of College Place to comply with the spirit and intent of the Health Insurance Portability
Accountability Act (HIPAA).

11.10 Workplace Violence Prevention

The City is committed to preventing workplace violence and to maintaining a safe work
environment. The City has adopted a “Zero Tolerance” policy with respect to violence in
the workplace. All violent behavior is considered inappropriate in the workplace, on both
the part of the employee and any individual, and it will not be tolerated. Violence is
strictly and specifically prohibited by the City of College Place.

Workplace violence is defined as any act of physical, verbal, or written aggression by an
individual or by a group that occurs in the workplace or arises out of work activity that
causes or could cause a reasonable person to be in fear of imminent bodily injury, or
that causes or could cause the destruction of property. This definition will be construed
to include the infliction of bodily injury or the attempt to inflict bodily injury; harmful
physical contact or the attempt to make harmful physical contact; and the abuse or
destruction of property or the attempt to abuse or destroy property. When the terms
“violence” or “violent behavior” are used here, they are intended to include verbal
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threats, written threats, and behaviors that intimidate or cause fear or alarm on the part
of a reasonable person.

Carrying a deadly weapon while at the workplace is strictly and specifically prohibited.
This prohibition does not apply to an employee authorized to carry weapons as part of
their job responsibility, such as police officers. “Deadly weapon” means a device,
instrument or object that is specifically designed for causing death or serious physical
injury. This prohibition applies to each employee, other than a sworn police officer,
including those who have a concealed weapon permit. This prohibition does not apply to
pepper spray provided it is only used for personal defense; to protect oneself from
bodily harm from an attacker.

All violent acts and threats are to be reported to a supervisor, even if the threat is
retracted. It is not helpful to allow a violent or threatening individual to continue with
his/her behavior, because the potential of that behavior deteriorating increases over
time.

It is up to all employees to assist in the identification and resolution of threatening or
violent behavior. Preventing and de-escalating violence is not solely a management
responsibility. Taking retaliatory action against any person because that person
reported a violent incident, furnished information, or participated in any manner in an
investigation, is prohibited.

In all cases involving violence, the first priority of employees in dealing with the situation
is to protect themselves, their co-workers and the public. Upon receipt of a report of
workplace violence where an employee is the alleged perpetrator, the Police Chief and
Mayor will immmediately begin to investigate the report and take immediate corrective
action, if appropriate. The City Administrator will be notified of any action taken as soon
as possible. The City Administrator, or designee, will supervise the completion of the
investigation of the incident. Where criminal wrongdoing is apparent, the matter will be
reported to the Police Department.

The City cares about each and every employee but does not interfere in one’s personal
life. If an employee’s personal activities hinder their job performance or the ability of
other City employees to perform their job functions, then the City has the right to
regulate, control or prohibit that behavior. With respect to domestic violence, the City
may become involved and take action if or when the violent behavior or threat of violent
behavior takes place while the employee is on the job. Incidents of domestic violence at
work will be reported and investigated in the same manner as other violent incidents. At
the request of an employee, the City may make provisions to shield or protect an
employee from abuse while at work through prudent measures.
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Managers will immediately forward any report of workplace violence to the City
Administrator. The City Administrator, or designee, will conduct an internal investigation.
If criminal behavior is discovered, the Police Department will be asked to investigate.
During the internal investigation, confidentiality will be maintained to the extent possible.
However, during an investigation, it is often necessary to make the employee or the
customer against whom the allegation has been made aware of the complaint in order
to ascertain the facts. In addition, other employees, supervisors and customers who
may have witnessed or have knowledge of the incident will usually need to be
interviewed. The City Administrator will keep a confidential written record of the steps
taken during the investigation.

At the conclusion of the investigation, the City Administrator will determine the action or
actions to be taken, if any. A written summary of the steps taken in the investigation and
the results of the investigation will be made and kept in a confidential manner by the
City Administrator. As appropriate, the reporting party will be informed of any actions to
be taken as a result of the investigation.

The City encourages employees to bring their disputes or differences with other
employees to the attention of their supervisors or the City Administrator before the
situation escalates into potential violence. The City is eager to assist in the resolution of
employee disputes and will not discipline employees for raising such concerns.

Only sworn, credentialed police officers shall be entitled to use the firing range located
on city property to the west of the Wastewater Treatment Plant.

11.11 Solicitations

Most forms of selling and solicitations are inappropriate in the workplace. They can be
an intrusion on employees and citizens and may present a risk to employee safety or to
the security of City or employee property. The following limitations apply:

1) Persons not employed by the City may not solicit, survey, petition, or distribute
literature on City premises at any time. This prohibition includes persons soliciting for
charities, salespersons, questionnaire surveyors, labor union organizers, or any other
solicitor or distributor. Individuals who wish to do business with employees of the City
shall be referred to the City Administrator. Exceptions to this rule may be made in
special circumstances if the City Administrator determines an exception would serve the
best interests of the organization and its employees. An example of an exception might
be the United Way campaign or a similar; community based non-profit fund raising
effort.

2) Employees may not solicit others for any purpose during work time. Reasonable
forms of solicitation are permitted during non-work time, such as before or after work or
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during meal or break periods. Employees who are on non-work time may not solicit
other employees who are on work time.

11.12 Creative Works

Many employees work in positions where innovations, improvements, inventions,
discoveries, copyrightable work, or new ideas may be developed or conceived in the
course of their employment. If these creative works are developed on City time or
created through the use of City equipment and facilities, the employee is obligated to
disclose these works and agree to assign all rights, title, and interest to the City,
provided that they:

e Relate directly to the business of the City;

e Result from the employee’s work with the City; or

¢ Involve the use of City equipment, supplies, facilities, confidential information or

time.

Understand that the employee has no obligation to assign rights to creative works
developed on their own time, without the use of City equipment, supplies, facilities,
confidential information, or time.

11.13 Uniforms

The City provides uniforms for certain personnel (Fire, Police, and Public Works) as a
means of visual identification and in some cases employee safety. Uniforms are to be
worn during schedule shifts and responses as regulated by departmental rules and
properly maintained and in appropriate function.

11.14 Information Technology

The City Administrator is responsible for establishing procedures, practices, and
systems to protect City information systems from viruses, hardware failures, and data
loss from network resources. It is the responsibility for all City personnel to follow the
procedures established in the Information Technology User Policy.

City network servers are backed up every weeknight. Backup media are stored in
secure locations away from the servers to reduce the risk that a catastrophe may
destroy the server and the backup. No.backup routines are established for individual
workstations. In the event of a workstation failure, a workstation’s operation system and
standard software can be easily rebuilt or replaced. However, individual data files kept
on the computer’s hard drives cannot be restored. For this reason, City employees are
encouraged to keep all data on network drives alone.
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It should be noted that due to the Freedom of Information Act, all information available
to an employee is potentially discoverable and will be made public upon request.

11.15 Open Door Policy

All employee opinions are important for the improvement of city operations. If you ever
feel you have not been treated fairly, bring your concerns to the attention of your
supervisor, City Administrator, and/or the Mayor. If something is troubling you, take the
following steps:

e Think your problem through

e Make notes about the root of the problem

e Talk with supervisor, City Administrator, and/or Mayor about possible solutions

11.16 Malil
Employees should make every attempt not to have personal mail delivered to city

workplace facilities. Any mail received which bears the city’s address runs the risk of
being opened by city mail staff or the respective department heads.
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12.0 Work Schedules

12.01 Working Hours

The City's standard work week for City Hall is Monday through Thursday from 8 a.m. to
5 p.m. with a one-hour unpaid lunch period, and Friday from 7 a.m. to 4:30 p.m. with a
half-hour unpaid lunch period. Due to the nature of the City's operation, different hours
are necessary in some departments. Normal working hours for non-exempt employees
vary per department. Department heads determine normal working hours. Exempt
employees are expected to manage their time and workload and may deviate from said
work hours. Work hours and/or schedules differ for Fire and Police employees to cover
their 24-hour schedule. Part-time and temporary employees will work hours as specified
by their department heads.

12.02 Rest and Meal Breaks

The supervisor will advise the employee of the regular rest and meal period length and
schedule. Rest periods of fifteen minutes after the first two and six hours of work day
will be provided in accordance with state law. Since this time is counted and paid as
time worked, employees should not be absent from their workstations beyond the
allotted rest period time. Rest periods shall not interfere with, or be detrimental to, the
public safety. Department heads are responsible for monitoring employee compliance
with these provisions.

Meal periods are one hour in length and will be granted during work shifts of six hours
or longer. After consultation with and approval by their Department Head employees
may request a half hour meal break in lieu of working later from the City Administrator.
An employee will be relieved of all active responsibilities and restrictions during meal
periods and will not be compensated for that time. An employee may not shorten the
workday by foregoing a break period or the minimum meal period. Represented
employees should refer to the respective collective bargaining agreement for further
information on this subject matter.

12.03 Alternative Regular Schedule

Consistent with the operational needs of the City and upon approval of the City
Administrator and Mayor, a department head may authorize alternative work schedules
to allow non-represented employees to work other than the standard work day.
Alternative work schedules are considered within an established period of work hours
and may be implemented provided there is no appreciable disruption to department
operations or service to the public during the established hours when City facilities are
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open to the public. The City Administrator may terminate the alternative work schedule
program by department or on an individual basis at any time.
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13.0 Performance Management

13.01 Performance Planning, Dialogue, and Development (PPDD)

The City’s approach to performance planning is driven by the desire to ensure that
dialogue and feedback occur regularly about work, the workplace, customer service and
employee needs and interests. Our organization’s success depends on the continuous
improvement of systems and processes and the hard work, cooperation, growth and
development of the employees who manage and operate them. To that end, the
foundation of the City’s performance planning objectives is based on these components:

e Frequent and productive ongoing conversations between employees, work units
and supervisors

e Work processes and systems which are the focus of improvement

e Respectful and collaborative planning and dialogue

e Ongoing coaching and two-way communication between supervisor and
employee, and within the work unit as a whole

¢ Performance expectations that are mutually established and understood

e Written records where appropriate, such as agreements, changes and desired
outcomes

e A work environment that encourages risk-taking and change for improved
efficiency and effectiveness

e Acknowledgement that motivation originates from within a person

The overall purpose of PPDD is to create a continuous cycle for supporting and
managing individual and team performance. The program components are designed to
assist the supervisor and the employee in identifying job duties/responsibilities both
individually and within the larger context of the work unit, department or City; encourage
and recognize strengths; define expectations for which an employee will be held
accountable; identify barriers to achieving expected performance levels and work
toward resolution; identify opportunities for professional growth and discuss positive,
purposeful approaches for meeting goals.

Performance Discussion

The desired outcomes of PPDD discussions between supervisors and employees
include:

e Agree on plans and goals for the work unit

e Agree on plans and goals for the employee
e Agree on job expectations and work standards
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e Meet standards effectively

e Meet employee’s needs for meaningful, satisfying work

e |dentify opportunities for employee growth and development
e |dentify opportunities for growth and development as a team

These suggested areas may be discussed over the course of multiple meetings and
may involve the supervisor and employee or the supervisor and work group.
Supervisors, employees, and work units are encouraged to work together to develop a
process that best fits their work and culture.

End-of-Probation Discussion

The End-of-Probation Discussion is intended to provide a formal meeting between the
employee and supervisor at the end of the probationary period. To provide the
employee an opportunity to meet the position requirements, the supervisor may extend
the end-of-probation date. Extension of the probation period must be approved by the
Department Head and the City Administrator prior to the scheduled end of the
probationary period.

The probation period is six (6) months for new hires, transfers, and promotions.

Career Development Plan

A career development plan should be part of the PPDD discussion. This is an
opportunity for the employee and supervisor to discuss and establish training
opportunities that will assist the employee further in his/her knowledge, skills or abilities
in either current or future positions with the City. The career development plan is
created and owned by the employee, who has the opportunity to present it to their
manager at any time but especially during a PPDD discussion.

Performance Improvement Plan

A Performance Improvement Plan addresses specific areas in which an employee is
performing below established expectations and formally re-establishes performance
expectations as well as needed improvements. A Performance Improvement Plan is not
considered disciplinary action, but instead is a plan which provides clear direction and
expectations designed to lead to the employee’s success in the position. A supervisor
initiating a Performance Improvement Plan will meet with the City Administrator for
advice on constructing the Plan. Employees who are unwilling to participate in the
development and implementation of a performance improvement plan will be disciplined
up to and including termination.
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13.02 Employee Performance & Conduct

The City expects the highest standards of performance and conduct from each
employee. The following is a set of standards that will serve as the basis for selection,
evaluation and discipline of City employees. It should be regarded as a guide to ensure
the effective delivery of municipal services.

Performance Standards

e Achieves and maintains the level of knowledge, skill and ability required by the
employee’s job classification and job assignment.

e |s able to carry out assignments with the level of training and supervision
appropriate to the employee’s classification and qualifications.

e Maintains a positive work atmosphere by acting and communicating in a manner
SO as to get along with customers, clients, co-workers and management.

e Exercises appropriate judgment, decision-making and initiative, including
selection of work techniques, procedures and priorities.

e |s attentive to job safety considerations and follows all required safety policies,
procedures and techniques.

e Prepares written reports and communications which meet job requirements.

e Knows and follows all relevant City and departmental policies and procedures.

e Carries out work assignments in a diligent, cost effective, efficient and timely
fashion.

e Produces acceptable “output” or quantity that is within established timelines.

e Expresses disagreements in an appropriate setting and in a manner that is
constructive and not disruptive or harmful to the delivery of services. (Employees
are entitled to their opinions, but should exercise care in selecting when and how
to express or convey them and do so in a manner and place that is appropriate.)

e Maintains required levels of accuracy and quality.

e Develops and maintains satisfactory working relationships with others, including
the public, as necessary to effectively carry out job responsibilities.

e Maintains necessary licenses, certifications or credentials required for the
employee’s classification and assignments. This includes possession of a valid
driver’s license and meeting City driving standards if, and as, required by the
employee’s duties and classification.

e Acts within proper authority.

¢ Is reasonably available for and accepts necessary work schedule changes.

e Meets standards of personal grooming, dress and appearance as required for
effective performance of duties and appropriate to safety needs.

e |sreasonably available for required overtime work and emergency response.

111



Attendance Standards

All employees should be on time for their scheduled work shift or city meeting.
Follow required procedures for requesting and reporting absences.

Conduct Standards

To promote understanding of that which is considered unacceptable conduct, the City
offers the examples listed below for the identification of types of improper conduct that
may be the subject of corrective action, up to and including termination.

Prohibited behaviors include, but are not limited to:

Falsification of official records or documents, including applications and pre-
employment documents.

Misrepresentation of qualifications for employment.

Unauthorized absence from duty, including failure to return from leave, or taking
of unauthorized or excessive breaks while on duty.

Off-duty conduct, including outside employment, which discredits the City or
impairs the employee’s on-the-job effectiveness.

Insubordination or refusal to follow instructions which pertain to the employee’s
work or City requirements which are issued by a supervisor or any other person
in authority in the individual’s chain of command.

Maintaining or acting upon a conflict between job responsibilities and private
(business, personal or financial) interests.

Violation of reasonable and customary ethical standards including the exercise of
influence in exchange for gifts, gratuities or other considerations. (Refer to the
specific policy on this subject).

Use of force, intimidation, abusive language or mannerisms, or other conduct
that is unprofessional or inappropriate in a business setting.

Willful violation of City or departmental rules or violation of state and federal laws.
Discrimination or harassment based on race, sex or other protected classes in
the exercise of employment responsibilities. (Refer to the Harassment Policy.)
lllegal possession, sale or use of controlled substances while on duty. (Refer to
the Substance Abuse Policy.)

Reporting for duty or working with impaired effectiveness. (Refer to the
Substance Abuse Policy.)

Damage to, destruction of, or negligence in handling City property;

Use of City time, property or equipment for personal purposes, subject to
reasonable interpretation and enforcement. For example, the occasional making
or receiving of personal phone calls would not be a violation of this standard;
however, the use of a computer on or off duty time to carry on an outside
business would be. Stopping at a restaurant in a City vehicle, if reasonably on
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the way to or from meetings or field work assignment, would not be a violation;
taking one to a doctor’s appointment would be.

Engaging in on-the-job political activity that is in conflict with state or federal law
or City policy.

Misuse or abuse of City or public funds, or theft or misappropriation of the
property of others.

Violation of City ordinances, or any rules, regulations and policies established by
the City Council or its designee.

Failure to report for duty ready, physically able and appropriately attired to work.
Dishonesty or untruthfulness, by act or omission.

Abuse of leave privileges or misrepresentation of reasons or necessity for leave
or failure to return from leave.

Unauthorized disclosure of confidential or privileged information.

A plea of or finding of guilt, or conviction for official misconduct in office, or
conviction of a crime that has a negative impact on an employee’s ability to
perform the job or which has a negative impact on the City as an employer;
Failure to obtain and maintain licensure requirements lawfully required as a
condition of employment in the position;

Failure to satisfactorily complete any probationary period of employment;
Conviction of a crime involving moral turpitude or infamous or disgraceful
conduct;

Failure to perform assigned work in an efficient and timely manner;

Claim of sick leave under false pretenses or misuse/abuse of sick leave;
Unauthorized absence from work;

Non-compliance with, or disregard of, safety policies;

Failure to report after leave of absence has expired or been revoked,;

Habitual tardiness or absence;

Gambling on City property

Disclosure of proprietary and/or protected information, such other persons’ social
security numbers, health information, etc.

Any violation of the policies and procedures in this Handbook or as announced
by management.

Problem Resolution

The City encourages problem resolution and wants to facilitate a safe environment for
mutual discussion of problems. Communication between an employee, co-workers and
supervisors is important to maintain a harmonious, productive working relationship. This
is especially true as it applies to employee problems. It is preferable that problems be
resolved at the lowest level. Prior to the filing of a formal complaint, an employee is
encouraged to seek resolution directly with the party involved or with the help of a
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supervisor or City Administrator through the informal process described below. When
that approach is unsuccessful or not appropriate, the Formal Resolution Process may
be utilized.

Informal Resolution Process

If you have a problem or conflict with another person, whenever possible try a direct and
open problem solving approach. This may include some or all of the following steps:

e (o to the person with whom you have the problem. Privately describe the
behavior(s) you find offensive.

e If that does not result in mutual agreement for resolving the matter, tell the other
person that you still need to resolve the problem. Offer them the opportunity to go
with you to the supervisor to discuss alternative ways to resolve the matter.

e Meet with your supervisor or the other person’s supervisor, together if possible.
Explain the problem. Ask that the supervisor speak to the person with whom you
have the problem.

e Your supervisor may take action to resolve the conflict between the parties
directly or he/she may suggest using another supervisor or another person who
is acceptable to all parties concerned.

e If these steps don't resolve the problem, your supervisor will still need to ensure
that work continues. They may make decisions that could affect you or the other
person. This could involve specifying expectations, procedures or processes to
be followed by you and/or the other person. If the supervisor believes the
situation to be illegal or disruptive in any way, he/she may decide to start the
investigation process.

Formal Resolution Process

Although generally preferable, the Informal Resolution Process may not be appropriate
to all situations. In cases of alleged illegal employment activity or where the problem is
highly volatile or complex, this Formal Resolution Process may be the better option for
resolving the problem. This process includes the following steps:

e As soon as possible, report the problem to your Department Head or City
Administrator. In all cases you may also file a complaint directly with the Mayor.

e Your complaint may be made only in writing. Include in your complaint your
name, the name of the person(s) against whom the complaint is being made, a
description of the actions or behaviors which led to the complaint and any other
information which you believe to be relevant.

e The person receiving the complaint will take immediate action to address your
concerns. Written records of the process will be maintained. This may include an
investigation which is explained below. Confidentiality will be maintained to the
extent possible; however, during the investigation process it will be necessary to
make the person against whom the complaint was filed aware of the complaint.
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e You will be advised of the outcome and results of this process as soon as
practical. Because disciplinary actions are considered confidential, you may be
advised that the situation has been resolved, but you will not be provided
information about what disciplinary action, if any, was taken.

e If there is an investigation related to the complaint, the affected parties will be
advised of the outcome