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CITY OF SHORELINE, WASHINGTON 
 

 

AGENDA TITLE: Discussion of Proposed Resolution No. 402 Revising the Employee 
Handbook 

DEPARTMENT: Human Resources  
PRESENTED BY: Paula Itaoka, Human Resources Director 
ACTION: _ _ Ordinance     _X_ Resolution     ____ Motion                     ____ 

Discussion    ____ Public Hearing 
 

 
PROBLEM/ISSUE STATEMENT: 
 
The Employee Handbook (“Handbook”) contains the City’s personnel policies and 
practices.  It was first adopted in 1996 by Council Resolution No. 104 and periodically 
updated as laws or policies changed.  In 2016, staff conducted a comprehensive review 
of the Handbook to update all sections as needed.  This is a recommendation to adopt 
modifications which include: 

 Housekeeping changes to improve readability and comprehension (e.g.: clerical, 
formatting, organization, indexing, movement of text, added clarity, and updated 
data.) 

 Moderate and substantial changes to incorporate practices, remove some text, 
and enable the City Manager to approve Handbook changes as needed. 
 

RECOMMENDATION 
 
No action is required as this item is for discussion purposes only. However, when this 
item is brought back for Council action, scheduled for February 27, 2017, staff 
recommends that Council adopt Resolution No. 402 to update the Employee Handbook.  
 
 
Approved By: City Manager   DT City Attorney  MK 

  



 
 

BACKGROUND 
 
The Employee Handbook (“Handbook”) contains the City’s personnel policies and 
practices.  It was first adopted in 1996 by Council Resolution No. 104 and periodically 
updated as laws or policies changed.  In 2016, staff conducted a comprehensive review 
of the Handbook to update all sections as needed.  This is a recommendation to adopt 
edits which include: 

 Housekeeping changes to improve readability and comprehension (e.g.: clerical, 
formatting, organization, indexing, movement of text, added clarity, and updated 
data.) 

 Moderate and substantial changes to incorporate practices, remove some text, 
and enable the City Manager to approve Handbook changes as needed. 

 
Moderate and substantial changes include Authority, Limited Term Employees, 
Telecommuting, Telephone, Email, Voice Mail and Other Communication Systems on 
City Equipment and Personal Equipment, Recruitment and Selection, Classification and 
Classification Review, Reasonable Accommodation, Vacation Carryover and Vaping.  
Details follow with changes shown in red strikethrough and underline. 
 

Authority, page 9 of Attachment A 

Reason for the change: The Handbook provides the City Manager with authority to take 
personnel actions but lacks clarity regarding authority to change the Handbook.  Staff 
proposes adding text as follows.   

 

 

Limited Term Definition, page 12 of Attachment A 

Reason for the change: The City employs limited term personnel.  Staff proposes a 
definition that follows.     

 
  



 
 

Telecommuting and Telephone, Email, Voice Mail and Other Communication 
Systems on City Equipment and Personal Equipment, pages 10,15, 37- 42, 67- 69 
of Attachment A 

Reason for the change: These sections have outdated, inaccurate or non-applicable 
text regarding contemporary City technology, procedure and personnel policy.  Staff 
proposes to delete these sections and create contemporary administrative procedures 
to address these topics (in cooperation with the Information Technology division, the 
City Clerk’s office and the Human Resources department.)  Please refer to Attachment 
A to view the proposed deletions on pages 10, 15, 37-42, and 67-69. 
 
Recruitment and Selection, page 17 of Attachment A 

Reason for the change: The Handbook addresses recruitment and selection; however, 
lacks some clarity regarding the candidacy of internal applicants.  Specifically, that a 
qualified internal applicant will receive an interview.  Staff proposes the following 
modification: 
 

 



 
 

 

 



 
 

Classification and Compensation, page 33 of Attachment A 

Reason for the change: The Handbook refers to job classification review but lacks 
clarity on the process.    Staff proposes added text as follows. 

 

 

 



 
 

 
 

Reasonable Accommodation, pages 42-43 of Attachment A 

Reason for the change: The Handbook doesn’t have a section on reasonable 
accommodation. Staff proposes a new section as follows: 

 



 
 

   

  
Vacation Carryover Exception Requirements, pages 45-46 of Attachment A 

Reason for the change: The Handbook doesn’t fully reflect the expectation that vacation 
should be used and carry over exceptions won’t be granted two years in a row.  Staff 
proposes added text as follows: 
 

 

  



 
 

Tobacco and Vaping Free Workplace, page 66 of Attachment A 

Reason for the change: Vaping is akin to the actions of smoking or other forms of 
tobacco use.  Staff proposes to prohibit vaping as follows:  

 
  



 
 

FINANCIAL IMPACT 
 
There is no cost associated with the recommended updates. 
 

RECOMMENDATION 
 
No action is required as this item is for discussion purposes only. However, when this 
item is brought back for Council action, scheduled for February 27, 2017, staff 
recommends that Council adopt Resolution No. 402 updating the personnel policies in 
the Employee Handbook.  
 
 

ATTACHMENTS 
 
Attachment A: Resolution No. 402 
 Exhibit A:  Revised Employee Handbook 


