
              
 

Council Meeting Date:  May 22, 2017 Agenda Item:  9(a) 
              

 
CITY COUNCIL AGENDA ITEM 

CITY OF SHORELINE, WASHINGTON 
 

 

AGENDA TITLE: Discussion of Resolution No. 407 - Employee Handbook Updates 
Including Items Related to Initiative 1433 – Extra Help Sick Leave 
Policy 

DEPARTMENT: Human Resources 
PRESENTED BY: Paula Itaoka, Human Resources Director 
ACTION: _ _ Ordinance     ___ Resolution     ___ Motion     
                                _X_ Discussion   ___ Public Hearing 
 

 
PROBLEM/ISSUE STATEMENT: 
The Employee Handbook requires two substantive updates and one ‘housekeeping’ 
update.  The substantive updates stem from the passage of Washington State Initiative 
1433, which was passed in the November 8, 2016 general election, and requires every 
employer to provide paid sick leave for all workers effective January 1, 2018.  While the 
City’s sick leave policy for regular employees meets most of the requirements in the 
Initiative, an update is needed to provide restoration of sick leave upon rehire within 
twelve months.  The City also needs to adopt a policy that provides sick leave for Extra 
Help employees to meet the requirements of Initiative 1433.  The housekeeping update 
is a new section regarding what to do if an employee receives a subpoena or notice of 
deposition directly.  The Employee Handbook was deficient in this area.  Adoption of 
proposed Resolution No. 407 will update the City’s Employee Handbook to account for 
these updates. 
 
FINANCIAL IMPACT: 
There is no financial impact for the Employee Handbook updates regarding sick leave 
for regular employees or the new section on subpoenas and depositions.  Regarding 
the update for extra help sick leave, based on 2016 experience, staff estimates 
approximately 1,200 hours of sick leave will accrue each year for extra help employees.  
The estimated value of this sick leave is from $20,000 to $21,000 a year.  Some of this 
value will convert to actual cost because some sick leave hours must be back-filled 
(such as lifeguarding hours).  However, the actual annual cost is difficult to forecast and 
will vary over time. 
 

RECOMMENDATION 
 
Staff recommends that Council discuss Resolution No. 407 updating the City’s 
Employee Handbook.  Council should also determine if there are any further questions 
or information that staff should bring back for Council consideration.  Council is currently 
scheduled to adopt Resolution No. 407 on June 12, 2017. 
 
Approved By: City Manager  DT City Attorney MK 
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BACKGROUND 
 
The Employee Handbook requires two substantive updates and one ‘housekeeping’ 
update.  The substantive updates stem from the passage of Washington State Initiative 
1433, which was passed in the November 8, 2016 general election, and requires every 
employer to provide paid sick leave for all workers effective January 1, 2018.  While the 
City’s sick leave policy for regular employees meets most of the requirements in the 
Initiative, an update is needed to provide restoration of sick leave upon rehire within 
twelve months.  The City also needs to adopt a policy that provides sick leave for Extra 
Help employees to meet the requirements of Initiative 1433.  The housekeeping update 
is a new section regarding what to do if an employee receives a subpoena or notice of 
deposition directly.  The Employee Handbook was deficient in this area.  Adoption of 
proposed Resolution No. 407 (Attachment A) will update the City’s Employee Handbook 
to account for these updates.  Exhibit A to this staff report provides those pages of the 
Employee Handbook which are proposed for amendment. 
 

DISCUSSION 
 
Employee Handbook Updates Related to Sick Leave 
Washington State Initiative 1433 (Attachment B), an act relating to fair labor standards, 
was passed in the November 8, 2016 General Election.  Part 2 of the Initiative, effective 
January 1, 2018, requires that every employer provide paid sick leave for all workers.  In 
summary, Initiative 1433 Part 2 requires that employers: 

• provide one hour of sick leave for every forty hours worked, 
• allow employees to use accrued sick leave after 90 calendar days from hire, 
• allow carryover of up to 40 sick leave hours from one year to the next, 
• allow use of sick leave for immediate family as defined by the initiative, and 
• reinstate sick leave balances if employees are rehired within 12 months of a 

separation in service. 
 
The City’s sick leave policy for regular employees is a set monthly accrual system 
based on a continuous schedule throughout the year.  This approach is not suitable for 
extra help employees because they are not continuously scheduled throughout the 
year.  Extra Help employees perform work that ranges from seasonal, to variable, or 
sometimes intermittently as the work load rises and falls.  In other words, it may take 
multiple weeks for an extra help employee to work 40 hours.  A policy that accurately 
credits one hour of sick leave for every 40 hours worked is needed. 
 
To understand the impact of this new benefit, it is helpful to look at the past.  Using data 
from 2016 staff can reasonably estimate the impact of sick leave for extra help.  Last 
year, there were 203 individuals who worked 53,181 extra help hours in total.  Eighty 
three percent (83%) of these hours were in the Parks Recreation and Cultural Arts 
department, primarily in recreation programs.  Nine percent (9%) of these hours were in 
the Administrative Services Department, primarily in GIS and computer support 
functions but also in support of the Smart Policing grant, finance operations, facilities 
turnover, and council videography.  Six percent (6%) of these hours were in Public 
Works, primarily in surface water support but also in maintenance and engineering.   
The remaining 2% of these hours were in the City Clerk’s office working on public 
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records disclosure requests.  Of the 2016 extra help employees, 182 worked 40 or more 
hours for the year and would have, in total, accrued 1,247 hours of sick leave.  The 
average accrual of sick leave would have been 6.85 hours for the year, the lowest being 
1 hour and the highest 27 hours.  
 
Adopting the following updates to the Employee Handbook will ensure the City’s sick 
leave policies comply with the new requirements.  Updates are italicized below.   
 
Staff recommends the following update to the sick leave policy for regular and limited 
term employees: 
 

VI.  BENEFITS 
H.  Sick Leave – Regular and Limited Term Employees 
6. Rehired 
Employees who are rehired within twelve months of a separation in service shall 
have their unused sick leave balance restored. 

 
Staff recommends the following update for a new Extra Help sick leave policy effective 
January 1, 2018: 
 

VI.  BENEFITS 
I. Sick Leave – Extra Help Employees 
This section becomes effective January 1, 2018. 
Extra Help employees perform work that is seasonal, variable, intermittent, or 
part time for a few hours each week; their sick leave benefit is based on actual 
hours worked.  
 
1. Accrual and Eligibility to Use Sick Leave 
Employees will accrue one hour of sick leave for every forty hours worked. 
 
Beginning on the ninetieth calendar day after being hired, employees may use 
accrued sick leave for an illness or disability that requires the employee to be 
absent from their scheduled work hours.  The illness or disability may be their 
own or that of an immediate family member.  
 
2. Maximum Carryover 
The maximum unused sick leave that may be carried over from one calendar 
year to the next is forty hours.   
 
3. Separation from Service 
Sick leave hours are not cashed out upon separation from service and may not 
be used to extend employment beyond the last scheduled day of work. 
 
4. Rehired within Twelve Months 
Employees who are rehired within twelve months shall have their unused sick 
leave balance restored and will have satisfied their eligibility to use sick leave as 
required in section one of this policy. 
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5. On-the-job Injury 
An employee who has an on-the-job injury and receives time loss payments from 
the Washington Department of Labor and Industries (L & I) may not use sick 
leave for the same hours for which the employee receives the time loss payment.  
An employee may use sick leave to supplement the time loss payment for the 
purpose of continuing to receive his or her pay for scheduled hours of work.  If an 
employee is awarded time loss payments for a period that the employee has 
already used sick leave, the employee shall submit the L & I check to Finance 
and ‘buy back’ the equivalent amount of sick leave used.  While on time loss, the 
employee’s pay may not exceed the employee’s normal pay when not on time 
loss. 
 

Staff recommends the following updates to definitions regarding sick leave: 
 
III.  DEFINITIONS 
H.  De Facto Parent 
A person who has been found by the court to have assumed, on day-to-day 
basis, the role of the parent, fulfilling both the child's physical and psychological 
need for care and affection, and who has assumed that role for a substantial 
period. 
 
O. Immediate Family 
Unless defined otherwise in these policies, immediate family is: 
• A spouse or domestic partner. 
• A child, parent or sibling of the employee, employee’s spouse or domestic 

partner. 
o Child includes adopted, biological, foster, grand, step, child of a legal 

guardian or a person standing in loco parentis or a de facto parent; 
regardless of age or dependency status. 

o Parent includes adoptive, biological, foster, grand, step and a person 
who was a legal guardian or stood in loco parentis or was a de facto 
parent. 

o Sibling includes adopted, biological, foster, or step. 
the employee’s grandparent, parent, parent-in-law, foster parent, spouse, 
domestic partner, biological child, adopted child, step child, child of domestic 
partner, foster child, a legal ward or child of a person standing in loco parentis if 
the child is younger than 18, grandchild, sister, sister-in-law, brother or brother-
in-law. 
 
In appropriate circumstances, an employee may believe that another individual 
should be considered a member of the immediate family for the purpose of 
applying these policies.  The employee shall make a written request explaining to 
Human Resources why the employee believes that this individual should be 
considered a member of the immediate family.  If Human Resources concurs, 
they shall forward a recommendation to the City Manager for approval.  The City 
Manager shall decide to approve or deny the request. (If the definition of 
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immediate family is different in certain approved benefit plans or policies; the 
provisions of those plans or policies will govern.) 
 
R. In Loco Parentis 
A person who acts in the place of a parent with legal responsibility to take on 
some of the functions and responsibilities of a parent.   

 
T. Normal Pay 
Pay for scheduled hours of work at 1.0 (one) times the hourly rate of pay.   

 
V. Separation from Service 
Any case where employment ends through death, retirement, resignation, layoff 
or otherwise a termination of employment. 

 
Employee Handbook Updates Related Subpoenas and Depositions 
The City Attorney’s office complies with Washington Court Rules with respect to all 
matters pertaining to legal discovery in law suits, including depositions.  However, it’s 
possible an employee might receive a subpoena or notice of deposition directly.  
Adopting the following policy in the Employee Handbook will ensure employees have 
instructions on what to do if they receive a subpoena or notice of deposition regarding 
City business.  Staff recommends the following update to the Employee Handbook in 
the Employment Policies section of the handbook: 
 

IV.  EMPLOYMENT POLICIES 
C.  Subpoenas and Depositions 
Sometimes an employee may receive a notice that they are being subpoenaed 
regarding City business, such as being required to give a deposition.  If an 
employee receives such a notice directly, the employee is to immediately notify 
the City Attorney’s office.  The City Attorney’s office will assist the employee in 
preparing for the deposition and will accompany the employee to the deposition, 
providing the appropriate defense for the employee during the deposition as 
provided by court rule and law. 

 
FINANCIAL IMPACT 

 
There is no financial impact for the Employee Handbook updates regarding sick leave 
for regular employees or the new section on subpoenas and depositions.  Regarding 
the update for extra help sick leave, based on 2016 experience, staff estimates 
approximately 1,200 hours of sick leave will accrue each year for extra help employees.  
The estimated value of this sick leave is from $20,000 to $21,000 a year.  Some of this 
value will convert to actual cost because some sick leave hours must be back-filled 
(such as lifeguarding hours).  However, the actual annual cost is difficult to forecast and 
will vary over time. 
 

RECOMMENDATION 
 
Staff recommends that Council discuss Resolution No. 407 updating the City’s 
Employee Handbook.  Council should also determine if there are any further questions 
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or information that staff should bring back for Council consideration.  Council is currently 
scheduled to adopt Resolution No. 407 on June 12, 2017. 
 
 

ATTACHMENTS 
 
Attachment A:  Proposed Resolution No. 407 
Attachment A, Exhibit A:  Revised Employee Handbook Sections 
Attachment B:  Initiative 1433 
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RESOLUTION NO. 407 
 

 
A RESOLUTION OF THE CITY OF SHORELINE, 
WASHINGTON, ADOPTING REVISIONS TO PERSONNEL 
POLICIES TO PROVIDE FOR AN UPDATE TO THE SICK 
LEAVE POLICY FOR REGULAR EMPLOYEES, AN EXTRA 
HELP SICK LEAVE POLICY, AND A POLICY INSTRUCTING 
EMPLOYEES ON WHAT TO DO IF THEY RECEIVE A 
SUBPOENA OR NOTICE OF DEPOSITION REGARDING CITY 
BUSINESS. 
 

 
 WHEREAS, the City Council has provided for benefits and working conditions in 
the Employee Handbook which sets forth the City’s personnel policies; and 
 

WHEREAS, since its original adoption, the Employee Handbook has been 
updated to reflect legislative amendments and other policy updates; and 
 
 WHEREAS, the voters of Washington passed Initiative 1433 at the November 
2016 General Election which requires the City to provide paid sick leave for all workers 
– regular and seasonal (extra help) – by January 1, 2018; and 
 
 WHEREAS, Initiative 1433 is now codified at RCW 49.46 Minimum Wage 
Requirements and Labor Standards, specifically at RCW 49.46.020, 49.46.200, and 
49.46.210; and 
 

WHEREAS, revisions are necessary to update the sick leave policy for regular 
employees and to implement a sick leave policy for extra help employees as required 
RCW 49.46; and 
 

WHEREAS, revisions are necessary to provide employees with instructions on 
what to do if they receive a subpoena or notice of deposition regarding city business; and 
 
 WHEREAS, the City Council, having given full consideration to the proposed 
revision to the Employee Handbook;  
 
NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF SHORELINE, 
WASHINGTON, HEREBY RESOLVES AS FOLLOWS: 
 

Section 1.  Employee Handbook Revision.  Certain sections of the Employee 
Handbook are revised as provided in Exhibit A to this Resolution. 
 

Section 2.  Corrections by City Clerk.  Upon approval of the City Attorney, the 
City Clerk is authorized to make necessary corrections to this resolution, including the 
corrections of scrivener or clerical errors; references to other local, state, or federal laws, 

Page 1 of 2 
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codes, rules, or regulations; or resolution numbering and section/subsection numbering 
and references. 
 
 
 ADOPTED BY THE CITY COUNCIL ON JUNE 12, 2017. 
 
 
 

_______________________________ 
      Christopher Roberts, Mayor 
 
 
 
ATTEST: 
 
___________________________ 
Jessica Simulcik Smith, City Clerk 
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Attachment A - Exhibit A
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