Council Meeting Date: June 28, 1999 Agenda ltem: 4(a)

CITY COUNCIL AGENDA ITEM
CITY OF SHORELINE, WASHINGTON

AGENDA TITLE: Reports by Senator Darlene Fairley and Representative Carolyn
Edmonds Regarding the 1999 Legislative Session
DEPARTMENT: City Manager

PRESENTED BY: Senator Darlene Fairley, Representative Carolyn Edmonds IE@«)

EXECUTIVE / COUNCIL SUMMARY

Senator Darlene Fairley and Representative Carolyn Edmonds of the 32™ State
Legislative District, will provide Council with a report regarding actions taken during the
1999 legislative session.

RECOMMENDATION

No action is required. This item is informational.

Approved By: City Manager LB City Attorney
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CITY OF SHORELINE

SHORELINE CITY COUNCIL
SUMMARY MINUTES OF WORKSHOP MEETING
Monday, June 7, 1999 Shoreline Conference Center
6:30 p.m. Mt. Rainier Room

PRESENT: Mayor Jepsen, Deputy Mayor Montgomery, Councilmembers Gustafson,
Hansen, King, Lee and Ransom

ABSENT: None

L. 'ALL TO ORDER
The meeting was called to order at 6:30 p.m. by Mayor Jepsen, who presided.

2. FLAG SALUTE/ROLL CALL

Mayor Jepsen led the flag salute. Upon roll by the City Clerk, all Councilmembers were
present with the exception of Councilmember Hansen, who arrived shortly thereafter.

3. 1TY MANAGER’S REPORT

Shoreline Police Chief Sue Rahr provided a report on the shooting incident that occurred
on May 28.

Councilmember Hansen arrived at 6:35 p.m.

Mayor Jepsen commended the Shoreline Police Department, the King County Sherriff’s
Department, the other personnel] and the Shoreline residents who responded to the
incident.

In response to Councilmember Gustafson, Chief Rahr said the only cost the City will
incur as a result of the incident is some overtime of the Shoreline police officers who
were at the scene. She noted that the City’s contract with King County for police
services covers SWAT team services. She explained that police from other jurisdictions
responded to the incident under a mutual aid agreement.

Councilmember Gustafson asked about the chain of command during the incident. Chief
Rahr said she was in charge of the command post as the officer in charge of the Shoreline
precingt.

Councilmember Gustafson questioned if it would have been better to allow the parents of
North City Elementary School students to sign-out their children and take them home
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than to lock down the school with the parents waiting for their children outside. Chief
Rahr explained that she and School District Superintendent Marlene Holayter chose to
continue the lockdown to insure the safety of the children.

Councilmember Hansen suggested that the School District consider the development of
an evacuation plan for schools in situations similar to that of North City Elementary
School during the incident.

Next, Mr. Deis noted staff plans to discuss Shoreline Pool parking options with the Parks,
Recreation and Cultural Services Advisory Committee and with the School District in
preparation for a recommendation to Council.

Mr. Deis went on to discuss the City’s gambling moratorium and advertising by Goldie’s
Shorcline. He explained that staff investigated sites before the implementation of the
moratorium and that it has continued to monitor them. He said staff will report back to
Council on any changes that represent a violation of the moratorium.

Councilmember Ransom recalled that Council granted the City Manager and the City
Attorney authority to determine the validity of a “grandfathering” claim by Goldie’s. In
response to Councilmember Ransom, Mr. Deis explained that although the City has been
in communication with representatives of Goldie’s, staff has not yet determined the
validity of the “grandfathering” claim.

Wendy Barry, Parks, Recreation and Cultural Services Director, discussed Celebrate
Shoreline, which will take place on Saturday, August 21. She went on to review a
summary of the Shoreline School District Stadium and Activity Center construction
project.

Mayor Jepsen questioned whether the project will address parking at the stadium.
Councilmember Gustafson said the District has discussed the construction of additional
parking in the area between the stadium and the gymnasium,

In response to Councilmember Ransom, Ms. Barry and Councilmember Gustafson
confirmed that the School District is using funds from past bond levies to finance the
stadium and activity center construction project. Councilmember Gustafson went on to
note opportunities for City use of the new facilities.

Finally, Kristoff Bauer, Assistant to the City Manager, reviewed a memorandum
outlining the support of the Parks, Recreation and Cultural Services Advisory Committee
for Paramount Park as the preferred location for the skate park. He asserted that the
master planning process for Paramount Park provides a good opportunity to design the
skate park and obtain public input on the site.

Dwight Stevens, Chair, Parks, Recreation and Cultural Services Advisory Committee,
commented that the committee took no formal vote on the preferred location for the skate
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park. He said the consensus of the committee at its meeting on May 20 was that
Paramount Park would be the more favorable location.

Councilmember Lee questioned the progress of City discussions with the School District
regarding Paramount Park. Mr. Bauer advised that the City and the School District are
making progress on a memorandum of understanding (MQOU). He asserted that
Paramount Park is no longer an obstacle to the completion of the MOU.

Mr. Deis noted School Board President Paul Grace’s comment at a recent meeting that
the City should be able to use Paramount Park as it wishes, consistent with the already-
existing agreement between the City and the School District. Mr. Deis said President
(race believed that he represented the consensus of the School Board on the issue.

Councilmember Gustafson questioned whether Paramount Park is the best site for a skate
park. He said those youngsters who will use the facility are not likely to use it with their
families. He noted the support of the Shoreline YMCA for siting the skate park there,
He asserted that teenagers would frequent the YMCA site more readily. While he
acknowledged the added cost of the YMCA site, he preferred it to the Paramount Park
site.

Councilmember Ransom asserted that the choice of sites will ultimately depend on the
decisions of the School Board and the YMCA Board of Directors. He said the cost
difference 15 not significant because private donors would likely make contributions to
develop a skate park at the YMCA site. He commented that either site ts acceptable, and
he underscored the importance of moving forward.

Councilmember King questioned whether residents of the neighborhood surrounding
Paramount Park support the development of a skate park there. She noted that the North
City Neighborhood Association and the North City Business District support the YMCA
site. She expressed concem about investing City money on School District property. She
asserted the need for restroom facilities at either site.

Mr. Deis said staff assumed that the master plan for Paramount Park would include
restroom facilities. He explained that either the YMCA would make restrooms available
at its site or the City would incur the expense to provide them.

Councilmember King said the YMCA site is more accessible. She asserted that the
skatepark would complement the Friday-night programming for teenagers at the YMCA.

Deputy Mayor Montgomery said she has visualized the development of a skate park in
Paramount Park since visiting the multi-use facility in Enumclaw that includes a skate
park.

Councilmember Lee highlighted the need to construct a skate park that will be utilized.
Noting criteria that prospective skate park users have identified (e.g., availability of
transportation and food), she considered the YMCA a better site from their perspective,
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Mr. Bauer mentioned the different needs of users of different ages. While he agreed that
the YMCA 1s a better site for older skate park users, he said Paramount Park is a better
site for younger users (those eight to ten years old).

Councilmember Ransom recalled a poll that identified middle-school students as those
most interested in using a skate park.

Mayor Jepsen identified three options: 1) staff can bring a more complete discussion of
the issue to the Council Workshop on July 6; 2) pursue the YMCA site; or 3) pursue the
Paramount Park site.

Councilmembers Lee, Gustatson, Hansen and King favored the YMCA site. Deputy
Mayor Montgomery, Councilmember Ransom (noting concerns about the availability of
restrooms at the YMCA) and Mayor Jepsen favored the Paramount Park site.

Mr. Deis said staff would start working with the YMCA.

4, COUNCIL REPORTS

Councilmember Ransom mentioned recent and upcoming meetings of the Jail Advisory
Committee.

Councilmember King requested that staff investigate the location of no-parking signs on
1¥' Avenue NE near the Shoreline Pool. She mentioned upcoming meetings of the
Suburban Cities Association. She noted ongoing discussions at King County and other
jurisdictions about a third wastewater treatment plant.

Deputy Mayor Montgomery said the Sound Transit Board will meet later in the week to

adopt an implementation plan for various transportation projects. She has contacted
members of the board to highlight the needs of Shoreline.

5. PUBLIC COMMENT: None
6. WORKSHOP ITEMS

() Status Report on the Planning Academy and Development Code Revisions
Tim Stewart, Director, Planning and Development Services, reviewed the staff report.
Anna Kolousek, Assistant Director, Planning and Development Services, described how
staff will translate the values reflected in the input of the Planning Academy members

into development code standards.

Finally, Mr. Stewart discussed the phases of the preparation of the development code.
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(1) Patricia Peckol, 19144 8™ Avenue NW, identified herself as
President of Concerned Citizens for Shoreline. She commended the work of the Planning
and Development Services staff. She supported the proposed design standards as a
means for the Shoreline community to become a leader in Washington State.

Councilmember King and Mayor Jepsen expressed support for the Planning Academy
process the City is using to develop its development code.

In response to Councilmember Gustafson, Mr. Stewart explained that the Growth
Management Hearings Board has established four dwelling units per acre as an
acceplable urban density. He said this provides guidance as Shoreline prepares its
development code.

Councilmember Ransom questioned how this Growth Management Hearings Board
standard affects private covenants. Mr. Stewart explained that private covenants and
public law are entirely separate. He said such issues would be dealt with as they come
forward.

lan Sievers, City Attorney, said there is no clear indication yet of how the Growth
Management Hearings Board or the courts will address conflicts between public law and
private covenants.

Mayor Jepsen expressed his disappointment at the lack of vegetation restoration
following new development. He noted that Academy members identified the loss of
vegetation as a key problem.

Councilmember Lee commented that the issues the Planning Academy has addressed
thus far have been largely noncontroversial. She appealed to the members of the
Planning Academy to continue to work cooperatively as they begin to address more
controversial issues.

(b) Aurora Pre-Design Study Alternatives Evaluation and Preliminary
Preferred Alternative

Kirk McKinley, Transportation Planning Manager, provided an update on the Aurora
Pre-Design Committee’s work, noting that Council will be asked to provide feedback on
direction and concerns. He introduced several City of Shoreline staff members, as well
as individuals from King County/Metro and the Washington State Department of
Transportation (WSDOT). He also noted that Citizens Advisory Task Force (CATF)
members and neighbors adjacent to Aurora Avenue were in the audience.

Continuing, Mr. McKinley said the last scheduled CATF meeting is upcoming and then a
rccommendation will be forwarded to the Council. In terms of project status, the three
alternatives have now been evaluated. Now the work focuses on refining the preliminary
preferred alternative. The Council will recetve briefings on July 6 (walkability, street
design, aesthetics, level of service and intersection operations) and July 19 (Task Force
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preferred alternative). The goal is Council action on August 23. Mr. McKinley
concluded that Shoreline has been recommended to receive another $1.5 million for this
project by the Regional Project Evaluation Committee.

Mr. McKinley reviewed the three alternatives: 1) local access; 2) people mover; and
3) regional design. He reported that at the well-attended May 11 Open House, the
majority supported Alternative 2, with Altemmative 1 second. Alternative 3 did not
receive much support and has been dropped from further consideration. The comments
focused on limiting impacts to businesses and providing mitigation, increasing
landscaping and aesthetic treatments, making vehicular and pedestrian safety
improvements, and addressing the potential for spillover traffic into neighborhoods.

Turning 1o the results of the evaluation of the alternatives, Mr. McKinley reported that
Alternative 2 is the most easily funded and has the best fit with grant criteria. He said
staff believes that Alternative 1 would not be very competitive for grants and would mean
heavy reliance on local funds. Alternative 1 was found to be slightly better than
Alternative 2 for economic development, mainly because of business access issues.
Alternative 2 was slightly more costly than Alternative 1. Alternative 1 creates
significant traffic spillover onto parallel north/south streets, while Alternative 2 maintains
a distribution similar to existing conditions. Transit is benefited most by Alternative 2,
particularly in terms of travel time and reliability. He concluded that Alternative 2 is the
safest both for pedestrians and vehicular movements and that it provides the best traffic
operation.

Moving on to the CATF recommendations, Mr. McKinley reiterated that it is “tweaking”
Alternative 2. This includes ways of minimizing impacts to businesses, possibly by
reducing cross sections at intersections to seven or eight lanes. Other possibilities include
minimizing and mitigating property impacts, maximizing left-turn/U-turn access to
businesses, developing frequent and safe pedestrian crossings, and emphasizing
landscaping, urban design and art amenities.

Councilmember Ransom alluded to the massive increase in traffic flow predicted for the
next twenty years (a 50 percent increase over the 36,000 cars now using Aurora Avenue).
He felt that other streets {¢.g., Meridian and Dayton Avenues) will eventually be called
upon to accommodate these increases, yet there is no discussion of this spillover or
coordinated inclusion of this spillover into the plan. He felt this omission will be
significant in the future.

Mr. McKinley said a 50 percent increase is high. Part of the issue is whether the design
of Aurora attracts cars or whether they go somewhere else. Another factor is how well
people can be moved and whether alternatives to cars can be made more attractive.

Councilmember Ransom said if Aurora is to be considered Shoreline’s “Main Street,” it
must be made more walkable, even if that means slowing down traffic. Without this
slowing of traffic, Aurora cannot play this role.
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Mr. McKinley said the ideal speed limit will be around 35 miles per hour. He also noted
that 1f the speed limit is lowered to be similar to other altemative streets, they become
more attractive.

Councilmember Ransom was also concerned about how limitations on access will impact
businesses. Mr. McKinley agreed that this is a very sensitive issue. The CATF may
recommend eight-foot sidewalks and a four-foot landscaping strip if a twelve-foot
sidewalk would have a major impact on a business. This could be an interim step until
the business comes in for redevelopment. The CATF may also ask Council to assure that
it will provide a mechanism to assist businesses that may be forced to relocate. This is
especially aimed at business owners who lease, rather than own, property.

Responding to Councilmember Ransom, Mr. McKinley said that it will not be known
until the CATF makes its recommendations whether the sidewalks are anticipated to be
on the property owner’s side. He added that once this pre-design phase is completed,
staff will begin the environmental work and surveying/base mapping. This will involve
meeting with every business and property owner along Aurora about specific access and
parking needs. He said an attempt will be made to get property owners to share
driveways.

Councilmember King liked the bus bubble turn-out concept, which is not in Alternative
2. She felt that trees are needed in the landscaping plan. She also emphasized the need
for safe pedestrian crossings, particularly at 185™ Street, and recommended sensitivity to
historical considerations.

Len Madsen, King County/Metro Transit, began by saying that the Aurora Corridor is the
backbone for transit service in the northwest corner of King County. Using photographs,
he reviewed transit-related facilities and amenities. He noted that many current bus stops
arc inadequate along Aurora.

Mowving on, Mr. Madsen explained that transit should be given preferential treatment to
increase schedule reliability, contain operating costs, make transit more competitive with
cars, and improve the carrying capacity and safety of the operating environment, He
noted that bus bulbs are useful in certain situations, but on Aurora it will be important to
retain the capacity on the street and not have extrusions into the travel lanes. He
demonstrated signal priorities for buses, which will be installed on Aurora this summer.
He concluded that it will be very important to be multi-modal in terms of getting funding
for projects.

Jack Whisner, Service Implementation, King County/Metro Transit, said a six-year
Implementation Plan is in its final stages. Service in Shoreline was restructured in 1997
and in February 1999. The benefits included greater mid-day frequency, greater speed in
the off-peak times and, with the signal prionties, better speed and reliability throughout
the day. He said the goal is to reduce the current 20-minute service on Aurora to 15
minutes by 2001 and to ten minutes by 2015. At some point in the future, Aurora may be
used for three different Seattle markets: downtown; University District; and First Hill.
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He concluded that one half of the boardings in Shoreline occur in zones associated with
Aurora.

Mr. McKinley said the peak hour has seven to nine minute service on Aurora. The more
rapidly buses can get through the corridor, the more service can be added without having
addittonal service costs.

Dave McCormick, WSDOT, applauded the unprecedented public outreach program
undertaken by the City. He noted that Aurora Avenue plays a vital role in the region’s
transportation system. He said the regional plan promotes transit-ridership and High-
Occupancy Vehicle (HOV) use. Since there is no extra room on I-5, it is important to get
the most capacity from all the regional routes.

Continuing, Mr. McCormick said Alternative 2 provides the best balance in relieving
congestion because it promotes transit, pedestrian crossings, complements improvements
that Seattle and Snohomish County have made on Aurora, and provides a separate lane
for rnght-turning traffic. Alternative 2 also makes strides in improving traffic safety. He
poinied out there have been 300 accidents per year for the last five years on Aurora.
These accidents are due to congestion and related to pedestrians or driveways. One-third
of the accidents happen at traffic signals. In Shoreline, three percent of the accidents are
rclated to pedestrians, which 1s a very large number. These account for 41 percent of all
disabling and fatal accidents in Shoreline.

Mr. McCormick outlined the items in Alternative 2 that will result in improved safety on
Aurora. Then he showed a video of an Aurora location in Lynnwood that was causing
two accidents per month. The video was a compilation of a week’s worth of activity at
this spot. It demonstrated problems similar to those on Aurora in Shoreline.

Tuming to funding, Mr. McCormick demonstrated the unfunded needs for transportation
improvements. He said there is funding available for only about 20 percent of requests
for funding. He said the State sees a great deal of value in Aurora Corridor
improvements as outlined in Alternative 2, due to the emphasis on safety and the multi-
modal approach. He mentioned a $400,000 grant to address short term pedestrian
problems.

Mayor Jepsen called for public comment.

(1) Cynthia Wills, 18205 Fremont Avenue N, was pleased to
see the direction to avoid spillover traffic. She said a petition is circulating with over 100
signatures which states that speed and traffic have a profound effect on the quality of life
1n her neighborhood and that neighborhood residents oppose any plan that would increase
traffic through the neighborhood.

(2) Paulette Gust, 14805 Whitman Avenue, #10, a member of
the CATF, was pleased with the process and stated that Alternative 2 will create a safe
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environment, making people want to linger and shop along Aurora. She urged that the
City mitigate impacts to business owners.

(3) Dennis Heller, 14804 North Park Avenue N, also favored
Alternative 2. He commended the CATF for its efforts and said Alternative 2 will benefit
all—pedestrians, bus riders, automobile drivers, and the Aurora Avenue business
community.

(4)  Larry Bingham, 313 NE 185" Street, stated that the
WSDOT presentation was a great justification for a tunnel through the Richmond
Highlands corridor. He pointed out that the Aurora Corridor can be looked at from a
regional perspective and a local perspective. He feared that the current proposal does not
represent Shoreline’s economic interests because this plan is a replica of the Puget Sound
Regional Council’s interests.

Mayor Jepsen thanked the CATF, staff and all those involved, for a vital process that has
taken into account all stakeholder interests. He said it is critical to link the Aurora
Commdor with the Interurban Trail. Mr. McKinley noted that the Interurban Trail transfer
agreement, 1s close to coming to Council.

Mayor Jepsen expressed his concern about the fact that Shoreline received no funding
from Referendum 49, and he suggested a joint presentation to the State delegation using
WSDOT materials lo emphasize the needs in the Aurora Corridor.

Mayor Jepsen expressed to King County/Metro the needs for east/west trips. He asked to
see the large map of Alternative 2. He supported Alternative 2, which provides less
aesthetics but a better traffic flow.

Councilmember Gustafson also supported Alternative 2 and concurred with the Mayor
that the link with the Interurban Trail will be key. He complimented everyone involved n
the process and looked forward to getting more information on costs.

Councilmember Ransom was concerned about the transit lane, which he felt is more
dangerous because of speed. He also felt a transit lane can pose potential safety problems
for those who cannot see across to this third lane. Councilmember Gustafson confirmed
that the lane will not be an HOV lane but only for transit and right turns.

Mr. McKinley described the history of the Seattle approach, which combined transit and
HOV, but which now is transit only. He felt that accidents in this area of Aurora result
because of an open center left lane which does not focus turning. A second problem is
that driveways are not well defined in this area.

Responding to Councilmember Gustafson, Mr. McKinley said the Snohomish County
project, which is under construction, is the same concept but without the landscaped
median. Seattle is looking at a transit/right turn lane for its portion.
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Councilmember Lee mentioned mail deliveries and Mr. McKinley said the U.S. Postal
Service will change its operations once a sidewalk is constructed. Councilmember
Ransom recommended that mail be delivered to the businesses directly as in an urban
area.

Councilmember Lee emphasized the importance of changing people’s perspectives and
working with the business owners. She supported Alternative 2 but wanted to take some
positive elements from the other alternatives in the final product.

Councilmember King applauded the interjurisdictional presentation tonight. Noting the
lack of bus service in Shoreline, she suggested development of a Shoreline plan that
considers neighborhood needs for bus service.

MEETING EXTENSION

At 9:56 p.m., Councilmember Hansen moved to extend the meeting until 10:30 p.m.
Councilmember Ransom seconded the motion, which carried 6 - 1, with Councilmember
Lee dissenting.

7. NTINUED PUB T

(a) Harley O’Neill, 18744 8" Avenue NW, CATF Co-Chair, said the biggest
concern is how to deal with right-of-way issues. In some places, the right-of-way is only
90 feet wide. The CATF wishes to deal with business owners, particularly those who are
leasing property. He suggested incentives for businesses to share ingress and egress,
which will allow for longer, safer stretches of sidewalk.

(b) Terry Green, 613 NW 179" Street, another CATF member, reiterated that
business owners, particularly those leasing, are concerned about impacts and about what
will be offered as mitigation. She said $10,000 is a “drop in the bucket” for moving or
remodeling expenses. She urged the Council to make a policy statement that will
reassure businesses about these issues.

8. EXECUTIVE SESSION

At 10:02 p.m., Mayor Jepsen announced that the Council would recess into Executive
Session for 15 minutes fo discuss one item of potential litigation. At 10:26 p.m., the
Executive Session concluded, and the workshop reconvened.

9. A NT

At 10:26 p.m., Mayor Jepsen declared the meeting adjourned.

Sharon Mattioli
City Clerk

10
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CITY OF SHORELINE

SHORELINE CITY COUNCIL
SUMMARY MINUTES OF DINNER MEETING
Monday, June 14, 1999 Shoreline Conference Center
6:00 p.m. Highlander Room
PRESENT: Mayor Jepsen, Deputy Mayor Montgomery, Councilmembers Gustafson,

Hansen, King, Lee and Ransom
ABSENT: None

TAFF: Robert Deis, City Manager; Larry Bauman, Assistant City Manager; Tim
Stewart, Planning and Development Services Director; Joyce Nichols,
Community and Government Relations Manager

GUESTS: Judy Clibborn, President of the Suburban Cities Association (SCA)
Lynda Ring Erickson, SCA Executive Director

The meeting convened at 6:25 p.m. All Councilmembers were present.

Mayor Jepsen explained the purpose of holding informal dinner meetings with intergov-
ernmental partners. He said one of the key goals is to ensure that tax dollars are spent
wisely among various taxing authorities,

Judy Clibborn, SCA President, explained that they had requested meetings with all the
City Councils of member jurisdictions. She provided a brief history of SCA, noting it
began as an organization of mayors only, in essence a mayors’ dinner club. In 1994,
when Metro and King County merged, the SCA was asked to represent all of the
County’s cities. She explained that SCA’s purpose is to share information; deal with
interlocal agreements involving King County; and be involved with the Puget Sound
Regional Council (PSRC). She said the PSRC cities discussed the role of the City of
Bellevue and representation on the PSRC. She said SCA has not approved giving
Bellevue representation on PSRC and other organizations.

Continuing, Ms. Clibborn explained how SCA is organized and how the leadership has
attempted to balance representation. She said SCA avoids issues that affect only a few
cities. She described the SCA budget and the value that SCA member cities receive from
their membership. She said there are savings in costs to cities resulting from SCA
involvement.

Councilmember Lee asked if the departure of Bellevue has hurt SCA. Ms. Clibborn
responded that Bellevue’s biggest reason for leaving SCA was that as a big city its role

11
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was diluted by SCA. She said that dealing with Bellevue should be focused on keeping
everyone together in taking a regional approach to issues.

Lynda Ring Erickson, SCA Executive Director, felt that the existing issues surrounding
Bellevue’s departure from SCA may help clanfy the roles of the various organizations.

Mayor Jepsen questioned the status of Regional Government and Finance (RF&G). He
felt there is confusion that needs resolution.

Ms. Clibborn responded that King County officials will say that RF&G is dead. She
pointed out that the County would not respond to SCA regarding its RF&G proposal.

Mayor Jepsen suggested that if RF&G cannot be resolved through the Growth
Management Planning Council (GMPC}, perhaps it could be brought through a different
door.

Ms. Clibborn responded that the GMPC would be a venue for discussing RF&G issues,
such as human services.

City Manager Robert Deis pointed out that human services are on the GMPC agenda for
review on Wednesday, June 16, with some very specific suggestions about funding
responsibilities.

Dr. Erickson brought up the issue of animal control and pet licensing and how it would
be funded in the County.

Mayor Jepsen described the Council’s 1999 work plan and pointed out that items #3 and
#4 are very much focused on RF&G issues. Until RF&G is resolved, it will be difficult
for the City to fully complete these goals.

Ms. Clibborn pointed out that the population of unincorporated King County is down to
approximately 300,000, while SCA cities represent approximately 600,000 residents.
She described the King County Council as stating that it represents regional issues.
However, it generally acts locally—focusing on local, not regional, solutions,

Dr. Erickson concluded that future issues for SCA to focus on include transportation and
Sound Transit. Also ripe for discussion is the issue of representation. RF&G will also
likely be one of the issues when the economy tums downward. She explained that one
way to protect City interests is to use the interlocal agreement for GMPC, so that any
Countywide Planning Policy would require 70 percent of the population in the
jurisdictions and at least 12 jurisdictions to be approved.

Ms. Clibborn stated that since Bellevue left, with only two analytical staff and one
support staff, SCA has spent the last four months reacting,.

12
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Mayor Jepsen asked how Bellevue’s leaving ties up resources in SCA. Ms. Clibborn
responded that most of the staff time is spent answering letters and responding to the
news media.

Councilmember Lee pointed out that some tssues that are important to Shoreline, such as
human services and transportation, are listed as low priorities on the SCA work plan.

Mayor Jepsen wrapped up the meeting and thanked the guests from SCA for their
attendance.

The meeting adjourned at 7:25 p.m.

Larry Bauman
Assistant City Manager

13
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CITY OF SHORELINE

SHORELINE CITY COUNCIL
SUMMARY MINUTES OF REGULAR MEETING
Monday, June 14, 1999 Shoreline Conference Center
7:30 p.m. Mt. Rainier Room

PRESENT: Mayor Jepsen, Deputy Mayor Montgomery, Councilmembers Gustafson,
Hansen, King, Lee and Ransom

ABSENT: None

1. . TQ ORDER
The meeting was called to order at 7:30 p.m. by Mayor Jepsen, who presided.

2. FLAG SALUTE/ROLL CALL

Mayor Jepsen led the flag salute. Upon roll by the City Clerk, all Councilmembers were
present.

3. REPORT OF CITY MANAGER

Robert Deis, City Manager, noted that the situation with Goldies and the mini-casino
moratorium will be discussed next week in Executive Session. Gambling in Shoreline
will be a workshop discussion topic next week.

Shoreline Police Chief Sue Rahr introduced six police officers whose actions were
exemplary during the incident of May 28, 1999: Chris Birchman, Diana Russell, Jim
Bernthal, Jose Maranco, Patrick Saulet and Joe Craig. She described the officers’
bravery and coolness under fire. Council commended them for their actions.

4. REPORTS OF BOARDS AND COMMISSIONS: none

3. PUBLI MMENT

{a) Larry Bingham, 313 NE 185" St., addressed the Aurora Pre-Design
Study, noting its similarity to the transportation element of the Puget Sound Regional
Council (PSRC) Comprehensive Plan . He suggested that the plan will not solve the
major issues facing Shoreline: 1) planning for the Richmond Highlands plateau as
Shoreline’s major economic center; 2) elimination of the control the PSRC has over this
corridor; 3) elimination of the growing volume of through traffic the PSRC is channeling
through Shoreline; 4) prevention of spill-over traffic in the neighborhoods; 5) elimination
of safety hazards in the corridor; and 6) separation of through traffic from local traffic by
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June 14, 1999

a tunnel or some other means so that both Shoreline and the PSRC can satisfy their own
interests. He said there is a better way to address these issues and hoped
Councilmembers would not close their minds to it.

(b) Janet Way, 940 NE 147" St., commented on a recent crime in her
neighborhood, commending the police department’s rapid response. Turning to the
Ronald Bog Sub Basin Study, she asked that it take into account the needs of Thornton
Creek and the Endangered Species Act.

6. APPROVAL QF THE AGENDA

Councilmember Lee moved to approve the agenda. Councilmember Hansen
seconded the motion. Deputy Mayor Montgomery moved that item 8(a) be placed
on the consent calendar. Mayor Jepsen seconded the motion, which failed 2 - 5, with
the Mayor and Deputy Mayor voting in the affirmative. A vote was taken on the
motion to approve the agenda, which carried unanimously.

7. 'ONSENT CA

Councilmember Gustafson moved to approve the consent calendar. Councilmem-
ber Ransom seconded the motion, which carried 7-0, and the following items were
approved:

Workshop Minutes of May 17, 1999
Dinner Meeting Minutes of May 24, 1999
Regular Meeting Minutes of May 24, 1999

Approval of Expenses and Payroll as of June 7, 1999
in the amount of $ 428,389.60

Motion to authorize the City Manager to enter into a
contract with Skyhawks Sports Academy (not to exceed
$49,000) and to approve Ordinance No. 197, amending
Ordinance No. 184 as amended, by increasing the
appropriation from the General Fund and authorizing
expenditures for the Skyhawks Sports Academy

Motion to authorize the City Manager to execute an interlocal
agreement with the Shoreline Wastewater Management
District to provide wastewater facility maintenance and repair
for City of Shoreline facilities

8. ACTION ITEMS: E AND M
(a) Motion to authorize the City Manager to execute a professional

services agreement with OTAK, Inc. for completion of the
Ronald Bog Sub Basin Study in an amount not to exceed $170,000
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June 14, 1999 DR AFT

Mike Gillespie, City Engineer, described three surface water projects to address local
flooding in the Ronald Bog Sub Basin within the Thornton Creek watershed. These
projects (Ronald Bog Drainage Improvements, N. 175" St. at Serpentine P1. and NE 175"
St. at 11™ Ave. NE) are linked hydrologically, so it makes sense to study them together.
Noting that one third of the Thomton Creek watershed is located in Shoreline and the rest
in Seattle, Mr. Gillespie said the study will develop alternatives to assist in the
management of flooding problems without increasing the flow downstream into the City
of Seattle.

Continuing, Mr. Gillespie outlined the steps in the study, which include work with a
technical advisory/citizens committee and education of citizens about the process. He
described the composition of the committee and the project funding, concluding with a
brief overview of the consultant selection process.

Mayor Jepsen called for public comment.

(1) Janet Way, 940 NE 147" St., commented on the advisory
committee, wondering whether three at large citizens are enough and about the
availability of an individual from the Thormton Creek Watershed Management
Committee. She concluded that habitat improvement must be given a high level of
importance in the study, and she said there is a need in Shoreline parks for habitat
diversity.

Deputy Mayor Montgomery moved to authorize the City Manager to execnte a
professional services agreement with OTAK, Inc. for completion of the Ronald Bog
Sub Basin Study for an amount not to exceed $170,000. Councilmember Gustafson
seconded the motion.

Councilmember King advised that Metro had piped Thornton Creek under the bus barn
and asked that this be given consideration in the study.

Councilmember Ransom noted that most committees are an odd number and that this one
has four members. Mr. Gillespie said the City of Shoreline will have three
representatives. Mr. Deis added that with the technical advisors, the committee will have
nine members.

Councilmember Hansen clarified that the study’s recommendations will be for specific
improvements to be designed at a later date. Mr. Gillespie said the recommendations
may be for additional locations to retain more water before it gets to Ronald Bog. He
concurred with Councilmember Hansen that such a study should assist the City in
obtaining grants available under the Endangered Species Act.

Councilmember Lee noted that the study will provide information on project costs and
asked what the project costs in the Capital Improvement Program (CIP) were based on.
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June 14, 1999 DR AFT

Mr. Gillespie said the costs for surface water projects were based on existing information
from King County and rough estimates. The study will assist in refining these figures.

Counctlmember Lee commented on the relationship between current flooding and
development in the area, hoping that information gained in the study will allow staff to
more accurately consider storm water impacts when issuing new permits. Mr. Deis noted
that much of the development occurred under King County, which did not fund sufficient
surface water improvements in this area.

Responding to Councilmember Gustafson, Mr. Gillespie said the study will track impacts
of the Endangered Species Act and the costs it imposes.

Responding to Councilmember Ransom’s question about Twin Ponds, Mr. Gillespie
reiterated that the goal of the study is to maintain the flows downstream without
increasing or decreasing the flows. He said the study will identify locations for
improvements where the water can be retained before it gets to Ronald Bog, thus
allowing it to discharge at a lower and more even rate during a storm.

A vote was taken on the motion, which carried unanimously and the City Manager
was authorized to execute a professional services agreement with OTAK, Inc. for
completion of the Ronald Bog Sub Basin Study in an amount not to exceed $170,000.

9. TINUED P MENT

() Larry Bingham, 313 NE 185"St., appreciated that the CIP program has
begun. He provided background on the drainage in the Ronald Bog Sub Basin, He
concluded that he felt the City was moving in the right direction and that he would be
happy to help.

(b) Janet Way, 940 NE 147" St., also provided background on drainage in the

area. She emphasized the need for coordination with the City of Seattle and the
Watershed Management Committee in order to take into account the entire watershed.

10.  ADJOURNMENT

At 8:33 p.m., Mayor Jepsen declared the meeting adjourned.

Sharon Mattioli, CMC
City Clerk
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Council Meeting Date: June 21, 1999 Agenda Item: 7(b)

CITY COUNCIL AGENDA ITEM
CITY OF SHORELINE, WASHINGTON

AGENDA TITLE: Approval of Expenses and Payroll as of June 21, 1999
DEPARTMENT: Finance
PRESENTED BY: Al Juarez, Financial Operations Supemisor@

A

EXECUTIVE / COUNCIL SUMMARY

It is necessary for the Council o approve expenses formally at the meeting. The
following claims expenses have been reviewed by C. Robert Morseburg, Auditor on
contract to review all payment vouchers.

RECOMMENDATION

Motion: | move to approve Payroll and Claims in the amount of $647,501.70 specified
in the following detail:

Payroll and benefits for May 16 through May 29, 1999 in the amount of $243,033.66
paid with ADP checks 2930-2980, vouchers 220001-220095, benefit checks 000683-
000689 and

the following claims examined by C. Robert Morseburg paid on May 28, 1999:

Expenses in the amount of $940.27 paid on Expense Register dated 5-28-99 with the
following claims checks: 000524-000543 and

Expenses in the amount of $712.50 paid on Expense Register dated 5-28-99 with the
following claims checks: 000545-000551 and

Expenses in the amount of $7,499.60 paid on Expense Register dated 5-28-99 with the
following claims check: 000553-000555 and

Expenses in the amount of $14,862.13 paid on Expense Register dated 5-28-99 with
the following claims checks: 000557-000574 and

Expenses in the amount of $100,488.40 paid on Expense Register dated 5-28-99 with
the following claims checks: 000576-000599 and

Expenses in the amount of $38,645.71 paid on Expense Register dated 5-28-99 with
the following claims checks: 000601-000621.
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the following claims examined by C. Robert Morseburg paid on June 7, 1999:

Expenses in the amount of $24,116.79 paid on Expense Register dated 6-7-99 with the
following claims checks: 000637-000652 and

Expenses in the amount of $30,097.52 paid on Expense Register dated 6-7-99 with the
following claims checks: 000654-000663 and

Expenses in the amount of $39,131.40 paid on Expense Register dated 6-7-99 with the
following claims check: 000665-000681 and

the following claims examined by C. Robert Morseburg paid on June 11, 1999:

Expenses in the amount of $80,761.19 paid on Expense Register dated 6-11-99 with
the following claims checks: 000691-0006713 and

Expenses in the amount of $47,905.48 paid on Expense Register dated 6-11-99 with
the following claims checks: 000720-000743 and

Expenses in the amount of $19,307.05 paid on Expense Register dated 6-11-99 with
the following claims check: 000745-000756 and

Approved By: City Manager City Attorney
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Council Meeting Date: June 28, 1999 Agenda Item: 7(c)

CITY COUNCIL AGENDA ITEM
CITY OF SHORELINE, WASHINGTON

AGENDA TITLE: Adoption of Ordinance No. 198 Annexing Area A-2
DEPARTMENT: Planning and Development Services
PRESENTED BY: Tim Stewart, Director

Allan Johnson, Planner Il A"’f

EX T NCIL SUMMARY

On January 25, 1999, your Council adopted Ordinance No. 186 formally calling for an
annexation vote for Area A-2 to be held May 18, 1999 (See Attachment A for Vicinity
Map). Voters during the May 18th special election approved the A-2 proposal with 74%
supporting annexation.

Ordinance No. 198 would annex Area A-2 effective August 1, 1999 (See Attachments
B, C and D). It would concurrently adopt existing King County zoning designations
subsequently amended and codified as Shoreline Municipal Code, Title 18 (See
Attachment D). This effective date will allow the City to receive quarterly revenue for
the last quarter of 1999 (See Attachment E for Revenue Analysis).

In 1999, it is anticipated that General Fund expenditures would exceed revenues by
$5.695. This figure includes $2,180 needed to provide the difference between
Development Fees and permit review costs. Surface Water Fund revenues would not
be available in 1999 to offset $3,658 in expected expenditures. Capital Fund and
Street/Arterial Fund revenues would exceed expected annual expenditures by a
cumulative figure of $8,633. These funds would be available for allocation through the
City’s Capital Improvement Program (CIP).

Revenue from the Capital Fund and Street/Arterial Fund would exceed annual
expenditures by a cumulative figure of $89,732 for 2000 and $32,311 in 2001 and
following years. Surface Water Funds would exceed projected revenue by $25,183 in
2000 and following years. These revenues would be included in the City’s Capital
Improvement Program and potential capital improvements located in Area A-2 would
also be incorporated into the CIP.

General Fund and Development Services expenditures would exceed available

revenues by $21,984 in 2000. In 2001 and following years, it is expected that revenues
would exceed currently identified annual expenditures by $60,581.
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Adoption of this annexation would conclude the process begun by petition of Area A
citizens on the first day of the City’s incorporation.

RECOMMENDATION

Staff recommends that Council adopt Ordinance No. 198 annexing Area A-2 to the City
of Shoreline and imposing concurrent zoning.

Is
Approved By: City ManagerL%, City Attorne)ey,_/._(/
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BACKGROUND / ANALYSIS

History

On the first day of the City’s incorporation, Area A residents presented the City with a
petition to annex. The City of Shoreline prepared a Notice of Intention for the
annexation proposal and forwarded the request to the King County Boundary Review
Board (BRB). Hearings were held by the BRB in February, 1996 and the proposal was
denied.

Subsequently, Area A annexation issues were discussed through numerous forums
including; several joint meetings of the Shoreline and Lake Forest Park City Councils,
and numerous public meetings and open houses. The City of Shoreline worked to
address all outstanding issues regarding annexation in Area A over the next several
years.

Annexation proposals were initially put forth by the City of Shoreline for two portions of
Area A (A-1 and A-3) as a part of this process. The proposal for annexation of A-1 to
Shoreline was narrowly defeated in November, 1997. The proposal for annexation of
A-3 to Shoreline was approved in September, 1998 and became a part of Shoreline on
November 2, 1998.

The City of Lake Forest Park put two annexation proposals forth during this period for
portions of Area A known as A-1 and A-2. Voters narrowly approved the proposal for
annexation of Area A-1 and Area A-1 is now a part of the City of Lake Forest Park. The
proposal for annexation of Area A-2 to Lake Forest Park was defeated in September,
1998.

Following the defeat of the Lake Forest Park annexation proposal in Area A-2, your
Council passed Resolution No. 150 on October 26, 1998 which called for an annexation
election in Area A-2 (for vicinity map, see Attachment A). The City promptly filed a
Notice of Intention for this annexation proposal with the King County Boundary Review
Board (BRB) on Friday, October 30, 1998. The 45 day BRB review period was
completed on December 14, 1998.

On January 25, 1999, your Council adopted Ordinance No. 186 formally calling for an
annexation vote for Area A-2 to be held May 18, 1999. This Ordinance proposed an
effective date of August 1, 1999 if voters in Area A-2 approved the election.

Voters during the May 18th special election approved the A-2 annexation proposal with
74% supporting annexation.

Adoption of this annexation would conclude the process begun by petition of Area A
citizens on the first day of the City’s incorporation.
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Legal kground

Under RCW 35.A.14.015 and through Ordinance No. 186, your Council has determined
that the best interest and general welfare of the City would be served by the annexation
of Area A-2 and called for an annexation election. Area A-2 residents approved this
annexation by election on May 18, 1999 and your Council must now decide whether to
accept the annexation through Ordinance No. 198 (See Attachments B, C and D).

Zoning

Ordinance No. 198 would adopt zoning consistent with existing zoning designations
under King County Title 21A (See Attachment D). Shoreline adopted King County Title
21A during incorporation and subsequently amended and codified these regulations as
Shoreline Municipal Code, Title 18. Following annexation, Shoreline's Title 18 zoning
provisions would guide future development. This area has been included in the
development of the City’'s Comprehensive Plan.

Analysis

Area A-2 is a logical annexation for the City of Shoreline. It was a part of the original
incorporation proposal and its residents have attempted to become a part of the City of
Shoreline since the City's incorporation. Area A-2 has demonstrated strong affinity to
the City of Shoreline through a variety of means including; the results of a survey by
Phil Kushlan and Associates and previous petitions signed by Area A-2 residents to
become a part of the City of Shoreline. The results of the annexation election confirm
this support with 74% of voters approving of annexation.

Annexation would meet the objectives established by state law to preserve natural
neighborhoods, logically use physical boundaries, preserve logical service areas and
prevent irregular boundaries. Area A-2 is an extension of neighborhoods located in
Area A-3. Also, Area A-2 is predominately within current Shoreline service provider
boundaries. Area A-2 is contiguous to municipal boundaries of Shoreline and Lake
Forest Park, therefore annexation of Area A-2 to Shoreline would remove an
unincorporated island of King County. It would result in more regular boundaries
primarily defined by arterial streets. The annexation of Area A -2 would eliminate the
last piece of unincorporated land between Shoreline and Lake Forest Park.

Fiscal Impacts

Fiscal impacts are not changed from the analysis presented for Ordinance No. 186
adopted by your Council on January 25, 1999. This analysis of fiscal impacts is
repeated for your reference (See Attachment E for Revenue Analysis).

Fiscal impacts assume an annexation effective date of August 1, 1999 to allow the City
to qualify for revenue from the final quarter of 1999. Population in Area A-2 is
estimated at 920 although the exact population cannot be determined without a special
census, which would follow adoption of Ordinance No. 198.
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Revenues and Expenditures:

It is estimated that Area A-2 will generate approximately $37,418 of revenue during the
last 5 months of 1999. Revenues for 2000 will total approximately $266,365. Full
revenue from the annexation will not be realized until 2001 with an estimated $291,509
in taxes and fees from the annexation. It is assumed that revenue in years beyond 2001
would be similar to the year 2001 figure. (See Attachment E) These revenues will come
from a variety of funds including the: General Fund, Development Services Fund, Street
and Arterial Funds, Surface Water Fund and Capital Fund. Expected revenues and
expenditures for each of these funds are listed below.

General Fund and Development Services Fund:

Revenues and Expenditures for the General Fund and Development Services Fund are
listed in Table 1 and Table 2.

It is expected that A-2 could not be served without significant increases in the annual
operating expenses for several Departments. The primary increase in operating
expenses would be realized in the City's Departments of Public Safety, Development
Services and Parks, Recreation and Cultural Services. In order to maintain existing
service levels for public safety, it is anticipated that one additional officer would be
needed at a cost of approximately $101,000 beginning in January 2000.

It is expected that costs of $26,160 would be incurred annually to provide development
services in Area A-2. Development Fees are currently expected to fund 80% of permit
review costs. The remaining 20% ($5,231) of review costs are included in General
Fund expenditures. Maintenance and operation of parks facilities would cost
approximately $4,500 per year and would begin upon annexation. Operations costs for
the remainder of 1999 are expected to cost $1,875. Recreation programs would
require about $14,500 in annual expenditures. These expenditures would be partially
offset by fees, which are estimated to be $3,118 annually. Recreation costs would be
primarily expended during the summer months. Because the annexation will become
effective near the end of the summer season, it is assumed expenditures would be
minimal for 1999. General Fund revenues would also fund annual costs of $3,800 for
Court Services in A-2.

A special census is required by the State Office of Financial Management in order to
determine revenue allocation resuiting from the annexation. This census will also help
the City more accurately predict revenue and expenditures. Additional temporary staff
will be needed to complete this task. The cost of this census is estimated at $12,000.
The adopted 1999 City Budget includes $12,000 to cover election and census costs
associated with annexation of Area A-2.

Lake Forest Park partially supports a Teen Center operated by the YMCA and located

at the Aldercrest School site within A-2. it is estimated that the total operating costs for
this program are $44,000 annually. The City would need to determine its role, if any, in
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the Teen Center at Aldercrest School. It is our understanding that the Parks,
Recreation and Cultural Services Department staff is meeting with Lake Forest Park to
discuss this issue in the near future. Because the City’s role has not been determined,

no costs are assumed at this time.

Table 1:
GENERAL FUND 1999 2000 2001 +
Total Revenues $ 13,943 $ 107,047 | $189,612
Expenditures:
Development Services * $2.180 $ 5,231 $ 5,231
Court Services $ 1,583 $ 3,800 $ 3,800
Parks Maint./Operat. $1875 $ 4,500 $ 4,500
Parks & Rec. Programs $0 $14,500| $ 14,500
Teen Center ** Unknown Unknown Unknown
Public Safety Officer $0| $101,000| $101,000
Annex. Election/ Census *** $ 14,000 0 0
Total Annual Expenditures $ 19,638 $129,031 | $129,031
Difference ($ 5,695) ($ 21,984) $ 60,581
Notes:

* Development Services Fees are currently expected to fund 80% of permit review
costs, the remaining 20% of review costs are included in General Fund expenditures.

** Total annual cost of the Aldercrest Teen Center Program is $44,000. The City's
portion of this figure, if any, is yet to be determined.

*** $ 12,000 of Election and Census costs are inciuded in the adopted 1999 Budget.

Table 2:
DEV. SERV. FUND 1999 2000 2001 +
Total Revenues $ 8,720 $ 20,929 $ 20,929
Expenditures:

Development Services $10,800 $ 26,160 $ 26,160
Total Annual Expenditures $ 10,900 $ 26,160 $ 26,160
Difference ($2,180)* | ($5,231)* | ($5,231)*
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In 1999, it is anticipated that General Fund expenditures would exceed revenues by
$5,695. This figure includes $2,180 needed to provide the difference between
Development Fees and permit review costs. General Fund and Development Services
expenditures would exceed available revenues by $21,984 in 2000. In 2001 and
following years, it is expected that revenues would exceed currently identified annual
expenditures by $60,581.

Street / Arterial Fund:

There are no significant intersection improvements anticipated in Area A-2. Annual
expenditures of $7,044 are expected to cover road overlay costs. |n addition, $5,890
would be needed to fund ongoing road maintenance and operations. Because the
annexation would be effective for the last five months of 1999, a proportionate share of
expenditures is assumed for 1999,

An inventory of community-wide sidewalk needs indicates that sidewalk needs in Area
A-2 are comparable to other parts of the City. Allocation of capital funding for sidewalk
improvements would be prioritized through the annual Capital Improvement Program
process and would be funded through the Capital Fund instead of the Street / Arterial
Fund.

Table 5:
STREET / ARTERIAL FUND 1999 2000 2001 +
Total Revenues $ 7,246 $ 86,405 $ 28,985
Expenditures:
Road Overlay $ 2,935 $ 7,044 $ 7,044
Road Maint./Operations $ 2,454 $ 5,890 $ 5,890
Total Annual Expenditures $ 5,389 $12,934 $12,934
Difference $ 1,857 $ 73,471 $ 16,050

In 1999, Street/Arterial Fund revenues would exceed expected annual expenditures by
$1,857. Revenue from the Street/Arterial Fund would exceed annual expenditures by
$73,471 in 2000 and $16,050 for 2001 and following years. Revenues that are in
excess of expenditures would be included in the City’s Capital Improvement Program
and potential capital improvements located in Area A-2 would also be incorporated into
the CIP.

Surface Water Fund:

It is expected that $8,780 would be needed annually to fund surface water maintenance
and operations. This figure has been proportionately reduced to estimate expenditures

26



for 1999. Costs for basin planning and basin wide capital improvements would be
allocated based upon a watershed forum or interlocal agreement and are not included
in this analysis.

A report prepared by CH2MHIll identified approximately 2 outstanding capital projects
that would fall between $10,000 and $50,000 each. Assuming an average cost per
project of $25,000, approximately $50,000 would be needed to take care of long term
surface water capital needs within Area A-2.

Table 3:

SURFACE WATER FUND 1999 2000 2001 +
Total Revenues $0 $ 33,963 $ 33,963
Expenditures:

Surface Water Maintenance $ 3,658 $ 8,780 $ 8,780
Total Annual Expenditures $ 3,658 $ 8,780 $ 8,780
Net Difference ($ 3,658) $ 25,183 $ 25,183
Long Term Surface Water Capital Needs $ 50,000
{2 projects identified by CH2MHIill drainage study of
Area A in November, 1997. These projects are not
included in the current 6 year CIP.)

Surface Water Fund revenues would not be available in 1999 to offset $3,658 in
expected expenditures, however, Surface Water Funds would exceed projected
revenue by $25,183 in 2000 and following years. These revenues would be included in
the City’'s Capital Improvement Program and potential capital improvements located in
Area A-2 , including the 2 projects identified by CH2MHIill, would also be incorporated
into the CIP.

Capital Fund:

Capital Fund revenues would fund sidewalk repairs and upgrades, estimated at $1,760
annually. Other long term capital needs identified by the City include capital costs
identified by the draft Parks, Open Space and Recreation Services Plan. This Plan
identifies $165,000 for potential improvements at Brugger's Bog and Ballinger Park. It
is anticipated that $7,600 budgeted by King County for improvements at these sites
would be transferred to the City upon annexation to offset a portion of these capital
costs. (These projects are not included in the City’'s CIP and would be prioritized along
with other projects as part of the City's annual CIP update following annexation) The
Aldercrest Learning Center and former Kellogg Junior High School site could offer
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additional parks facility opportunities (subject to School District approval), however,
none have been proposed at this time.

Allocation of capital funding for sidewalk improvements would be pricritized through the
annual Capital Improvement Program process and would be funded through the Capital
Fund instead of the Street / Arterial Fund.

Table 4:

CAPITAL FUND 1999 2000 2001 +
Total Revenues $ 7,509 $ 18,021 $ 18,021
Expenditures:

Sidewalk Repair/Upgrade $733 $ 1,760 $ 1,760
Total Annual Expenditures $ 733 $ 1,760 $ 1,760
Difference $6,776 $ 16,261 $ 16,261
Long Term Potential CIP Projects $ 157,400
(Improvements identified by the Parks, Open Space
and Recreation Services Plan for Brugger’'s Bog
and Ballinger Parks. These projects are not
included in the current 6 year CIP.)

Capital Fund and Street/Arterial Fund revenues would exceed expected annual
expenditures by $ 6,776 in 1999. This figure would increase to $ 16,261 for 2000 and
following years. These revenues would be included in the City's Capital Improvement
Program and potential capital improvements located in Area A-2, such as the proposed
improvements at Brugger's Bog and Ballinger Park would also be incorporated into the
CIP.

Timing of Election, Effective Date and Revenue: In order to qualify for final quarter
revenue, the State Office of Financial Management (OFM) has requested a full month
review time to certify the census results in advance of the August 31, 1999 population
estimate used to allocate state revenues for the final quarter of revenue distributions for
1999. Therefore, the effective date of the annexation would be August 1, 1999,

SUMMARY

Area A-2 is the last remaining portion of unincorporated King County located between
the City of Shoreline and the City of Lake Forest Park. The City of Shoreline has
concluded that Area A-2 would make a logical annexation. Voters in A-2 have
approved annexation to Shoreline with 74% supporting annexation. Ordinance No. 198
would annex Area A-2 to the City of Shoreline on August 1, 1989. This effective date
will allow the City to receive quarterly revenue for the final quarter of 1999. Adoption of
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this annexation would conclude the process begun by petition of Area A citizens on the
first day of the City’'s incorporation.

RECOMMENDATION

Staff recommends that Council adopt Ordinance No. 198 annexing Area A-2 to the City
of Shoreline effective August 1, 1999 and imposing concurrent zoning.

ATTACHMENTS

Attachment A - Vicinity Map of Annexation Area A-2
Attachment B- Ordinance No. 198 Adopting Annexation
Attachment C- Legal Description Exhibit A

Attachment D- Zoning Map Exhibit B

Attachment E- Revenue Analysis for Annexation Area A-2
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Attachment B

ORDINANCE NO. 198

AN ORDINANCE OF THE CITY OF SHORELINE, WASHINGTON,
ANNEXING CERTAIN REAL PROPERTY COMMONLY KNOWN
AS ANNEXATION AREA A-2 AND ESTABLISHING AN
EFFECTIVE DATE

WHEREAS, on October 26, 1998, the City Council met and passed
Resolution No. 150 calling for an election to be held within the proposed
“Annexation Area A-2” on the question of annexation; and

WHEREAS, pursuant to Resolution No. 150 and Chapter 35A.14 RCW,
the City Clerk filed a certified copy of Resolution No. 150 with the Clerk of the
Metropolitan King County Council and with the King County Boundary Review
Board; and

WHEREAS, pursuant to approval by the Boundary Review Board, the City
Council passed Ordinance No. 186 calling for an annexation election in the area
on May 18, 1999; and

WHEREAS, pursuant to Ordinance No. 186 and the vote of the King
County Council, an election was held in the area proposed for annexation on
May 18, 1999 with the results of said election being that the voters approved
annexation to the City of Shoreline with simultaneous adoption of zoning; and

WHEREAS, the election returns were duly canvassed by the King County
Office of Records and Elections, and a certified copy of the abstract of the vote
was filed with the City Clerk; and

WHEREAS, the City Council has determined to annex the area proposed
for annexation;

NOW, THEREFORE, THE CITY COUNCIL OF TH.E CITY OF
SHORELINE, WASHINGTON, DO ORDAIN AS FOLLOWS:

Section 1. Annexation. The real property commonly known as
Annexation Area A-2, more particularly described on Exhibit A, attached hereto
and incorporated herein is hereby annexed to and made a part of the City of
Shoreline.

Section 2. Zoning. Shoreline Municipal Code, Title 18, and the zoning
map adopted as Exhibit A to Ordinance 125 (the pertinent portion of which is
attached hersto as Exhibit B) are hereby adopted as the zoning regulations for
Annexation Area A-2.
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Section 3. Effecti fe an ication. The City shall publish a

summary of this Ordinance consisting of its title in the official newspaper of the
City. This Ordinance shall be in full force and effect, and the property described
on Exhibit A shall be deemed annexed to the City, on August 1, 1969,

PASSED BY THE CITY COUNCIL ON JUNE 28, 1998

Mayor Scott Jepsen

ATTEST: APPROVED AS TO FORM:
/C{f . £ 2

Sharon Mattioli, CMC lan Siever§

City Clerk City Attorney

Date of Publication: July 1, 1989
Effective Date: August 1, 1999
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Attachment C

EXHIBIT A

COMMENCING at the center of Section 4, Township 26 North, Range 4
East W.M.: Thence west along the center of said section line 48.89 feet
more or less to the southwesterly margin of Ballinger Road and POINT OF
BEGINNING, said point being on the north boundary of the existing City
Limits of Lake Forest Park, as established by City Ordinance 153;

Thence continuing west 603.00 feet, more or less, to the southerly
extension of the east line of the Plat of Woodford Heights. Volume 66 of
Plats, Page 6, Records of King County, Washington;

Thence north along said east line and the northerly extension thereof to a
point 75.00 feet north of the northeast corner of said plat;

Thence west, parallel to the north line of said Woodford Heights, 138.11
feet to a point 75.00 feet east of the east line of the Plat of Robins Court,
Volume 95 of Plats, Page 4, Records of said county;

Thence north parallel to the east line of said plat 75.00 feet;

Thence west parallel to the north line of said Woodford Heights Plat 75.00
feet to the east line of said Robins Court Plat;

Thence north along the east line of said Plat of Robins Court to the
northeast corner thereof;

Thence west along the north line of said Plat of Robins Court to the
northwest corner thereof;

Thence south along the west line thereof to the north margin of N.E. 195th
PL;

Thence west along said north margin to the northeasterly margin of Forest
Park Dr. N.E.;

Thence northwesterly along said margin to the east margin of 19th Ave.
N.E.;

Thence northerly along said east margin and its extension across said
Ballinger Road 100.000 feet, more or less, to the northwest corner of Lot
3, Block 3 Rose Addition No. 2, Volume 34 of Plats, page 26 records of
King County, Washington;
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Thence easterly along the north line of said Lot 3, to the east line of said
Biock 3 of said Rose Addition No. 2:

Thence north along the east line thereof to the point of intersection with
the westerty extension of the South line of the Plat of Philbrook’s Addition,
Volume 50 of Plats, page 51, records of said King County;

Thence east along said westerly extended south line and the south line of
the plat of Juniper Garden Addition Volume 48 of Plats, page 59, records

of said King County, to the west line of the Plat of Alder Crest, Volume 52
of Plats, Pages 52 & 53 Records of King County;

Thence south along said west line of the Plat of Alder Crest to the north
margin of N.E. 200th St.;

Thence east along said margin and its easterly extension to the Southeast
corner of Lot 2, King County Short Plat Number 278002, recorded under
Recording Number 7805241005;

Thence, Northerly along the East line of said Lot 2 of said King County
Short Plat to the southeasterly line of the 150-foot wide, City of Seattle
transmission line easement;

Thence northwesterly along said line to the west line of the Plat of
Aldercrest Terrace, Volume 77 of Plats, Page 73, Records of King County;

Thence south along the west line thereof to the southwest corner of said
Plat;

Thence east along the south line of said Plat and the easterly extension of
said south line to the west margin of 30th Avenue N.E.;

Thence south along said west margin and its extensions to the north
margin of N.E. 195th St.;

Thence west along said north margin to the east line of 25th Ave. N.E.:
Thence south along the Southerly extension of said East line to the point
of intersection with the North boundary of the existing city limits of Lake

Forest Park, as established by City Ordinance 153;

Thence westerly along said city limits to the POINT OF BEGINNING.
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Revenue Sources

Attachment E

Revenue Scenario for Annexation Area A-2

Assumed

Effective Date
August 1, 1999

Comments

[ GENERAL FUND

Properfy Tax Receipts
When First Received

1999 Revenue
2000 Revenue
2001 Revenue

Sales and Use Tax
When First Received
1999 Revenue
2000 Revenue
2001 Revenue

Sales Tax Equalization
When First Received
1999 Revenue
2000 Revenue
2001 Revenue
Notification Date to OFM

Motor Vehicle Excise
When First Received
1999 Revenue
2000 Revenue
2001 Revenue
Notification Date to OFM

Liquer Profits
1999 Revenue
2000 Revenue
20071 Revenue
Liguor Excise
199G Revenue
2000 Revenue
2001 Revenue
Camper Excise
1999 Revenue
2000 Revenue
2001 Revenue
Criminal Justice Pop.
1999 Revenue
2000 Revenue
2001 Revenue

April 2001

0
0
52,800

Dec. 1999
6,244
74,924
74,924

January 2001
0
0
29,765
10/30/98

January 2000
2,995
14,978
11,978

10/30/99

1,380
5,520
5,520

695
2,778
2778

69
276
276

83
331
331

If the annexation is completed after March 1 of 1999, the City will
have to wait until November of 2000 to levy its property tax and will
not receive its first revenue until the spring of 2001.

There is a three month lag in sales tax which is a function of the
time it takes to collect and distribute the money. The City's choice
of an annexation date has little effect on the time fag.

For annexations up to 10,000, the City must notify OFM four weeks
before April 1 to receive equalization in January of the following year.

S I I begi vingin S 999
1) The OFM notification dates o State agencies for next quarter are
November 30, February 28, May 31, or August 31,

2) For annexations up to 10,000, OFM must be notified at least a
month before the notification date.

3) Quarterly periods begin January 1, April 1, July 1, & October 1

State shared revenue, begin receiving in September 1999

State shared revenue, begin receiving in September 1999

State shared revenue, begin receiving in September 19989

State shared revenue, begin receiving in September 1999
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Revenue Sources

Assumed
Effective Date
August 1, 1999

Revenue Scenario for Annexation Area A-2

Comments

Court Revenue

1899 Revenue 1,439
2000 Revenue 4,316
2001 Revenue 4,316
Parks Recreation Revenue
1899 Revenue 1,039
2000 Revenue 3,118
2001 Revenue 3,118
Cable Franchise
1899 Revenue ]
2000 Revenue 3,805
2001 Revenue 3.805
General Fund Total 1999 $ 13,943
General Fund Total 2000 $ 107,047
General Fund Total 2001 $ 189,612

Assumes four months of revenue in 1999.
Assumes same per capita basis for whole year.

Assumes four months of revenue in 1999.
Assumes same per capita basis for whole year.

Assumes same per capita basis for whole year.

| DEVELOPMENT SERVICES FUND

Licenses and Permits 20,929
Dev. Services Fund 1999 $ 8,720
Dev. Services Fund 2000 $ 20,929
Dev. Services Fund 2001 $ 20,929

Assumes five months of revenue in 1999.

! STREET FUND

County Road Tax
When First Received
1993 Revenue
2000 Revenue
2001 Revenue
Gas Tax
1999 Revenue
2000 Revenue
2001 Revenue

Local Vehicle License Fee
1999 Revenue
2000 Revenie
2001 Revenue

Upon annexation
0
57,420
0

3.606
14,426
14,426

1,954
7,815
7,815

One-time diverted County Road Levy would go to the Street Fund

State shared revenue, begin receiving in September 1999

State shared revenue, begin receiving in Septermber 1999
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Revenue Scenario for Annexation Area A-2

Assumed
Effective Date
Revenue Sources August 1, 1999 Comments
Street Fund 1999 $ 5,560
Street Fund 2000 $ 79,660
Street Fund 2001 $ 22,240
| ARTERIAL STREET
Arterial Street Gas Tax State shared revenue, begin receiving in September 1999
1999 Revenue 1,686
2000 Revenue 6,744
2001 Revenue 6,744
| SURFACE WATER
1959 Revenue 0 Levied with property tax and not available until 2000.
2000 Revenue 33,963
2001 Revenue 33,963

f CAPITAL FUND

Real Estate Excise Tax

When First Received| Upon annexation [Revenue would go to the Capital Improvement Fund
15989 Reventue 7,509
2000 Revenue 18,021
2001 Revenue 18,021
TOTAL 1999 REVENUE $ 37,418
TOTAL 2000 REVENUE $ 266,365
TOTAL 2001 REVENUE $ 291,509
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Council Meeting Date June 28, 1999 Agenda Item: 7(d)

CITY COUNCIL AGENDA ITEM
CITY OF SHORELINE, WASHINGTON

AGENDA TITLE: Approval of Bi-Tech License Agreement Amendment
DEPARTMENT: Finance
PRESENTED BY: Joe Meneghini, Finance Director j\/

EXECUTIVE/COUNCIL SUMMARY

Bi-Tech Software, Inc., the City’s financial software vendor, recently contacted the City
to request that we amend our license agreement to allow other public agencies to
purchase Bi-Tech software through the City's contract, similar to the contract
arrangement we have with the State and County that allows us to purchase goods and
services through their contracts (savings procurement expenses, time, request for
proposals, etc.).

For this consideration, Bi-Tech agrees to offer the City a 100% discount (free) of any
new software application up to $20,000 cap. This offer is conditioned on the following
points: that it is valid only if a public agency utilizes the contract provision; that Shoreline
has to license the new software applications by 12/31/2001; and last it does not apply to
maintenance fees or professional services provided by Bi-Tech. These conditions are
reflective of the fact that the proposed license amendment only has value to Bi-Tech if
used by a third party and secondly has a limited time frame/utility to third parties based
on the City's recent market evaluation of Bi-Tech products stilt having currency.

As Council recalls the City currently has purchased the core financial application from
Bi-Tech (Purchasing, Accounts Payable, Account Receivable, Fixed Assets, General
Ledger, Budgeting, Job Ledger, Check Management, Grant Management, and Report
Writer).

Applications the City may be able to utilize in the future under the proposed provision
but are not part of the current license agreement are: Payroll ($14,551), Human
Resources ($14,551), Bank Reconciliation ($3,680), Bar Coding for Fixed Assets
($2,250), Licensing Application ($7,875), among others. Prior to the City executing the
100% discount to $20,000 cap terms of this proposed contract amendment staff would
return to your Council with a project need, a scope of work, etc. for authorization similar
to how the current financial software system was selected and approved.
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Again, third parties may not use this provision or the City may decide not to obtain
additional software from Bi-Tech (another software vendor may have the best
application). The advantage to third parties is that they can by-pass the request for
proposal stage thereby saving three to four months in time and related expenses.

Once the contract is amended no further time involvement of the City staff is required
for this amendment to by fully implemented (i.e. when another agency utilizes the
provision no staff time would be involved). Nor does the City have any legal obligation,
contractual or otherwise created by this new amendment other than permitting other
agencies the ability to purchase Bi-Tech products/services through our license.

This amendment is a positive example of a private/public partnership that reflects the

development of a mutual relationship that benefits the City beyond the typical vendor
relationship.

RECOMMENDATION

Staff recommends that Council authorize the City Manager to execute an amendment
to the license agreement permitting other public agencies the ability to purchase
software through the City license subject to the noted conditions.

Approved by: City Manager: L% City Attorney: ‘?Q;
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Council Meeting Date: June 28, 1999 Agenda ltem: 7(e)

CITY COUNCIL AGENDA ITEM
CITY OF SHORELINE, WASHINGTON

AGENDA TITLE: Approval of Ordinance No. 199, creating a New Capital Project with
a Budget Amendment of $153,913 for the Sewer Line Repair and
Water Line Relocation at Richmond Beach Saltwater Park and
Authorize the City Manager to Execute an Agreement for
Engineering Design with CHS Engineering

DEPARTMENT:  Public Works - Facilities _

PRESENTED BY: Bob Wagner, Project Manager A¢(

E MMARY

When the City of Shoreline accepted the transfer of park properties from King County in
1997 the City received the Richmond Beach Saltwater Park which transfers its sewage
for the lower restroom by a pipeline attached to the side of the overcross bridge to the
upper lift (pump) station next to the upper restroom. The sewer line attached to the
overcross bridge at Richmond Beach Saltwater Park has experienced severe damage
and has split full length sections in several locations. This sewer line is attached to the
side of the crosswalk bridge that supports the lower restroom. The sewer pipe line was
originally installed on the side of the bridge to support the first restroom built on the
beach side, in the 1960s. This same line was also used to connect the new restrooms
that were built in 1987.

In order to determine the best available means of repair, three options were analyzed:

Option A- Replace the existing line in its present location on the side of the bridge
+ Option B- Abandon the existing sewer line and install a two-inch line on the bridge
deck, requiring a grinder pump system
» Option C- Relocate the existing line underground instead of on the bridge, which
would require drilling and installing of a pipe line under the railroad tracks and up to
the upper parking lot

Each option was evaluated to see which option had the least impact on the
environment, which option was most cost effective and which one provided the City with
the best long range investment. The engineering firm of CHS Engineering, Inc., has
provided the City with a fee proposal to provide design service and a proposed cost
estimate for the repair of the damaged sewer line and relocation of the water line. Of
the three options above, CHS has determined that Option C, relocating the sewer line
underground is the least costly and has the least environmental impact to the area.
CHS is currently providing engineering service to Shoreline Wastewater District, is
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currently on the City’s consultant roster and has the ability to provide the design service
required for this project.

The water line that supports the lower restrooms also is attached to the bridge and is
near the end of its expected life. Due to the age of this water line and the fact that this
steel pipeline is exposed to the elements, staff believes it is also an opportune time to
relocate the waterline off of the bridge. The professional service proposal includes
design fees for both the replacement of the sewer line and the waterline.

The preliminary cost estimate for this project to include the sewer line and water line
replacement is in excess of $150,000 which requires the City to place it on our Capital
Improvement Program and to put this project out for public bid. The engineering fees to
design the replacement of both the sewer and water line are $24,983. The project itseif
will be assigned a CIP program number once a budget amendment is approved. This
project will be added to the Capital Improvement Projects list for 1999 and will be
funded using General Capital Fund balance. The 1999 budgeted ending fund balance in
the General Capital Fund is currently $3,821,890 as was last presented to your Council
in May in the 1999 First Quarter Report. The Six-Year Capital improvement Plan
assumed a 1999 ending fund balance of $1,294,070 based on earlier revenue estimates
and plan development which occurred prior to the 1999 City budget process. The major
difference between the Capital Improvement Plan and the 1999 Budget is that the
Capital Improvement Plan did not include the $3,094,417 General Fund transfer to the
General Capital Fund that was included in the 1999 Budget.

This difference ($2,527,820), between the 1999 Budget and the Capital improvement
Plan, is available for capital project expenditures without negatively impacting the
projects as adopted in the Six-Year Capital Improvement Plan. The Capital
Improvement Plan will be updated during the remainder of 1999 to incorporate all new
revenue and expenditure estimates.

R ATl

Staff recommends that the Council: approve Ordinance No. 199 creating a new Capital
Project with a budget amendment for $153,913, providing funds for the engineering
design, bid documents and cost estimate for the repair of this project, and authorize the
City Manager to execute an agreement with CHS Engineering, Inc., for design services.
Staff will return to Council with a recommendation for bid approval to repair the sewer
fine and relocate the water line.

a7
Approved By: City Managerz Ez City Attornewg%
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BACKGROUND / ANALYSIS

When the City accepted transfer of park properties from King County in 1997. The City
received the Richmond Beach Saltwater Park which because of the low elevation of its
restrooms must use lift stations (pumps) to bring wastewater up to the main sewer lines.
The sewer line connecting these lift stations is attached to the side of the pedestrian
bridge over Burlington Northern Railroad. The sewer line attached to the pedestrian
bridge has broken in several locations. The sewer line is old and brittle, having been
installed in the early 1960s for the first restroom built on the beach side and has
continued to be used for the new restrooms built by the County in 1987.

Through evaluation of the different options by Shoreline Wastewater District staff, City
of Shoreline staff and the preliminary recommendations from CHS Engineering, three
options were evaluated to see which option would have the least impact on the
environment, would be most cost effective and which one would provide the City with
the best long range investment. The three options that were discussed are as follows:

Option A- Replace the existing sewer line in its present location on the side of the
bridge.

To repair/replace this option would require the install of Schedule 53 Ductile Iron Pipe
with a life span estimate of 50 years plus, with proper maintenance. This option would
involve extensive ground work to access the area. The existing bridge is located over
four Burlington Northern Railroad tracks that allows resident access to the beach at
Richmond Beach Saltwater Park. Accessing the area for repair will take the
cooperation and assistance of Burlington Northern Railroad to transport equipment to
the area in order to accomplish the repair. In addition to being difficult to access,
operating the equipment in the railroad right of way could cause extensive
environmental damage to the wetlands thought to exist in the project area. The damage
would be caused by the need to create a road along the bridge to allow the repair of the
sewer line and possibly also the water line on the side of the bridge. The estimated
completion time for construction for this option is six weeks.

Estimated Construction Cost: Without replacement of water line $138,335
With replacement of water line  $257,795

Option B- Abandon the existing sewer line and install a two-inch line on the
bridge deck, requiring a new grinder pump system.

This option has a short life span and a high maintenance cost associated with it. The
high density polyethylene plastic pipe has a life span of over 40 years, but the system
has a short life span due to heavy usage and the limited ability of the grinder pumps to
handie the material that this system would receive. In an attempt to keep the initial
repair cost down, this option was discussed. This would include abandoning the
existing system and line. To do so would involve the installation of two new grinder
pumps that grind up the sewage much as your garbage disposal does at your house,
and then pump it uphill. A two-inch high density polyethylene line would be installed on
top of the existing bridge deck and would run up to the lift station in the parking lot. The
only problem with this type of system is that the pumps burn out on a regular basis and
would have to be replaced annually, with an annual estimated cost of $15,000, plus
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installation. The replacement requirement is based on the fact that the park receives
heavy use and the sand that is generated by this usage causes extensive damage to
the propellers. This type of system also has a tendency to plug up fairly regularly. The
estimated completion of this option is four weeks.

Estimated Construction Cost: Without replacement of water line $76,574
With replacement of water line $133,318

C- Relocate the existing line with a new direction drill/bore installation.

The directional drill/bore program, would be the preferred method for repairing this
project; both from an investment basis and from a low maintenance standpoint. This
proposal includes the drilling and instaliation underground of a four-inch high-density
polyethylene plastic line directly from the lower lift station to the upper lift station in the
parking lot. The high density polyethylene plastic pipe has a life span of 40 years plus,
plus this option will be encased under the tracks in a six inch steel pipe required by
Burlington Northern Railroad. This line will be continuous, with no leaks and no
maintenance. The project will include the installation of the line under the existing
railroad tracks and the removal of that portion of the existing sewer line that is attached
to the bridge directly over the tracks, eliminating any liability to the City with the
Railroad. The estimated completion schedule for this option is four weeks.

Estimated Construction Cost: Without replacement of water line $53,160
With replacement of water line  $128,930

Costs for engineering services would be added to the construction costs for either of
these options. Of the three options above , CHS Engineering is recommending the
direction drill/bore process as the least costly with the least environmental impact to the
area. CHS is currently providing engineering service to Shoreline Wastewater District,
is currently on the City’s consultant roster and has the ability to provide the design
service required for this project.

The water line that supports the lower restrooms also is attached to the bridge. If the
option to choose the directional drill/lbore method of repairing this project is selected,
then the consultant is to also relocate the waterline off of the bridge at the same time.
The professional service proposal includes design fees for both the replacement of the
sewer line and the waterline.

Burlington Northern Railroad has been contacted to explore their involvement and
impact on this project. Through discussions with Burlington Northern Railroad, their
desire to have the sewer line and water line relocated off of the bridge benefits the City
of Shoreline as well by eliminating the liability of a utility line over a railroad track. Staff
has initiated an application for a pipeline crossing permit required by Burlington
Northern Railroad because this option has been recommended as the preferred method
of repair. The main requirement is the pipe line must be placed inside a steel casing
under the railroad tracks. The estimated time by Burlington Northern’s area engineer
for issuance of the permit is 30 days. This permit will allow for the installation of the
underground pipelines and any or all activity in the Railroad right of way to accomplish
the project. Itis estimated that the City should have a pipeline crossing permit approval
from Burlington Northern Railroad by the time this project's bid process has been
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completed. If the decision to select another means of repair for this project, then an
additional right of entry permit will be required adding an additional 30 days to this
process.

The City Engineer's recommendation is to relocate the sewer and water lines off of the
bridge and install them underground through a directional drill/bore procedure. This line
will be installed from the lower lift station in a direct line to the upper lift station
underground and under the railroad tracks. This will eliminate any maintenance and will
have the least environmental impact on the area. Total costs for engineering and
construction would be $153,913.

RECOMMENDATION

Staff recommends that the Council: approve Ordinance No. 199 creating a new Capital
Project with a budget amendment for $153,913, providing funds for the engineering
design, bid documents and cost estimate for the repair of this project, and authorize the
City Manager to execute an agreement with CHS Engineering, Inc., for design services.
Staff will return to Council with a recommendation for bid approval to repair the sewer
line and relocate the water line.

ATTACHMENTS
A- Preliminary Cost Estimate
B- Budget Amendment
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Attachment A

Richmond Beach Saltwater Park Utility Repair Project

Estimated Costs

Current Cost Estimates

Option A - Replace Sewer Line in existing location,
Engineering fee $14,000
Replace sewer line $56,800
Demolition of existing line $59.000

$115,800
Contingency at 10% $11,580
Tax at 8.6% $10.985
Est. Construction Cost $138,335 $138,335
Option A - 1 Replace Water Line in existing location
Additional Engineering fee $3,200
Replace Water line $65,000
Demo Water line £35.000

$100,000
Contingency at 10% $10,000
Tax at 8.6% $3.460
Est. Construction Cost $119,460 $119.460
Total construction estimate $257,795
Total Engineering estimate $17.200
Total Project estimate for Option A $274,995
Opticn B - Sewer Grinder Pumps System
Engineering fee $30,000
Install 2 Grinder Pumps and line above bridge $56,600
Demaolition of existing line $7.500

$64,100
Contingency at 10% $6,410
Tax at 8.6% $6.064
Estimated Construction Cost $76,574 $76,574
( Add $7,500 X 2 pumps = $15,000 per year plus install to the above cost)
Option B-1 Replace Water line on top of bridge
Additional Engineering fee $3,200
Water line above bridge $40,000
Demoalition of existing line $7.500
$47,500

Contingency at 10% $4.750
Tax at 8.6% $4.404
Estimated Construction Cost $56,744 $56,744
Total est. Construction Cost $133,318
Total est. Engineering Cost $33,200
Total Project Estimate for Option B $166,518
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Current Cost Estimate

Option C - Direction Drill/Bore Sewer line

Engineering fee $19,755
Direct Drill Program $26,000
Interconnect at both ends $9,000
Demolition of Existing line $9,500
$44,500
Contingency at 10% $4,450
Tax at 8.6% $4.210
Construction Estimate $53,160 $53,160

Option C-1 Direction Drill/Bore Water line

Additional Engineering fee $5,228
Directional DriliBore $22,000
Demolition of existing line $9,500
Interconnect $11.000

$42,500
Contingency at 10% $4,250
Tax at 8.6% $4.020
Contruction Estimate $50,770 $50.770
Construction estimate for replacing water & sewer $103,930
Total Engineering estimate $24,983
Additional cost for steel casing requirement by BNR $25.000

Total Project Estimate

Total Project Cost Estimate for Option C $153,913
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Attachment B.
ORDINANCE 199

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF SHORELINE,
WASHINGTON, AMENDING ORDINANCE NO. 184 AS AMENDED, BY
AUTHORIZING EXPENDITURES FROM THE GENERAL CAPITAL FUND
FOR A CAPITAL PROJECT TO REPAIR AND RELOCATE SEWER AND
WATER LINES AT RICHMOND BEACH SALTWATER PARK

WHEREAS, the 1999 Budget was adopted in Ordinance No. 184; and

WHEREAS, during the winter, freezing damage occurred to the sewer lines at Richmond
Beach Saltwater Park causing the need for repair and replacement; and

WHEREAS, the City has reviewed repair and replacement options for long-term cost
effectiveness, maintenance, and durability, and have arrived at a recommended option for repair
and replacement of both the sewer and water lines at Richmond Beach Saltwater Park; and

WHEREAS, the City will need to amend the 1999 budget to authorize the expenditurcs
for the repair and replacement of the sewer and water lines at Richmond Beach Saltwarer Park
and to add this project to the 1999 Capital Improvement Project list; and

WHEREAS, the City of Shoreline is required by RCW 35A.33.075 to include all
revenues and expenditures for each fund in the adopted budget;

NOW, THEREFORE THE CITY COUNCIL OF THE CITY OF SHORELINE,
WASHINGTON, DO ORDAIN AS FOLLOWS:

Section 1. Funds for Richmond Beach Sewer and Water Line Project. The City
Manager is hereby authorized to expend an additional sum of $153,913 from the General Capital
Fund fund balance for the design, repair, and relocation of the sewer and water lines from the
tower liftstation to the upper liftstation in the parking lot at Richmond Beach Salwater Park and
include this project on the 1999 Capital Improvement Project List.

Section 2. Net Impact on the General Capital Fund. This ordinance increases the
expenditure authority for the General Capital Fund by $153,913 and decreases the budgeted
ending fund balance to $3,667,977.

Section 3. Severability. Should any section, paragraph, sentence, clause or phrase of this
ordinance, or its application to any person or circumstance, be declared unconstitutional or
otherwise invalid for any reason, or should any portion of this ordinance be preempted by state or
federal law or regulation, such decision or preemption shall not affect the validity of the
remaining portions of this ordinance or its application to other persons or circumstances.

Section 4, Effective Date. A summary of this ordinance consisting of its title shall be

published in the official newspaper of the City and shall take effect and be in full force five (5)
days after the date of publication.
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PASSED BY THE CITY COUNCIL ON JUNE

ATTEST:

Sharon Mattiol:
City Clerk

Date of Publication:
Effective Date;

1999.

PR

Mayor Scott Jepsen

A?.Q‘VED AS TO FORM:
\ﬂ\{./t .

Ian Sievers
City Attorney

, 1999
, 1999
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Council Meeting Date: June 28, 1999 Agenda Item: 8(a)

CITY COUNCIL AGENDA ITEM
CITY OF SHORELINE, WASHINGTON

AGENDA TITLE: Approval of Parks Intertocal Amendment to Transfer Lead Status
for Design and Development of the Interurban Trail
DEPARTMENT: Planning and Development Services

PRESENTED BY: Jfim Stewart, Director
! I;Si;k McKinley, Transportation Manager

V

EX T NCIL SUMMARY

One of your Council’s 1999 goals is to advance the Interurban Trail Project. This report
summarizes the remaining steps to have the design funds transferred from King County
to Shoreline, to prepare the design, and initiate construction of this high priority trail
project.

Your staff has been working with King County staff to transfer the lead responsibility for
the design, construction, and maintenance of the Interurban Trail to the City of
Shoreline. The purpose of this brief report is 1) to provide you with an update on the
process to transfer the responsibility and design funds, 2)to request your authorization
for the City Manager to amend the 1997 King County/City of Shoreline Parks and
Recreation Interlocal Agreement (Resolution #131) and 3) to authorize the City
Manager to sign any other agreements associated with the use of the matching funds.

There are several actions required to fully execute this transfer from King County to
Shoreline. These include:

+ Amend the1997 King County/City of Shoreline Parks and Recreation Interlocal
Agreement that changes lead responsibility for the Interurban Trail from King
County to Shoreline.

+ Authorize the City Manager to sign an interlocal agreement accepting $93,543 of
Open Space Reimbursement funds.

» Authorize the City Manage to sign a joint cooperation agreement accepting $71,447
of Real Estate Excise Tax funds.

« Transferring an agency lead change through the Puget Sound Regional Council
that will allow Shoreline to expend the federal funding awarded for the design.
These federal funds include $359,000 from the Congestion Management Air
Quality program (CMAQ), and $30,000 from the Surface Transportation
Program/Urban (STP/U) program for a total grant budget of $389,000.

e Authorize the City Manager to sign funding agreements with the Federal and State
government related to the receipt and expenditure of grant funding.
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The total funding that we will receive from the grants and from King County is $553,990.
In addition to this amount, the 1989 King County The intent of this funding will be to
prepare final construction drawings for the trail corridor including a public outreach effort
to revisit and reconfirm the earlier public outreach and design recommendations by King
County in the early 1990's. Staff is currently working on selecting an engineering
consuiting firm to design the trail.

As a result of staff efforts, Shoreline has been recommended by the Regional Project
Evaluation Committee for Regional TEA-21 (Transportation Equity Act for the 21
Century) funding to receive $1,200,000 to construct the northern portion of the trail
(approximately 188™ to 205™), and by the King County Project Evaluation Committee to
receive $523,579 in Countywide TEA-21 to construct the southern section between
145" and 155", These sections were selected because of their competitiveness and
because they will allow us to be more competitive in subsequent rounds of grant
applications. Staff is recommending that we next seek funding for the central section
where we will have a large gap, and the ability to potentially utilize private developments
(TOP Food) as private match. The Puget Sound Regional Council's (PSRC)
Transportation Policy Board still needs to approve the lists that contain these projects --
we anticipate the lists will be approved without modification. In addition to the grant
funds, and the transfer of funds from King County, the 1989 King County Open Space
Bond Fund identified $129,500 for acquisition of trail property. This is another resource
for the development of this trail project in Shoreline and may only be used for
acquisition.

RECOMMENDATION

Authorize the City Manager to: 1) amend the1997 King County/City of Shoreline Parks
and Recreation Interlocal Agreement; 2) sign an interlocal agreement accepting
$93,543 of Open Space Reimbursement funds; 3) sign a joint cooperation agreement
accepting $71,447 of Real Estate Excise Tax funds; and 4) sign funding agreements
with the Federal and State government related to the receipt and expenditure of grant
funding.

-
Approved By: City Manager éé City AttorneyD‘\/ /{
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BACKGROUND / ANALYSIS

The concept of a trail on the Interurban Corridor was first included in the Shoreline
Community Plan of 1980. During the late 1980's King County Parks Department
retained Jones and Jones Architects and L.andscape Architects to prepare a Design
Report for the Shoreline Interurban Trail. The county staff and consultants held three
neighborhood workshops in October 1991, and a general public meeting in October
1991. Several meetings were also held with the Chamber of Commerce and other
interested groups to gather input. The consultants issued a schematic design report in
October 1991. The final report of the Jones and Jones work was issued in April 1992.
The report included a recommended alignment and design for the three mile long trail in
Shoreline as well as cost estimates for each section. Approximately 1/3 of the system
was on-street, and 2/3 utilized the Interurban (Seattle City Light) right-of-way. In
1994/95 King County successfully competed for federal Intermodal Surface
Transportation Efficiency Act (ISTEA) funds and was awarded $359,000 CMAQ, and
$30,000 STP/U to design the trail. King County identified Open Space and REET
funds as a match for the grants.

King County and Seattle City Light (SCL) spent several years unsuccessfully
negotiating a trail use agreement between the agencies for the development, and
maintenance of the planned trail. In December 1998, your Council adopted a franchise
agreement with SCL which included an understanding as to how Shoreline and SCL
would cooperate on the development of the trail. The franchise agreement and efforts
by your staff have resulted in the report before you at this time.,

SUMMARY

In order to transfer the project lead from King County to Shoreline and to transfer the
design funds, there are several actions required to fully execute this transfer from King
County to Shoreline. These include:

+ Amending the1997 King County/City of Shoreline Parks and Recreation Interlocal
Agreement (Resolution #131) to change the lead responsibility for the Interurban
Trail from King County to Shoreline. This amendment is attached (as Attachment
A) in legislative format {(underline equals new language, strikeout equals deleted
fanguage).

¢ Authorize the City Manager to sign an interlocal agreement accepting $93,543 of
Open Space Reimbursement funds.

» Authorize the City Manage to sign a joint cooperation agreement accepting $71,447
of Real Estate Excise Tax funds.

+ Transferring an agency lead change through the Puget Sound Regional Council
that will allow Shoreline to expend the federal funding awarded for the design.
These federal funds include $359,000 from the Congestion Management Air
Quality program (CMAQ), and $30,000 from the Surface Transportation
Program/Urban (STP/U) program for a total grant budget of $389,000.

e Authorize the City Manager to sign funding agreements with the Federal and State
government related to the receipt and expenditure of grant funding.
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The total funding that we will receive from the grants and from King County is $553,990.
The intent of this funding will be to prepare final construction drawings for the trail
corridor including a public outreach effort to revisit and reconfirm the earlier public
outreach and design recommendations by King County in the early 1990’s. Assuming
the review proceeds smoothly at the county, we would expect to receive the funds from
King County in September.

Funding Status

Shoreline has been recommended by the Regional Project Evaluation Committee for
Regional TEA-21 (Transportation Equity Act for the 21* Century) funding to receive
$1,200,000 to construct the northern portion of the trail (approximately 188" to 205™),
and by the King County Project Evaluation Committee to receive $523,579 in
Countywide TEA-21 to construct the southern section between 145" and 155", The
Puget Sound Regional Councils (PSRC) Transportation Policy Board still needs to
approve the lists that contain these projects -- we anticipate the lists will be approved
without modification.

Next Steps

Your Public Works staff is prepared to advertise a Request for Qualifications
announcement and process to select an engineering/design firm to design the entire
trail from 145" to 205". Staff expects to proceed with advertising for a design
consultant and to select a consultant to undertake the design. Beginning this process
now in anticipation of receipt of the funding transfer will allow staff to commence the
design process once the funds have been transferred and the agreements have been
signed (after contract approval). The design process will include a review of the Jones
and Jones work, and will investigate options in three areas: the crossing of Aurora
between 155" and 160", the section along Midvale between 175" and to the north edge
of Sky Nursery, and the section along the east side of Echo Lake. Your Council will
receive a report from staff to execute a contract for the design of this trail in the fall.

RE TION

Authorize the City Manager to: 1) amend the1997 King County/City of Shoreline Parks
and Recreation Interlocal Agreement; 2) sign an interlocal agreement accepting
$93,543 of Open Space Reimbursement funds; 3) sign a joint cooperation agreement
accepting $71,447 of Real Estate Excise Tax funds; and 4) sign funding agreements
with the Federal and State government related to the receipt and expenditure of grant
funding.

ATTACHMENTS

Attachment A - Draft Amendment to the Interfocal Agreement for Parks and Recreation
Services Between King County and the City of Shoreline
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AMENDMENT TO THE INTERLOCAL AGREEMENT
FOR PARKS AND RECREATION SERVICES Attachment A
BETWEEN KING COUNTY AND THE CITY OF SHORELINE

The purpose of this amendment is to transfer the lead responsibility for development of the Shoreline
Interurban Trail to the City of Shoreline. Trail responsibility is addressed in the interfocal agreement for
Parks and Recreation Services dated June 6, 1997, between King County and the City of Shoreline for the
provision of park and recreation services to the City. All changes to the existing agreement are contained in

this amendment; elements of the original agreement which are not addressed in this amendment remain as
stated in that document.

WHEREAS, King County and Shoreline entered into an interlocal agreement on June 6, 1997 which
is attached to this amendment as Exhibit A and is incorporated by reference herein, and

WHEREAS, the present interlocal agreement shall remain in effect except as identified in this
amendment to the original interlocal agreement, and

WHEREAS, the City has requested lead responsibility in developing the Shoreline Interurban Trail,
and

WHEREAS, the parties have authority to enter into and to amend agreements under RCW 39.34, the
Interlocal Cooperation Act;

NOW, THEREFORE, the parties mutually agree to the following amendment to the intertocal
agreement,;

34 The Shoreline Interurban Trail shall remain a regional trail to be ewned-developed,
maintained and operated by King-Geunty the City of Shoreline. The City accepts lead
responsibility for developing that portion of the Interurban Trail which traverses its

corporate limits. The-Gity-of Shoreline-and King County agrees to pursue-partnerchip
opportunitiesto-develop-and-maintain-the trail-and to support City applications beth-with
the-City-and-separately; for funding from Federal, State and regional sources_to develop and

maintain the trail.

This amended agreement shall become effective upon the signature of both parties and authorization
of both parties, and shall continue in force unless both parties mutually consent in writing to its termination.

KING COUNTY: CITY OF SHORELINE:
King County Executive City Manager
Date: Date;
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Council Meeting Date: June 28, 1999 Agenda item: 8(b)

CITY COUNCIL AGENDA ITEM
CITY OF SHORELINE, WASHINGTON

AGENDA TITLE: Adoption of Revised City Personnel Policies
DEPARTMENT: Human Resources

PRESENTED BY: Marci Wright, Human Resources DirectorfV] U

EX VE NCIL SUMMARY

The current Personnel Policies were adopted September 23, 1996. Since the current Policies
were adopted, it has become obvious that a number of gaps and unclear sections required a
thorough review. During the last nine months, City staff has engaged in the process of
reviewing the existing policies. The review process included extensive work by an employee
committee and the Management Team. Extensive employee involvement was important
because of the significance of these policies in the day-to-day working lives of both employees
and managers. Since we do not have labor agreements, this document provides certain
assurances to employees about working conditions, thus it takes on added significance. The
revised draft has also been reviewed by all City employees. We are satisfied that City
managers and employees are pleased with the revised draft and are requesting your Council's
adoption of revised policies.

Many of the proposed changes could be termed editorial; one of the major efforts was aimed at
simplifying and clarifying the existing rules. Several proposed revisions are substantive,
however. Significant proposed changes include (see Background/Analysis section for
descriptions of these changes}:

¢+ Revised Definitions of Full-Time Regular, Part-Time Regular and Extra Help
Employees (Attachment A, Sections 3.03, 3.04, 3.05)

+ Added Orientation Period for Promoted or Transferred Employees (Attachment A,
Section 4.08)

+ Changed Threshold for Determining Overtime from “time worked” to “time in paid
status” (Attachment A, Section 5.03)

+ Added Rules for Salary Administration (Attachment A, Sections 5.07 D, E, F, G, and H)
¢+ Added Provision for Out of Class Pay (Attachment A, Section 5.08)

¢ Added Educational Reimbursement Policy (Attachment A, Section 5.11)

¢ Added Telecommuting Policy (Attachment A, Section 5.12)

+ Added Management Leave Policy (Attachment A, Section 6.02)
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¢+ Added Additional Compensation for Non-Exempt Employees Working Holidays
{Attachment A, Section 6.03 G)

+ Clarifies Administration of Existing Donated Leave Policy (Attachment A, Section 6.05)

¢+ Revises Drug Free Workplace Policy to Prohibit Employees from Drinking at Any
Time During the Workday (Attachment A, Section 8.05 B.1)

¢+ Added Workplace Violence Policy (Attachment A, Section 8.08)
We have attached for your Council’s review two different versions of the draft revised policies:
+ A copy of the policies as revised (Attachment A)

+ A copy of the revisions in “bill form” highlighting all proposed additions and deletions to the
policies. (Attachment B)

We realize that Attachment B is difficult to read, but we provide it for any Councilmember

seeking additional detail concerning any proposed revision,

We have also attached Resolution No. 154, adopting the revised policies. (Attachment C)

RECOMMENDATION

Staff recommends that Council approve Resolution No. 154 adopting the Revised City of
Shoreline Personnel Policies.

Approved By: City Manager& City Attorneyr/:..:f
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BACKGROUND

The current Personnel Policies were adopted September 23, 1896. Last summer we undertook
a review to improve existing policies and to add policies where needed. Human Resources
formed an employee committee composed of representatives of all major City departments.
The Committee worked for nine months, reviewing proposed revisions and new policies and
suggesting desired changes. The employees who served on the Committee were:;

Kathy Beals (Planning and Development Services)
Bill Bettinger (Parks)

Bob Crozier (Public Works)

Allan Johnson {Planning and Development Services)
Kristen Overleese {Public Works)

Ruth Ann Rose (City Clerk)

Steve Oleson (Finance}

Committee members devoted many hours to reviewing, debating and improving the policies and
their hard work and dedication resulted in a much improved document.

Human Resources also worked closely with Management Team during this time period to
review all proposed changes and to ensure that the policies were improved to better meet
management needs.

After the Committee and the Management Team completed their work on the palicies, the
revised draft was shared with all City employees. Employees were afforded an opportunity for
question and comment. We are satisfied that City managers and employees are pleased with
the revised draft and are looking forward to adoption of revised policies.

We are now presenting the draft revised personnel policies to your Council.

ANALYSIS

We have attached for your Council's review two different versions of the draft revised policies:

¢ A copy of the policies as revised (Attachment A)

¢ A copy of the revisions in “bill form™ highlighting all proposed additions and deietions to the
policies. (Attachment B)

We realize that Attachment B is difficult to read, but we provided it for any Councilmember

seeking additional detail concerning any proposed revision.

Many of the proposed changes could be termed editorial; one of the major efforts was aimed at
simplifying and clarifying the existing rules. Several proposed revisions are substantive,
however. Significant proposed changes include:

¢+ Revised Definitions of Full-Time Regular, Part-Time Regular and Extra Help
Employees. Current definitions are confusing and have not been uniformly implemented.
The proposed definitions establish a full-time regular employee as one expected to work 40
hours every week during the year; a part-time regular employee as one working at least 20
but less than 40 hours a week during the year; and an extra help employee as one working
less than 1040 hours during the year (1040 hours is equivalent to working 20 hours a week
for an entire year). (See Sections 3.03, 3.04, 3.05)
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Full-time regular employees are entitled to the full range of City provided benefits and
regular part-time employees receive a pro-rated share of those benefits; extra help
employees only receive mandated benefits (for example, coverage by Worker's
Compensation)

Added Orientation Period for Promoted or Transferred Employees. City Personnel
Palicies provide for a six month orientation period for all newly hired City employees. The
orientation period is part of the selection process and affords the empioyee and the City an
opportunity to evaluate whether the maltch between the job and the employee is appropriate.
Current policies, however, do not allow for a similar evaluation period for newly promoted or
transferred employees moving to a new job with the City. The revisions add a 3 month
orientation period for promotions and transfers. (See Section 4.08)

Overtime. The current threshold for a non-exempt employee to earn overtime is to work
more than 40 hours in a week. Time spent on a holiday or any type of leave status does not
count towards the 40 hours because it is not time actually worked. The proposed policy
changes the threshold from “time worked” to “time in paid status”. This revision addresses
an employee concern that an employee required to work on a weekend following a holiday
or other leave is not entitled to overtime. For example, if a CRT employee was called in on
the weekend following vacation or Christmas holiday, we believe that employee should eamn
overtime pay rates. (See Section 5.03)

Some employees had also requested the addition of an eight hour threshold for overtime;
this request would have created overtime any time an employee worked over eight hours in
a day even if the employee didn’t work more than 40 hours in the week. Management
opposed the eight hour threshold because it eliminated necessary flexibility. We believe the
proposed change to time in paid status represents a reasonable compromise in overtime
compensation.

Added Rules for Salary Administration. We do not currently have salary placement rules
for promoted, demoted or transferring employees. To ensure fair and consistent treatment
of employees, it is important to have a rule that governs which salary step an employee is
placed in the event of promotion, demaotion or transfer to a new position. We also have
established criteria to determine when a new employee may be hired above step one in the
pay range. The proposed policies add provisions for these events and also clarify other
details of salary administration. {See Sections 5.07 D, E, F, G, and H)

Added Provision for Out of Class Pay. The City's compensation system is based on
paying employees for performing work described in their classification. Although our
classification descriptions are broadly written and allow for a great deal of flexibility in the
actual day to day assignment of duties, occasionally managers need to temporarily assign
additional duties to employees that are beyond the scope of the classification. We do not
currently have a provision for paying an employee assuming a temporary assignment with
substantially higher responsibilities. The proposed policies establish a provision for
temporary additional pay (“out of class pay”) when the assignment exceeds ten working
days. (See Section 5.08)

Added Educational Reimbursement Policy. This proposal provides a mechanism for
reimbursing certain educational expenses, consistent with the City's existing Performance
Management System and the City Value of Professional Development. To be eligible, the
educational opportunity must be tied to improving the empioyee’s skill sets for their current
job. (See Section 5.11)
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Added Telecommuting Policy. We have added a policy allowing for telecommuting and
providing for consistent administration of telecommuting arrangements. This proposal helps
fulfill the City's Commute Trip Reduction requirements by providing an additional alternative
to driving to work everyday and also responds to numerous employee requests for this
policy. (See Section 5.12)

Added Management Leave Policy. As required by the federal Fair Labor Standards Act
(FLSA), the City pays overtime to employees who are deemed by the FLSA to be non-
exempt employees. Employees who are exempt from the FLSA receive no additional
compensation for the long hours frequently required of the employees of a new city.
Because the FLSA imposed requirements do not always neatly fit with the modem day
realities of public sector employment, inequities can result when similarly paid employees
differ on eligibility for overtime. To partially address this, we are proposing a new leave
policy of three days of management leave for exempt employees. This policy is not
intended to fully compensate exempt employees for all the hours beyond 40 required of
most exempt positions, but the proposal does provide some additional compensation for
affected employees. Exempt employees must use this leave each year or lose it; it cannot
be carried into the next calendar year. (Section 6.02)

Added Additional Compensation for Non-Exempt Employees Working Holidays. The
few non-exempt employees currently required to work on holidays do not receive any
additional pay for holiday work. The revised policies provide for time and one haif pay for a
non-exempt employee working on a holiday. (See Section 6.03 G)

Clarifies Administration of Existing Donated Leave Policy. The revised proposal
answers several questions which are unanswered by the current policy: establishes criteria
for donating leave; requires the donee employee to have exhausted all feave before
becoming eligible to receive donated leave; eliminates the requirement of converting the
donated leave to a dolfar value (leave is instead valued on an hour for hour basis); makes
provision for any unused donated leave. {See Section 6.05)

Revision to Drug Free Workplace Policy. Revises policy to prohibit use of alcohol during
lunch or any other break occurring prior to the end of that employee’s workday. The current
policy simply prohibits an employee from being under the influence of drugs or alcohol at
work. (See Section 8.05 B.1)

Added Workplace Violence Policy. The City is concerned about increasing violence in
society that at times filters into workplaces in the United States. This new policy makes
clear that the City will not tolerate any acts or threats violence by or against any employees,
customers or visitors to City premises. (See Section 8.08)

RECOMMENDATION

Staff recommends that Council approve Resolution No. 154 adopting the Revised City of
Shoreline Personnel Policies.

ATTACHMENTS

Attachment A: Revised Personnel Policies

Attachment B: Bill Form Copy of Revised Personnel Policies

Attachment C: Resolution No. 154
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1.00

2.00

Attachment A

INTRODUCTION

The Handbook is prepared so that employees will better understand how the City operates
and what is expected of employees. It is a summary of the City’s personnel policies and
practices, and is intended as a general guide to how the organization functions. We want
to create a work environment that allows individuals to maximize their contribution to the
organization and results in personal satisfaction. We believe that when consistent
personnel policies are known and communicated to all, the chances are increased for
greater job satisfaction.

While the City hopes that the employment relationship will be positive, things do not
always work out as planned. Either party may decide to terminate the employment
relationship. No supervisor, manager or representative of the City, other than the City
Manager, has the authority to enter into any agreement with you for employment for any
specified period or to make any promises or commitments contrary to the contents of this
handbook. This handbook is not intended as a contract, express or implied, or as a
guarantee of employment for any specific duration. As the need arises, the City may
from time to time modify these policies. The City also reserves the right, at its sole
discretton, to depart from the guidelines outlined in this handbook, in order to meet the
business needs of the City. If you have any questions about any of our policies, please
ask your supervisor or Human Resources.

We wish you success in your position and hope that your employment relationship with
the City will be a personally rewarding experience.

APPLICABILITY AND AUTHORITY

A. Except as hereafter set forth, this Handbook is applicable to all employees of the City
except the City Manager who serves at the discretion of the City Council.

B. The City Manager has designated, in writing, specified senior management positions
whose employment is “at will” and employees in those positions shall serve at the
discretion of the City Manager. No provisions of this Handbook shall change that at
will status.

C. In cases where these policies are in conflict with local, state or federal law, the
provisions of local, state or federal law will govern. If any provision of these policies
or their application to any person or circumstance is held invalid, the remainder of the
policies will not be affected.]

D. Authority to take personnel actions is vested in the City Manager. This authority
shall include but not be limited to hiring, promoting, demoting, evaluating,
reclassifying and terminating employees. Authority for personnel actions is
frequently delegated to Department Directors and immediate supervisors; however,
coordination of all such actions through Human Resources is required.
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3.00 DEFINITIONS

3.01

3.02

3.03

3.04

3.05

3.06

3.07

Exempt Employee

An employee exempt from the minimum wage and overtime provisions of the
Fair Labor Standards Act (FLSA) as defined by that Act or applicable state law
and designated as such by the City Manager. A list of exempt positions is
maintained by Human Resources.

Non-exempt Employee

An employee covered by the minimum wage and overtime provisions of the Fair
Labor Standards Act.

Full Time Regular Employee

An employee hired to work a 40-hour week in a regular position established by
the City budget and expected to be an ongoing position.

Part Time Regular Employee

An employee hired to work an average of at feast 20 but less than 40 hours per
week in a calendar year in a regular position established by the City budget and
expected to be an ongoing position.

Extra Help Employee

An employee hired for a period expected to not exceed 1040 hours in a calendar
year or expected to end in less than a year.

Immediate Family

Unless defined otherwise in these policies, the employee’s grandparent, parent,
parent-in-law, foster parent, spouse, child, step child, foster child, 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. (The definition of immediate family may be different in certain
benefit plans or policies; in those cases, the provisions of those plans or policies
will govern.)

Work Week

A fixed and regularly recurring period of seven (7) consecutive twenty-four (24)
hour periods. The standard workweek for employees consists of the period from
12:01 a.m. Sunday to 12:00 midnight the following Saturday. Where a different
workweek is required, the City Manager will define an appropriate workweek
and communicate that to the employees.
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3.08

3.09

3.10

3.11

3.12

3.13

3.14

3.15

3.16

Flex-Time

A work schedule that permits flexible starting and quitting times or other
alternative work schedules within limits set by the respective Department
Director.

Drugs

Includes any substance which is controlled in its distribution by federal or state
law, including but not limited to, narcotics, depressants, stimulants,
hallucinogens, cocaine and cannabis. Does not include prescription and over-the-
counter medication used according to prescription or consistent with standard
dosage.

City

The City of Shoreline, Washington.

Intern

A position that is a form of on-the-job training that may be either voluntary or
on paid status.

Core Hours

Those hours during which City offices are open to the public and during which
staffing 1s available to provide service to our customers. Core hours for the City
are 8:00 a.m. to 5:00 p.m. Monday through Friday.

Anniversary Date

The date used for the purpose of calculating leave benefits and length of service.
Usually the anniversary date is the date the employee began work for the City,
but adjustments shall be made for unpaid time off or other purposes.

Step Increase Date

The date that is used for the purpose of annual performance review and step
increase. Usually the step increase date is the date the employee began work in
his or her current position. Adjustments shall be made for unpaid time off or
other purposes.

Standby

Specific assignment of an employee during off-hours to be available to come to
work if needed. Standby is not considered as time worked.

Callback
All time worked in excess of a scheduled shift, which is not an extension of that

shift, and is unanticipated, unforeseen, and not a regular function of the
employee’s work schedule.
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3.17

3.18

3.19

3.20

3.21

3.22

3.23

3.24

3.25

3.26

Promotion

Any case where a regular employee moves on a non-temporary basis to a
different position in a higher range.

Transfer

Any case where a regular employee moves on a non-temporary basis to a
different position in the same salary range.

Demotion

Any case where a regular employee moves on a non-temporary basis to a
different position in a lower salary range.

Y-Rating
The continuation of a regular employee’s salary above the highest step of a new
salary range as a result of the salary range for the position being lowered due to a
market survey or other factors.

City Manager

The individual appointed by the City Council to serve in this capacity or his or
her designee.

Department Director

An individual appointed by the City Manager to serve as Assistant City
Manager, Finance Director, Human Resources Director, Parks and Recreation
Director, Planning and Development Services Director or Public Works Director
or his or her designee.

Insnbordination

Expressed hostility or contempt for an employee’s supervisor or willful
disregard of a supervisor’s reasonable directive,

Telecommuting

Working arrangements in which the workplace is located at least part time at an
alternate location, such as the employee’s home and which are expected to last
longer than one month. A telephone may be the only equipment needed;
however, in some cases employees may use special telecommunications

equipment such as telephone answering devices, computers, faxes and modems.

Telecommuter
An employee who has entered into a current Telecommuting Agreement.

Regular Office

The office to which an employee is generally assigned.
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3.27  Alternate Workplace

The place designated for the employee to work when not working at the regular
office.

4.00 EMPLOYMENT POLICIES

4.01 Selection

The City’s policy is to hire the best candidate for any job vacancy. The best
candidate is determined by the strongest match between the knowledge, skills and
abilities of the individual and the work responsibilities of a position.

In order to provide consideration for a current City employee who applies for an
open position to promote or transfer, an interview will be granted provided he or
she is a good match of knowledge, skills and abilities for the open position

4,02  Job Posting

The City encourages promotion from within the organization. All openings will
be posted internally via e-mail so employees may become aware of openings and
apply for positions for which they are interested and qualified.

The Department Director, after consultation with the Director of Human
Resources, will determine if a position will be posted internally for regular
employees only, or posted both internally and externally. If posted internally
only, it will be open for 5 working days; if no qualified internal candidates apply,
it will then go into the regular external recruitment process.

4.03 Reference Checking

All requests for information regarding past or present employees shall be directed
to the Human Resources Department, Human Resources will then release
information stating job title, length of service and eligibility for rehire. If the
employee has signed a statement releasing the City from liability, additional
information may be given.

4.04  Political Activities

While all employees have the right to participate in political or partisan activities
of their choosing, employees are stewards of the public’s trust in matters of City
government. Political activity may not adversely affect the responsibilities of
employees in their official duties. Because of the sensitive nature of the services
in which the City is engaged, the following activities are prohibited:

A, Use of City resources and property for political activity. Employees
may not campaign on City time or in City uniform or while representing
the City in any way. Employees may not allow others to use City
facilities or funds for political activities.
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4.05

B. Use of City authority or influence for the purpose of interfering with or
affecting the result of an election or a nomination for office.

C. Directly or indirectly coercing, attempting to coerce, or commanding a
state or local officer or employee to pay, lend, or contribute anything of
value to any party, committee, organization, agency, or persen for
political purposes.

D. Service as an ¢elected official of the City, a member of a City
commission, or a member of a City board while an employee of the
City.

If there is a conflict of interest between an employee’s elected position outside
of the City and his/her position with the City, the employee must resign from
one of the positions.

Violation of any part of this policy may be grounds for disciplinary action, up to
and including termination.

Conflict of Interest and Code of Ethics

The following standards are established for all City employees. Employees shall
emphasize friendly and courteous service to the public and seek to improve the
quality and image of public service.

Employees are prohibited from:

A. Receiving proceeds or having any financial interest in any sale to the City of
any service or property when such proceeds or financial interest was received
with the prior knowledge that the City intended to purchase such property or
obtain such service.

B. Soliciting or accepting anything of economic value as a gift, gratuity, or favor
from any person, firm or corporation involved in a contract or transaction
which is or may be the subject of official action of the City; provided, that the
such prohibitions shall not apply to:

e Attendance at a hosted meal when it is provided in conjunction with a
meeting directly related to the conduct of City business or where
attendance s appropriate as a staff representative;

s An award publicly presented in recognition of public service.

* Attendance at a hosted meal where general information is being
presented, but where no active consideration of a contract is being
discussed.

» Advertising items of no material value which are widely distributed to
others under essentially the same business relationship with the donor
or any other gift that is deemed by the City Manager to be of
insignificant value such that it does not present a conflict of interest.
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4.07

4.08

C. Disclosing confidential information (except as provided for under public
disclosure regulations), participating in the making of a contract, accepting
private employment or providing private services that would be in conflict or
incompatible with the performance of official duties as a City employee.

Violation of this policy may be grounds for disciplinary action, up to and
including termination.

Employee Orientation

Upon hire or appointment, the Department Director and Human Resources shall
be responsible for the orientation of each employee. Orientation may include
explanation of organization and services of the City, work and safety rules,
personnel manual and procedures, departmental rules and procedures, completion
of payroll forms and introduction to City personnel.

Orientation Period for Initial Hire

A. Upon hire to a regular position, each employee will go through a six-month
period of orientation. Upon the recommendation of the Department Director
and the Human Resources Director, the orientation period may be extended up
to an additional 6 months at the discretion of the City Manager.

B. The orientation period is part of the selection process and affords the
employee and the City an opportunity to evaluate whether the match between
the job and the employee is appropriate.

C. An employee may be discharged without cause or notice prior to the
completion of the 6 month orientation period. Successful completion of the
orientation period should not be construed as creating a contract or as
guaranteeing employment for any specific duration.

D. This section shall not apply to at will employees.

Orientation Period for Promoted or Transferred Employees

A. A promoted or transferred employee shall serve a 3 month orientation period
in the new position. Upon the recommendation of the Department Director
and the Human Resources Director, the orientation pertod may be extended up
to an additional 3 months at the discretion of the City Manager.

B. The promoted or transferred employee may be removed from the new position
at any time prior to the completion of the orientation period by the Department
Director giving written notice of failure to complete the orientation period.
The Department Director shall consult with Human Resources before making
the decision to remove an employee.

C. If removed, the employee may return to the position from which he or she
promoted or transferred by providing written notice to the Department
Director for the former position. This notice must be provided within 5 days
of the notice of failure to complete the orientation period.
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4.10

D. During the orientation period, the promoted or transferred employee may
request to voluntarily return the to former position by making a written
request to the Department Director for the former position. If the position has
not yet been offered to a new employee, the Department Director, after
consulting with Human Resources and any other affected department, may
approve the return.

E. This section shall not apply to at will positions.

Equal Employment Opportunity

It is the intent of the City to provide equal employment opportunity for all
employees and applicants for employment without regard to race, color, religion,
gender, national origin, marital status, age, sexual orientation or disability (as
defined under state and federal law). This policy applies to all terms and
conditions of employment, including, but not limited to: hiring, placement,
promotion, termination, layoff, recall, transfer, leave of absence, compensation,
and training. If an employee believes that his or her rights under this provision
have been violated, he or she should follow the complaint reporting and resolution
process outlined in Section 4.11 Discrimination Complaint Procedure.

Prohibition of Employee Harassment

The City expressly prohibits any form of unlawful employee harassment based on
race, color, religion, sex, national origin, marital status, age, sexual orientation or
disability (as defined under state and federal law) which includes behavior by co-
workers, supervisors, vendors, citizens, or any other individual or group with
whom an employee may come in contact in the course of his/her job duties.
Improper interference with the ability of employees to perform their jobs will not
be tolerated.

With respect to sexual harassment, the City expressly prohibits the following:

A. Unwelcome sexual advances; requests for sexual favors; and all other verbal
or physical conduct of a sexual or otherwise offensive nature, especially
where:

1. Submuission to such conduct is made either explicitly or implicitly a term
or condition of employment;

2. Submission to or rejection of such conduct is used as the basis for
decisions affecting an individual's employment; or

3. Such conduct has the purpose or effect of creating an intimidating, hostile,
or offensive working environment.

B. Offensive comments, jokes, innuendoes, and other sexually oriented
statements or displays.
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4.12

Discrimination Complaint Procedure

Each member of management 1s responsible for creating and maintaining an
atmosphere free of discrimination and harassment, sexual or otherwise. Further,
employees are responsible for respecting the rights of all co-workers.

A.

If an employee believes he or she has experienced any job related harassment
based upon sex, race, color, religion, national origin, marital status, age,
sexual orientation or disability, or believes he or she has been treated in an
unlawful, discnminatory manner, the employee should promptly report the
incident to his or her supervisor. The supervisor will immediately report the
information to the Department Director who will consult with Human
Resources and together they will determine how to investigate the matter and
ensure that appropriate action is taken. Human Resources shall also report the
information to the City Manager.

If an employee believes it would be inappropriate to discuss the matter with
his or her supervisor, the employee may bypass the supervisor and report the
complaint directly to the Department Director or to Human Resources or to
the City Manager. The person receiving the report shall consult with other
appropriate parties, and together they will determine how to undertake an
investigation and ensure appropriate action is taken.

The complaint will be kept confidential to the extent possible.

If the City determines that an employee is guilty of harassing or
discriminating against another employee, appropriate disciplinary action will
be taken against the offending employee, up to and including termination of
employment.

The City prohibits any form of retaliation against any employee for filing a
good faith complaint under this policy or for assisting in a complaint
investigation.

Any employee who makes a complaint in bad faith, who provides false
information regarding a complaint or who engages in any form of retaliation
will be subject to disciplinary action, up to and including termination.

Employment of Inmediate Family

A. Members of the immediate family of City elected officials will not be employed
by the City in any capacity.

B. Members of the immediate family of employees will not be hired if:

1.

One individual would have the authority or power to influence decisions,
supervise, hire, remove or discipline the other;
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2. One individual would be responsible for financially auditing the work of the
other;

3. One individual would handle confidential material that creates improper or
inappropriate exposure to that material by the other; or

4. The member of the immediate family (other than a spouse) would be
employed in the same department as the employee. Spouses may be
employed in the same department if none of the conflicts outlined in Section
4.12, B. 1-3 exist.

If two employees marry or become related and in the judgment of the City
Manager, the problems noted above exist or could exist, one of the employees will
be required to terminate employment unless some step can be taken to eliminate
the problem. The decision to define and implement steps to eliminate the problem
is at the sole discretion of the City Manager. A decision as to which employee
will remain must be made by the two employees within 30 days of the date they
marry or become related. [f the parties do not make a decision within 30 days, the
City Manager shall make the determination

4.13 Personnel Files

Official personnel files are maintained by Human Resources. An employee has
the right to inspect his or her personnel file at reasonable times during regular
business hours. An employee wishing to see his or her personnel file should
contact Human Resources. An employee has the right to have a copy of any
information in his or her personnel file.

Personnel files are kept confidential to the maximum extent permitted by law.

4.14 Reporting Improper Governmental Action and Protecting Employees
Against Retaliation

A. Ttis the policy of the City to encourage reporting by City employees of improper
governmental action and to protect City employees who have reported improper
governmental action in accordance with City policy by providing remedies for
retaliation.

B. Key Definitions:

1. Improper Governmental Action is any action by a City officer or employee
that is:

a. undertaken in the performance of the official's or employee's official
duties, whether or not the action is within the scope of the employee's
employment; and
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b. in violation of any federal, state, or local law or rule, is an abuse of
authority, 1s of substantial and a specific danger to the public health or
safety, or is a gross waste of public funds. "Improper governmental
action" does not include personnel actions. In addition, employees are not
free to disclose matters that would affect a person's right to legally
protected confidential communications.

2. Retaliatory Action means any adverse change in a City employee's employment
status, or in the terms and conditions of employment including: denial of
adequate staff to perform duties, frequent staff changes, frequent and undesirable
office changes, letters of reprimand, demotion, transfer, reassignment, reductions
in pay, denial of promotion, suspension, dismissal, or any other disciplinary
action, not independently justified by factors unrelated to the reporting of
improper government action.

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

. Reporting Mechanism: An employee who becomes aware of improper
governmental action shall report the action to the Department Director. If the
employee reasonably believes that the improper governmental action involves the
Department Director, then the employee shall report the action to the City Manager.
If the employee reasonably believes that the improper governmental action involves
the City Manager, then the employee shall report the action to the Mayor. The person
receiving the report shall notify the City Attorney. In an emergency, the employee
may report the improper governmental action directly to the government agency with
responsibility for investigating the improper action.

. Investigation. The person receiving the report shall confer with the City Attorney
and they shall agree upon an appropriate method of investigation. The person
receiving the report shall ensure that prompt action is taken to properly investigate.

. Confidentiality. The investigation should be conducted as confidentially as
possible. Until the investigation is final, the identity of all employees involved shall
be kept confidential to the extent permitted by law. At all times, the identity of the
reporting employees shall be kept confidential to the extent possible under law,
unless the employee authorizes the disclosure of his or her identity in writing,

When the investigation is completed, the person receiving the report shall advise all
employees involved in the investigation of a summary of the results of the
investigation, except that personnel actions taken as a result of the investigation may
be kept confidential.

. If an employee fails to make a good faith attempt to follow the provided reporting
mechanism, the employee shall not be entitled to receive the protection against
retaliation provided by this policy. Any false or frivolous claims or reporting will be
subject to disciplinary action up to and including termination.

. Protection Against Retaliatory Actions. The City is prohibited from taking
retaliatory action against an employee because he or she has in good faith reported an
improper government action in accordance with this policy.
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1. An employee who believes he or she has been retaliated against shall provide
written notice of the charge of retaliatory action to the City Manager (or to the
City Attorney if the charge is against the City Manager) within 30 days of the
alleged retaliatory action. The notice shall specify the alleged retaliatory action
and the relief requested.

2. The City Manager shall have 30 days to respond to the charge.

1. Appeal to the State. Upon receipt of the City Manager’s response, or after the 30
day response period, the employee may request a hearing before a state
administrative law judge for the purpose of establishing that a retaliatory action
occurred and to obtain appropriate relief provided by law. The employee must
submit the request for a hearing to the City Manager within 15 days of delivery of
the City Manager’s response, or within 15 days after the response period has expired.
Within 5 working days of receipt of a request for hearing, the City shall apply to the
State Office of Administrative Hearings for an adjudicative proceeding before an
administrative law judge (ALJ).

J. Relief Granted Under The Act

1. Reinstatement, with or without pay.

2. Injunctive relief necessary to return the employee to the position he or she held
before the retaliatory action and to prevent the recurrence of retaliation.

3. Costs and reasonable attorneys' fees.

4. Penalty assessed against each individual retaliator or up to $3,000 plus
recommendation to City Manager that retaliator be suspended or dismissed.

5. State law does not provide for general economic damages or damages for
emotional distress.

K. List Of Agencies: The following is a partial list of agencies responsible for enforcing
federal, state and local laws and investigating other issues involving improper
governmental action. Employees having questions about these agencies or the
procedures for reporting improper governmental action are encouraged to contact the
following:

CITY OF SHORELINE

City Attorney or City Manager
Shoreline City Hall

17544 Midvale Ave. N,
Shoreline, WA 98133

(206) 546-1700

KING COQUNTY

King County Ombudsman
213 King County Court House
Seattle, WA 98104

(206) 296-3452
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King County Prosecuting Attomey

King County Court House

Seattle, WA
Criminal Division (206) 296-9000
Fraud Division (206) 296-9010
Civil Division {206) 296-9015

TATE QF W

State Auditor’s Office State Dept. of Ecology
PO Box 40021 3190 - 160th SE
Olympia, WA 98504-0021 Bellevue, WA 98008-5852
(360) 753-5280 (206) 649-7000
State Human Rights Commission State Dept. of Labor and Industries
402 Evergreen Plaza Bldg. FI-41 300 West Harrison, Room 201
711 South Capitol Way Seattle, WA
Olympia, WA 98504-2490 (206) 281-3400

TATE VE T
Equal Employment Opportunity Commission ~ Department of Labor
2815 Second Avenue, Suite 500 1111 Third Ave., Suite 715
Seattle, WA Seattle, WA
(206} 553-8306 (206) 553-5930

A complete listing of agencies to which complaints of improper governmental action may
be made is available from Human Resources.

4.15  Outside Employment
The City expects that it shall be the primary employer for all regular employees.
Therefore, employees shall not engage in, accept public or private employment
from, or render services for pay for any public or private interest when such
activity may:

A. Occur during working hours;

B. Detract from the efficiency of the employee while performing City duties;

C. Constitute a conflict of interest or create an appearance of impropriety as

determined by the City Manager;

Stem from privileged information or contacts made during City employment

which would give an unfair insider advantage;

Take preference over extra duty required by City employment;

Interfere with emergency callout duty;

Tend to impair independence of judgment or action in performance of

official duties;

Involve the use of any City resources such as copiers, telephones, supplies,

other equipment, or time; or

L. Interfere in any other manner with the employee’s provision of quality
customer service

Q@mm O

=
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Prior to engaging in any outside employment, an employee shall provide his or
her Department Director with written notice of his or her intent to engage in the
outside work. If an employee is unsure as to these criteria or the effect of his or
her outside employment, he/she should consult with his or her Department
Director or the Human Resources Director for clarification. After receiving the
employee’s request, the Department Director shall consult Human Resources
and if the request complies with this policy, the Director may approve the
outside employment.

If the Department Director, in consuitation with the Human Resources Director,
determines that the outside employment interferes with or reduces the efficiency
of City employment, then the Director shall recommend to the City Manager
that the request to engage in the employment shall be denied. After considering
the employee’s written request and the recommendation of the Department
Director and Human Resources, the City Manager shall make a decision
approving ot denying the request.

Failure to comply with these provisions concerning outside employment may be
grounds for disciplinary action, up to and including termination,

5.00 GENERAL WORKING CONDITIONS AND PERSONNEL
ADMINISTRATION

5.01

5.02

Working Hours

The workweek for regular, full-time employees is 40 hours. The daily hours of
work shall be set by the Department Director with respect to each department as
necessary for the efficient operation of the City. Employees may be requested to
work different schedules, including varying shifts, weekends, holidays and
overtime to meet the needs of the City or of specific departments, Varying
schedules or overtime may also be required in emergency situations as defined by
the City Manager,

Employees may request to work flex time or to job share. Flex time and job share
arrangements may not interfere with efficient City operation and must provide for
effective service delivery. Flex time and job share must be approved by the
Department Director, after consultation with Human Resources.

Lunch and Rest Breaks

All employees working an 8 hour day shall be entitled to at least a one half hour
unpaid meal peried within five hours of the beginning of his/her shift, and
scheduled as close to the mid point of the day as possible. In addition, employees
are entitled to a paid ten minute rest break for each four hours of working time.
Employees who are able to take a break as needed do not have to take a formally
scheduled break. Breaks shall be arranged so as not to interfere with normal
business operations. All breaks should be taken away from the employee's
immediate work area. Breaks cannot be combined or saved until the end of the
day in order to arrive at work late or to leave work early.
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5.03

5.04

5.05

Overtime, Standby and Callback (non-exempt employees)

Overtime: All non-exempt employees will receive compensation for approved
time in paid status in excess of 40 hours in a work week. Employees receiving
overtime will be paid at one and one-half the regular hourly rate of pay. All
overtime must be authorized in advance by the supervisor.

Standby: A department may assign an employee who may be needed to work
during off-hours to be on standby. Standby assignment normally will be rotated
among similarly situated employees. An employee placed on standby shall be
provided with a paging device to enable the employee to conduct his or her
personal business within range of the paging device. Each employee on standby
will receive compensation at the currently established rate for those hours on
standby, and this allowance will be suspended when callback commences.
Standby is not to be counted as hours worked for purposes of computing overtime
or eligibility to receive benefits. Employees on standby will be expected to report
for work within an hour of a request. If an employee on standby status fails to
respond to a call to return to work, he or she may be subject to disciplinary action.

Callback: Employees called back to work shall be paid a minimum of two hours
at a rate of time and one-half. Hours worked on callback beyond the 2 hour
minimum shall be paid at the overtime rate of pay, unless such time is part of the
employee’s regularly scheduled work shift.

Compensatory Time (Non-Exempt Employees)

Limited amounts of compensatory time may be granted. A non-exempt employee
who is in paid status more than 40 hours in a work week may earn compensatory
time at one and one-half times the straight time, instead of paid overtime, when
requested by the employee and approved by the employee’s supervisor.
Compensatory time may not accumulate beyond 40 hours, and must be used
within six months of award. Compensatory time not used within six months will
be paid.

Inciement Weather

The City is in the business of providing vital public services and therefore does
not cease operations during times of inclement weather or natural disasters. The
City may be the only organization providing essential services to citizens.
Therefore, all employees are asked to make every reasonable effort to report to
work during such times even if it is inconvenient.

A non-exempt employee who is unable to get to work or who leaves work early
because of weather or natural disaster conditions may either charge the time
missed against accrued vacation leave, compensatory time, or take leave without
pay for the time missed. Tardiness due to an employee's inability to report for
scheduled work because of severe weather conditions may be allowed up to one
hour at the beginning of the work day or at the discretion of the City Manager.
Inclement weather or natural disaster tardiness in excess of that allowed by the
City Manager shall be charged as provided above.
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5.06

5.07

In the event that the City Manager advises employees not to report to work or to
leave early due to inclement weather or natural disaster, such time off will be
paid time off and not charged to accrued vacation leave or compensatory time.
Non-exempt employees who are available and report to work or continue to
work 1n this situation, if requested by the City Manager, shall either be paid time
and one-half for the actual hours worked or be given compensatory time off, at
another time mutually agreed upon by the employee and the supervisor.

Performance Management System

Each regular employee's performance will be evaluated by his or her supervisor
on an ongoing basis. The City’s Performance Management System involves
annual evaluations and quarterly reviews. An employee must receive passing
scores on both the essential knowledge, skills and abilities and the City values on
diversity and ethics in order to receive the annual merit step increase. The System
also includes performance development planning. Detailed information
concerning the System is contained on the System’s forms.

Employees who disagree with their performance evaluations may provide
comments on the evaluation form itself and may also submit a rebuttal in writing
that will be attached to a copy of their performance evaluation and kept in their
official personnel file. Employees may also appeal pursuant to Section 8.15
Complaint Resolution Procedure,

Classification and Compensation Plan

The City has a strong interest in attracting and retaining excellent employees. It
is the policy of the City to maintain a comprehensive classification and
compensation program. Within budget limitations, the City endeavors to pay
salartes competitive with those paid within comparable jurisdictions and within
the applicable labor market.

The City Manager shall be responsible for the administration of the
classification and compensation plan. All changes in classifications and changes
in assignment of classifications to salary ranges must be approved by the City
Manager.

A. Classifications. A classification description consisting of an appropriate
title, description of duties, statement of minimum education, experience and
training is prepared and maintained for all regular positions within the City.
Each classification is assigned a salary grade and corresponding salary range
by the Human Resources Director and the City Manager, with input from the
appropriate Department Director. Periodically, the City may revise its
classification descriptions and re-evaluate individual jobs.
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B. Classification Review. An employee who does not believe that his or her
classification accurately reflects the current duties of the position may
request a review of his/her classification r by the Department Director. .
After review by the Department Director and the Human Resources Director,
any changes shall be recommended to the City Manager for reclassification
as appropriate. The City Manager retains the final authority to approve or
disapprove changes in classifications, within budgetary guidelines, and/or
assignment of duties to employees. Any changes in classification that would
increase an employee’s pay rate will be retroactive to the date of submittal of
the request for review.

C. Steps. The compensation plan consists of minimum and maximum salaries
and six salary steps for each class of positions. The steps are set at 4%
increments. Each step is an annual step. Once the top step is reached, the
employee remains in the top step as long as the employee remains in the
position.

D. Starting Rates of Pay: New employces generally will begin their
employment at step 1 of the range for the classification. At the request of a
Department Director, the Human Resources Director may recommend to the
City Manager that a new employee start at a higher step. The City Manager
must give approval prior to offering a salary above step }. Offers will be
extended by either the Human Resources Department or the Department
Director.

Circumstances that support hiring above Step 1 include

1. Additional and directly applicable education or experience above the
minimum requirements

2. Market conditions, including the applicant’s current salary, that support a
higher starting salary

3. The proposed higher salary will not create inequities with existing
internal salaries

E. Step Increase. Regular employees not at the top step will be considered
annually for advancement to the next step. The employee will receive the step
increase if approved by the Department Director as part of the emiployee’s
annual performance evaluation. The step increase will be effective on the step
increase date.

F. Prometion. A regular employee receiving a promotion shall be placed in the
first step in the new range that provides for at least a 5% increase or the top
step of the new range if there is not step that allows at least a 5% increase. The
employee’s promotion date becomes the employee’s step increase date.

If the Department Director believes that circumstances warrant an exception to
the 5% placement rule, and if the Human Resources Director concurs, they
may recommend to the City Manager a higher placement. Circumstances that
support a placement greater than a 5% increase are:
1. Additional and directly applicable education or experience above the
minimum requirements
2. Market conditions that support a higher starting salary
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3. The proposed higher salary will not create inequities with existing
internal salaries

G. Tramsfer. A regular employee receiving a transfer shall remain in the same
step and retain the same step increase date.

H. Demotion.

1.

Disciplinary Demotion. If the demotion is a result of a disciplinary
action, the employee shall be placed in the highest step in the new range
that provides for a decrease. The demotion date will become the
employee’s new step increase date.

Any Other Demotion. If the demotion is a result of any reason other
than discipline and the employee’s current salary is within the new pay
range, the employee shall remain at the same rate of pay until the
employee’s next step increase date. On the step increase date, the
employee shall move to the next step in the new range that provides for
an increase. The employee shall retain the same step increase date.

If the employee’s current salary is higher than the top step of the new
salary range, the employee shall be placed in the top step of the new
range.

I. Y-Rating. When a regular employee’s position has been y-rated, the
employee will remain at the same rate of pay until the pay range increases
enough to include that rate. At that time, the employee shall be placed in the
first step that does not provide for a decrease. No COLA or step increase will
be awarded during this period.

Out of Class Pay

When a Department Director or the City Manager assigns a regular employee
substantially higher paid responsibilities outside the scope of his or her job
classification and the assignment exceeds ten working days, the employee shall be
paid an additional 5% for the entire period of the out of class work. The
assignment and the out of class pay must be in writing and approved by Human
Resources prior to the Department Director making the assignment.

If the Department Director believes that circumstances warrant an exception to the
5% placement rule, and if the Human Resources Director concurs, they may
recommend to the City Manager a higher placement. Circumstances that support a
placement greater that a 5% increase are:

1.

2.
3.

Additional and directly applicable education or experience above the
minimum requirements

Market conditions that support a higher starting salary

The proposed higher salary will not create inequities with existing internal
salaries

The proposed higher salary is not higher than would be awarded if the
employee were promoted into the position.

77



5.09

5.10

5.11

Garnishment

The City will honor and process any legally served writ of garnishment against
any employee without prejudice towards the employee.

Employee Training and Development

It is the intent of the City to provide training opportunities to employees for
building of skills directly related to the job. These opportunities may include in-
house workshops, or workshops and seminars sponsored by other agencies or
institutions.

Educational Reimbursement Program

The City has established an educational reimbursement program to help eligible
regular employees develop their skills and upgrade their performance. All full
time regular employees who have completed a minimum of one year of service
are eligible to participate in the program.

Under the program, educational reimbursement is provided for courses offered
by approved institutions of learning, such as accredited colleges, universities and
secretarial and trade schools. Courses must be, in the City’s opinion, directly or
reasonably related to the employee’s present job or consistent with the
employee’s performance development plan. Courses must not interfere with job
responsibilities and must be taken on the employee’s own time.

Reimbursement covers actual costs of tuition and registration fees only and is
limited to a maximum of six credits per semester or nine credits per quarter for
approved courses. The employee must pass the course in order to receive
reimbursement.

Employees eligible for reimbursement from any other source (e.g., a government
sponsored program or a scholarship) may seek assistance from this program but
will be reimbursed only for the difference between the amount received from the
other funding source and the actual course cost up to the maximum
reimbursement allowable under this policy.

To be eligible for reimbursement, the employee must submit a tuition
reimbursement form to his or her supervisor prior to the scheduled
commencement of the course(s), receive written approval from the Department
Director and Human Resources in advance, be actively employed by the City at
the time of course completion and pass the course. The employee should also
have raised the 1ssue of pursuing this education as part of the performance
development planning discussions of the Performance Management System.

On completion of the course, the employee must submit to the Human
Resources Department an official transcript from the school, indicating grade
received and a receipt or other official proof of payment.
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5.12

Telecommuting Policy
A. General Policy. Telecommuting is a management program that may be used

to reduce employee commute trips, to accommodate special needs of
employees, to increase employee motivation and/or productivity. The City
encourages the use of telecommuting as a work option in situations where it
will work to the mutual benefit of the employee, the City and the City’s
customers.

. Purpose. The purpose of this Policy is to define the telecommuting program

and the guidelines and rules under which it will operate. Situations may arise
where an employee may work at home on a temporary, short term basis to
accomplish a particular assignment or project. A temporary arrangement
planned for less than one month duration is within management’s discretion
and does not require compliance with this Policy. All managers, supervisors
and telecommuters should be familiar with the contents of this Policy.

. Terms of Employment. Telecommuting does not change salaries, benefits,

job responsibilities, sick leave, vacation leave policies or any other basic terms
of employment.

. Selection. Telecommuting 1s only feasible for those tasks within a job which

are amenable to being performed away from the regular office. Selection of
employees shall not be arbitrary, but shall be based on specific, written work
related criteria established by management. Selection may be based upon
reasonable accommodation provisions for employees with disabilities.
Employee participation in telecommuting is voluntary. Final selection
decisions shall be within the sole discretion of the City.

. Criteria. In deciding whether to approve telecommuting arrangements for an

employee, managers must consider:
1. the nature of the employee’s job and
2. the employee’s demonstrated performance.
a. Job Characteristics A job that is appropriate for telecommuting typically
has the following characteristics:
s Face-to-face interactions can be scheduled.
» Internal and external customer needs can be satisfied from the
alternate workplace
e Use of resources that must stay at the regular office can be
scheduled (such as reference materials or special equipment)
e Clear objectives can be set and tasks can be clearly defined
e  Work flow can be scheduled
e Certain tasks can best be completed during quiet,
uninterrupted time.
* Telecommuting can occur without negatively impacting
customer service or other employees’ work.

b. Performance Characteristics Before allowing an employee to work at
an alternate workplace, the manager should determine that the
employee has demonstrated the following kinds of performance
characteristics:

¢ Completes assignments independently and on time, meeting
the manager’s standards for quality
¢ Asks for assistance when it is needed
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¢ Communicates effectively with supervisor, co-workers,
support staff and customers

e Sets appropriate priorities, changes priorities as needed and
maintains a suitable altemate workplace

» Demonstrates dependability and responsibility

» Operates, adjusts and/or repairs computer or other
equipment independently, to the degree required at the
alternate workplace

F. Scheduling. Telecommuters need regular contact with supervisors and co-
workers and access to specialized files and/or equipment. In addition, the
supervisor must take actions to prevent the telecommuter from becoming
1solated from the regular office staff. Therefore, telecommuters should
spend the majority of their work time in the regular office, except under
unusual conditions.

Office needs take precedence over telecommute days. A telecommuter must
forgo telecommuting if needed in the office on the regularly scheduled
telecommute day.

G. Hours of Work and Overtime. All work schedules are discretionary and
require management approval. Any work schedule may be approved for an
individual telecommuter as long as the work schedule is consistent with the
requirements of the employee’s position and agreed to by the Department
Director. A telecommuter may telecommute for part of a day to avoid peak
commute periods.

Overtime and call back must be authorized by management in accordance
with these personnel policies. Compensatory time off will be authorized by
management in accordance with these personnel policies.

As with any work schedule, changes in work schedules may be made to meet
management needs or to accommodate an employee’s request and shall be at

the discretion of the City.

Normal leave policies apply to any instance where the telecommuter does
not perform work at the alternative workplace as scheduled.
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H. Equipment and Software

1.

Voucher. At the start of telecommuting, the City will provide the
telecommuter with a one time voucher to be used to purchase or to
modify necessary equipment and software. The voucher is paid as
reimbursement to the telecommuter for actual purchases and shall be
supported by appropriate receipts. The maximum amount of the voucher
shall be $750. In order to be eligible for the voucher, the telecommuter
must receive prior written approval of the purchases/modifications and
the amount by the manager.

Owner. The equipment and software purchased by the telecommuter
shall become the property of the telecommuter. Any expenses beyond the
amount of the voucher shall be the responsibility of the telecommuter.

Reimbursement. If the telecommuting relationship ends prior to the
completion of one year, the employee shall reimburse the City the full
amount of the voucher. If the telecommuting relationship ends after one
year, but prior to the completion of two years, the employee shall
reimburse the City one-half the amount of the voucher. Afier more than
two years of telecommuting, the employee shall not owe the City any
reimbursement upon termination of telecommuting,.

Network Connections. Telecommuters connecting their own personal
computer equipment to City equipment must obtain advance approval and
must follow instructions provided by the City. If the telecommuter makes
changes to the computer that result in an incompatible or unsupported PC
configuration, the telecommuting agreement may be terminated. The
telecommuter must take adequate measures to protect against computer
viruses, including scanning any disks for viruses prior to using.

Maintenance, Repair and Replacement. In the event of equipment
malfunction, the telecommuter must notify his/her supervisor
immediately. The City will not provide onsite assistance at the alternative
workplace, but may be able to provide troubleshooting assistance over the
telephone. If repairs will take some time, the telecommuter may be asked
to report to the regular office until the equipment is usable.

Repairs to telecommuter owned equipment will be the responsibility of
the telecommuter. If necessary equipment is stolen or malfunctions and
the telecommuter determines not to replace or repair the equipment, the
telecommuting agreement shall be terminated.

Confidential and Sensitive Information. As with all employees,
telecommuters are expected to adhere to all laws, policies, regulations and
procedures regarding security and confidentiality for the computer, its data and
information and any other information handled in the course of work.
Telecommuters must protect confidential information and irreplaceable
documents.

81



J. The Alternate Workplace Environment. Alternate workplaces must be clean
and free of safety hazards. The alternate workplace must be in compliance with
all building codes. The facility must be free of hazardous materials. The
telecommuter is responsible for ensuring his or her alternate workplace complies
with these health and safety requirements. Management may deny an employee
the opportunity to telecommute or may rescind a telecommuting agreement based
on safety of the alternate workplace. Management may also have the altemnate
workplace inspected for compliance with health and safety requirements.
Inspections will be by appointment only.

If a telecommuter incurs a work-related injury while telecommuting, worker’s
compensation law and policies apply. Telecommuters must notify their
supervisors immediately and complete all necessary and/or management
requested documents regarding the injury.

The opportunity to participate in the telecommuting program is offered with the
understanding that it is the telecommuter’s responsibility to ensure a proper work
environment is maintained. Telecommuting is not a substitute for dependent care
and the telecommuter must make regular dependent care arrangements. Personal
disruptions such as non-business telephone calls and visitors must be kept to a
minimum. Failure to maintain a proper work environment, as determined by
management, provides cause for an employee’s immediate termination from the
telecommute program.

K. Termination

/. Termination of Telecommuting Program. Management may terminate the
City’s Telecommuting Program for any reason, at any time, with advance
written notice to the employees.

2. Termination of Individual Telecommuter’s Participation in Program.
Because participation in telecommuting is a bilateral voluntary agreement,
management may terminate an individual telecommuter’s participation in the
program, without cause, at any time, with advance written notice.
Termination of a telecommuter’s participation for cause may be immediate
and does not require advance written notice. The telecommuter may also
request to terminate participation, without cause, at any time. Management
will make arrangements for the employee to begin working at the regular
office as quickly as possible

Telecommuting opportunities are based upon program requirements as
determined by management. Therefore, employees previously participating
in a telecommuting assignment are not assured of a telecommuting
assignment when returning from a leave of absence or after a job transfer.
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L. Telecommuter’s Agreement and Supervisor’s Checklist. The Telecommuter’s

Agreement documents the mandatory policies in effect and the results of any
other agreements between the supervisor and the telecommuter. This Agreement
must be signed by both parties prior to the start of telecommuting and must be
reviewed and renewed at least annually to ensure that the guidelines for
participating in the program are well understood. The Supervisor’s Checklist
provides a way to verify that all essential parts of the start-up of a telecommuting
arrangement with an employee have been covered prior to the actual start of
telecommuting.

. Renewal of Telecommuting Agreements Each Agreement should be discussed

and renewed at least annually, whenever there is a major job change or whenever
the telecommuter or supervisor changes positions. Because telecommuting was
selected as a feasible work option based on a combination of job and
performance characteristics, a change in any one of these elements may require a
review of the telecommuting arrangement,

6.00 EMPLOYEE BENEFITS AND TIME OFF

6.01

Annual Vacation

Regular employees shall be given annual vacation. Regular part-time employees
shall accrue vacation based on the ratio of their normally scheduled workweek to
a forty-hour week. Extra help employees are not eligible for these benefits.
Vacation shall be accrued monthly as follows:

Time Days Hours/month

Zero to 12 months 12 days of vacation 8.0 hours
After 1 year employment 13 days of vacation 8.6 hours
After 2 years employment 14 days of vacation 9.3 hours
After 3 years employment 15 days of vacation 10.0 hours
After 4 years employment 16 days of vacation 10.6 hours
After 5 years employment 17 days of vacation 11.3 hours
After 8 years employment 18 days of vacation 12.0 hours
After 10 years employment 19 days of vacation 12.6 hours
After 12 years employment 20 days of vacation 13.3 hours
After 15 years employment 23 days of vacation 15.3 hours

A. The maximum number of vacation hours that may be carried over from
December 31 of one year to January 1 of the next year is equal to two years’
accumulation. In cases where City operations have prevented an employee
from using vacation time, the Department Director with the approval of the
City Manager may allow unused accrual in excess of the amount specified
above to be cairied over. Vacation leave not used shall be forfeited unless in
conformance with the above.
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6.02

6.03

B. Inrequesting vacation, employees should consider the City’s needs to conduct
the public business and to have time to plan for vacation coverage. Managers
should respect employees’ needs to take vacation. An employee’s reasonable
request for vacation should be approved unless the granting of the vacation
would negatively compromise the business needs of the City. In case of
conflict 1n scheduling vacation leave, normally the earliest request shall be
given the preferred vacation choice.

C. An exempt employee shall not have deductions taken for vacation absences of
less than a full day.

D. In the event of separation from service for any reason other than retirement,
the employee shall be paid for any acerued vacation earned and not taken. In
the case of retirement as defined by the rules and regulations of the
Washington State Public Employees Retirement System, the maximum cash
out shall be 240 hours.

E. Vacation for a new employee shall accrue at the above rates but shall not be
used until after six months unless special authorization has been granted by
the City Manager. The City Manager is authorized to negotiate higher accrual
levels and/or starting balances of vacation with individual staff members.

Management Leave.

On January 1* of each year, each exempt employee shall receive 3 days of
management leave. A new exempt employee hired before July 1 shall receive all
3 days. A new exempt employee hired between July 1 and October 1 shall receive
1 day; a new exempt employee hired after October 1 shall not receive any days of
management leave until the next calendar year. The leave is to be used each year;
any management leave not used during the calendar year shall not be carried into
the next year.

Holidays

The following helidays are granted to regular employees as the normal workday
off with full pay:

New Years Day January 1st

Martin Luther King's Birthday 3rd Monday in January
President's Day 3rd Monday in February
Memorial Day Last Monday in May
Independence Day July 4th

Labor Day 1st Monday in September
Veteran's Day November 11th
Thanksgiving 4th Thursday in November
Day after Thanksgiving Day after Thanksgiving
Christmas December 25th

Personal Day Two (2) days

Extra help employees are not eligible for these benefits.
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6.04

. A personal day needs to be scheduled by mutual agreement of the employee

and the supervisor and may be used for any reason, or as an extension of
vacation or sick leave. Non-exempt staff may use these days as a full normal
workday or as 16 hours in increments of one or more hours. Exempt staff
must utilize a full day at a time.

. Personal Days will be awarded effective January 1 of each year. An

employee hired July 1 or later will receive only one personal day in that
calendar year. Any personal days not used by the end of the calendar year
will be forfeited.

. 1f a designated holiday falls on a Saturday, the preceding Friday shall be

observed and 1f the holiday falls on a Sunday, the following Monday shall be
observed. If a designated holiday falls on any other regularly scheduled day
off, the holiday shall be observed on either the immediately preceding or
immediately following work day, as determined by the City Manager.

. Employees must be in a pay status on the workday prior to and the workday

tollowing a holiday to be eligible for holiday pay.

. Regular part-time employees shall observe the established holidays and be

compensated for same on a pro rata basis.

. If an employee's religious beliefs include observance of a holiday that is not

a City holiday, the employee may, with approval of the Department Director,
take the day off using a personal day, vacation, compensatory time, or leave
without pay.

. Nonexempt regular employees working on a holiday (either the actual

holiday or the City recognized holiday) shall be paid at time and a half for all
hours worked. In the case that an employee works both the actual holiday
and the corresponding City recognized holiday, the employee shall only
receive the holiday pay for one of the days. The pay shall be for the hours
worked on actual holiday, unless the employee makes a written request for
pay for the City recognized holiday instead of the actual day. Example:
Independence Day falls on Sunday, July 4™ the City recognized holiday is
Monday, July 5". Employee A works Sunday and receives time and a half
for all hours worked. Employee B works Monday and receives time and a
half for all hours worked. Employee C works both Sunday and Monday and
will be paid time and a half only for the hours worked on Sunday, unless he
or she makes a written request to be paid time and a half for the hours
worked Monday, instead of Sunday.

Sick Leave

Policy: The purpose of sick leave is to provide an “insurance policy” of a bank
of paid leave to be used in the event that an employee or immediate family
member experiences an illness or disability that requires an employee to be
absent from work. Employees who are ill or disabled are expected to use sick
leave to recover and to not report to work when they could expose co-workers to
illness. Sick leave is earned and to be used under the following conditions:
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. Full-time regular employees shall accrue sick leave at the rate of eight hours
for each month worked. Regular part-time employees shall accrue sick leave
based on a pro-rata amount to reflect their normally scheduled workweek as
compared to a full-time workweek of 40 hours. Extra help employees are
not eligible for these benefits.

. Sick leave may be taken when an employee is ill, injured, disabled
(including a disability due to pregnancy or childbirth) or has been exposed to
a contagious disease where there is a risk to the health of others, or for
medical or dental examinations or treatment when such appointments cannot
be scheduled outside of working hours. Sick leave may also be used to care
for a member of the immediate family under these conditions.

. A regular employee may use sick leave for family leave as provided in
Section 6.06, Family Leave.

. A regular employee may use sick leave when the use of a prescription drug
Impairs job performance or safety.

. After three days of sick leave an employee may be asked to provide a
doctor’s note or other evidence of inability to work at the discretion of your
supervisor or Department Director.

. Each employee, or someone on his/her behalf, should inform his/her
supervisor if unable to come to work. This notification should be done each
day prior to the scheduled starting time unless on long-term leave, so
arrangements can be made to cover the absence.

. If an employee on approved vacation is hospitalized or experiences a similar
extraordinary sick leave event, the employee may make a written request to
the City Manager to convert the sick leave connected time from vacation
leave to sick leave. The City Manager shall consider the facts involved and
shall approve or deny the request.

. Sick leave accrual is capped at 1040 hours or a pro-rata share for part-time
employees.

Upon retirement as defined by the rules and regulations of the Washington
State Public Employees Retirement System, an employee shall be patd for
10% of their accrued but unused sick leave.

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 normal salary. 1f
sick leave is exhausted, the City will use other available leave to supplement
the time loss, unless the employee otherwise notifies Payroll in writing. If
an employee is awarded time loss payments for a period that the employee
has already used sick leave or other available leave, the employee shall
submit the L & I check to Finance and “buy back™ the equivalent amount of
leave used. While on time loss, the employee’s salary may not exceed the
employee’s normal salary.
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6.05

6.06

Donated Leave
A. Criteria. A Department Director, after consulting with Human Resources,

may recommend that the City Manager allow a regular employee to receive
donated sick leave from another regular employee. The City Manager may
approve the donated leave if he or she finds that the employee meets all of the
following criteria:

1. The employee needs leave that qualifies for sick leave, which is of an
extraordinary or severe nature and that has caused, or is likely to cause,
the employee to either go on leave without pay or to terminate
employment; and

2. The employee has depleted all of his or her available leave time; and

3. The employee has abided by all applicable policies regarding sick
leave use; and

4. The employee has been found ineligible for benefits under Chapter
51.32 RCW (Worker’s Compensation).

Donation. An employee may donate up to 25 hours annually of his/her sick
leave balance. An employee is not eligible to donate sick leave hours unless a
balance of 80 hours will be maintained. An employee may also choose to
donate accrued vacation leave. The donating employee in either case shall
submit a written request to Human Resources.

Value of Leave. Donated hours will be used on an hour for hour basis with
no consideration given to the dollar value of the leave donated.

Treatment of Leave Remaining. If more leave is donated than is used, the
hours of leave that remain shall be returned to the employee(s) donating the
leave on a pro rata basis. Sick leave hours so transferred shall not be utilized
for the purposes authorized in Section 6.04 1.

Family Leave

A

The City complies with the Federal Family and Medical Leave Act of 1993
(the FMLA - 29 U.S.C.A,, 2611) and all applicable state laws (RCW 49.78)
related to family and medical leave. This policy provides detailed information
concerning the terms of FMLA.

Length of Family Leave and Eligibility: Eligible employees may take up to
12 weeks of unpaid, family leave every 12 months for certain family and
medical reasons. To be eligible, an employee must have worked for the City
for at least 12 months and for at least 1,250 hours over the previous 12
months.

Reasons for Taking Leave: Family leave is provided for any of the
following reasons:

1. To care for an employee’s child after birth or placement for adoption or
foster care.

2. To care for an employee’s spouse child or parent who has a serious health
condition.

3. If a serious health condition makes an employee unable to perform the
functions of his or her job.
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Leave to care for a child after birth or placement for adoption or foster care
must be concluded within 12 months of the birth or placement.

D. Definitions. For the purposes of this policy, the following definitions apply:

1.

Child: a) A biological, adopted or foster child, a stepchild, a legal
ward or a child of a person standing in loco parentis (in place of the
parent) if the child is younger than 18; or
b) A biological, adopted or foster child, a stepchild, a legal
ward or a child of a person standing in loco parentis if the child is 18
or older and incapable of self care because of a mental or physical
disability
Parent: A biological parent of an employee or an individual who
stood in loco parentis to that employee when the employee was a
child.
Serious Health Condition: An injury, illness, impairment or
physical or mental condition that involves:
a) hospital care: any period of incapacity or subsequent
treatment connected with or consequent to inpatient care
{an overnight stay) in a hospital, hospice or residential
medical care facility; or
b) absences plus treatment: any period of incapacity of
more than three consecutive calendar days including any
subsequent treatment or period of incapacity relating to
the same condition that also involves 1) treatment 2 or
more times by a health care provider, by a nurse or
physician’s assistant under direct supervision of a health
care provider or by a provider of health care services
under orders of, or on referral by, a health care provider;
or 2) treatment by a health care provider on at least 1
occasion which results in a regimen of continuing
treatment under the supervision of a health care
provider;
¢) pregnancy: any period of incapacity due to pregnancy
or for prenatal care; or
d) chronic conditions requniring treatments: a chronic
condition which 1) requires periodic visits for treatment
by a health care provider or by a nurse or physician’s
assistant under the direct supervision of a health care
provider; 2) continues over an extended period of time;
and 3) may cause episodic rather than a continuing
period of incapacity;
¢) permanent/long term conditions requiring
supervision: a period of incapacity which is permanent
or long term due to a condition for which treatment may
not be effective. The employee or family member must
be under the continuing supervision of, but need not be
recelving active treatment by, a health care provider;
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f) multiple treatment (non-chronic conditions): any
period of absence to receive multiple treatments
(including any period of recovery therefrom) by a health
care provider or by a provider of health care services
under orders of or on referral by, a health care provider,
whether for restorative surgery after an accident or other
injury, or for a condition that would likely result in a
period of incapacity of more than three consecutive
calendar days in the absence of medical intervention or
treatment.
4. Incapacity: inability to work, attend school or perform other
regular daily activities due to the serious health condition, treatment
therefore or recovery therefrom.

E. Intermittent Leave: Under some circumstances, family leave may be taken in
separate blocks of time or by reducing a normal weekly or daily work
schedule. Family leave may be taken intermittently if medically necessary
because of a serious health condition (the employee’s, or that of a spouse,
child or parent). If family leave is for birth or placement for adoption or foster
care, use of intermittent leave is subject to Department Director approval.

F. Substitution of Paid Leave: Certain kinds of paid leave must be substituted
for unpaid family leave. Accrued vacation, personal days and comp time must
be substituted for any type of family leave. Accrued sick leave must be
substituted in the circumstances where City policies allow employees to use
sick leave. When paid leave is available and allowed that paid leave must be
exhausted before unpaid leave is allowed as family leave.

Both paid and unpaid leave count against the 12- week allowance. The
employee 1s required to notify the City if any leave is used for a reason
covered by the family leave.

G. Advance Notice: An employee shall provide advance notice of the need for
family leave along with the requested dates for the leave, Taking leave, or
reinstatement after leave, may be denied if these requirements are not met.

Notice must be provided at least 30 days in advance of the leave if the reason
for the leave is birth, placement for adoption or foster care. If 30 days notice
1s not possible due to the employee taking physical custody of the child at an
unanticipated time, notice must be given as soon as possible and at least
within 5 working days of the placement. The employee shall adhere to the
dates of leave requested unless the birth is premature, the mother is
incapacitated by the birth and is unable to care for the child, the employee
takes physical custody at an unanticipated time or the employee and
Department Director agree to alter the dates. If there is a premature birth,
incapacity or unanticipated placement, the employee must give notice of
revised dates as soon as possible and at least within 5 working days.
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Notice must be provided at least 14 days in advance of the leave if the reason
for the leave 1s a serious health condition and the leave is foreseeable. The
employee should make reasonable efforts to schedule the leave to not unduly
disrupt the City’s operations. If the leave is not foreseeable, the employee or
the employee’s representative shall provide notice within 1 or 2 working days,
except in extraordinary circumstances.

. Mediecal Certification. The City requires the provision of a medical
certification to support a request for leave because of a serious health
condition (the employee’s, or that of a child, spouse or parent) whenever the
leave is expected to extend beyond five consecutive working days or will
involve intermittent or part-time leave. The City may require second or third
opinions, at its option, at City expense.

The City requires all employees on family leave due to the employee’s serious
health condition or due to the birth of a child to provide a medical certification
of fitness for duty prior to return to work after a medical leave that extends
beyond 10 consecutive working days.

Periodic Reporting: If an employee takes leave for more than two weeks, the
City may require the employee to periodically report on his or her status and
Intent to return to work.

Health Insurance: Employees covered by the City’s group health plan
(medical, dental or vision) will continue to receive paid health insurance
during family leave on the same basis as during regular employment.
Employees that do not return to work after the leave will be required to pay
back the portion of the insurance premiums paid by the City unless failure to
return to work was beyond the employee’s control.

. Other Insurance: For employees covered by other insurance plans through
the City, those coverages will continue during paid leave on the same basis as
during regular employment. For any period of unpaid leave, the employee
wishing the insurance to continue must pay for the coverage on a monthly
basis prior to the month of coverage. Check with Human Resources for
current information and costs for coverages.

. Couples Employed by The City: If employees marrted to each other request
leave for the birth, adoption or foster care placement of a child, the total
family leave available to the couple is 12 weeks. The City may grant leave to
only one parent at time. If the leave requested is due to a serious health
condition (the employee’s or that of the child, spouse or parent), each
employee is independently entitled to 12 weeks.

- Determining Leave Availability: Family leave is available for up to 12
weeks during a 12-month period. For purposes of calculating leave
availability, the 12-month period is a rolling 12-months measured from the
first date any family leave is used. All leave qualifying for family leave shall
be designated and tracked as family leave.
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6.07

6.08

6.09

N. Special Rule for Leave Related to Pregnancy. Leave taken for the disability
phase of pregnancy or childbirth when physically unable to work, is counted
against the 12-week FMLA family leave allowance. In some cases, state law
may entitle the disabled employee to leave beyond the standard 12-week
period. Human Resources can provide information concerning the state law
and its applicability.

O. Return Rights After Family Leave: When an employee returns to work
after family leave:

1. the City shall place the employee in the same position employee held
when the leave began or in another City position with equivalent benefits
and pay;

2. the return is subject to bona fide changes in compensation or work
duties;

3. the employee does not have return rights if:

a) the City eliminates the employee’s position by a bona fide
restructuring or reduction-in-force; or

b) the employee takes another job; or

¢) the employee fails to provide the required timely notice of
family leave or fails to retum on the established ending date
of the leave.

Medical Leave of Absence

In addition to family leave, an unpaid leave of absence of up to six months may be
granted in the case of an employee’s disability when approved by the City
Manager and when the leave will not adversely impact City operations. The
request must be supported by a physician's certificate of necessity and reasonable
expectation of a timely return to duty. Prior to application for a medical leave of
absence, an employee's accrued sick leave, vacation leave, compensatory time and
personal days must be exhausted.

Continuation of Benefits

Employees on any paid leave shall continue to receive all benefits including the
accrual of vacation, sick leave, holiday pay, pension, and all insurance benefits.
Employees 1n unpaid status shall not be entitled to and shall not accrue any of
the benefits of the City, except as provided under family leave.

Bereavement Leave

Full-time regular employees may be granted up to three days of paid leave to
make arrangements for or to attend the funeral of, or memorial service for, a
member of their immediate family. If more than three days leave is necessary,
earned vacation, sick leave or compensatory time may also be used.
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6.10

6.11

6.12

If while on approved vacation an employee has a death in his or her immediate
family requiring the employee to engage in activities typically covered by
bereavement leave, the employee may make a written request to the City Manager
to convert the bereavement leave connected time from vacation leave to
bereavement leave. The City Manager shall consider the facts involved and shall
approve or deny the request.

Part-time regular employees shall be entitled to a pro-rata share of bereavement
leave, based upon their regular scheduled work hours.

Court and Jury Duty Leave

Employees called to jury duty are strongly encouraged to fulfill their legal and
civic responsibility. A regular employee will be granted leave at his/her regular
rate of pay. Days during the period of summons when reporting to the court is not
required are not covered by this leave.

During the regular work shift, an employee must report to work when not required
to be in court. If'the court pays the employee for the jury service, that payment
must be turned in to the City. An employee is permitted to retain any mileage
reimbursement received from the court.

An employee must inform his/her supervisor as soon as a summons is received,
and on a daily basis as to court schedule.

Employees who have been subpoenaed for a job related matter shall be
compensated as for any other working time.

Military Leave (Military Training)

Any regular employee may take up to fifteen work days per year for active duty
training if he/she is a member of the Washington National Guard, the Army,
Navy, Air Force, Coast Guard or Marine Corps Reserves of the United States.
This leave 1s in addition to regular vacation leave.

An employee will continue to receive his or her normal pay during such active
duty training, provided a written copy of the orders is submitted to the supervisor
prior to leave and a written copy of the release is submitted upon return. If the
active duty exceeds fifteen working days, the employee will be required to take
the excess time first as compensatory time, vacation, and then leave without pay.

Leave for Active Duty Military Service

Regular employees who are called to, or volunteer for active duty military service
will be placed on an indefinite unpaid leave of absence for the entire time the
employee is in an active duty status with any branch of the United States Armed
Forces or state militia. The employee may, at his or her option, use any or all
accrued vacation leave or comp time prior to moving to the unpaid status. Any
unused leave accruals remaining at the time the unpaid leave begins will be held
unti] return to active employment with the City. Vacation and sick leave will not
accrue during the time of the unpaid leave. The employee may choose to have the
City continue to pay for the cost of dependent medical coverage; an employee
choosing to do so needs to contact Human Resources to arrange the coverage
prior to leaving for active duty.,
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6.13

Reinstatement following active duty will be in compliance with state and federal
laws at the time of the return to work.

Leave of Absence Without Pay

The City Manager may grant regular employees a leave of absence without pay
for an absence not covered by family leave or medical leave of absence and if all
leave balances are exhausted. Examples of situations for which leave without pay
may be granted include personal reasons not covered by family leave, such as
parenting or caring for an ill relative; other reasons in the best interest of the City
and not solely for the employee’s personal gain or profit; or fulfilling a lengthy
military obligation.

To request a leave of absence without pay, the employee shall submit a written
request to the City Manager. The request shall state the reason for and the
proposed length of the leave. If the leave is approved, the employee and City
Manager will enter into an agreement detailing the terms and conditions of the
leave.

7.00 HEALTH AND WELFARE BENEFITS

A number of benefits are provided to regular employees that contribute to total
compensation. Complete descriptions of these benefits are available from Human
Resources. The benefits that you may receive are as follows:

7.01

7.02

7.03

Social Security Replacement Plan

All regular employees must participate in a Social Security Replacement Plan
(401 a) and Medicare. Extra help employees and interns are also covered by this
program.

Group Insurance

Regular employees and their dependents are generally eligible for medical, dental,
vision, long term disability and life insurance as defined by the City and as
authorized by the carrier. The City makes contributions to the cost of these
benefits. Part-time regular employees and their dependents, if eligible, receive
City contributions for such insurance on a pro-rata basis. Extra help employees
and interns are not eligible for these benefits,

The City provides an employee assistance program (EAP) for its employees. The
program is provided as part of the group medical coverage.

The City reserves the right to make changes in the carriers and provisions of these
programs when deemed necessary or advisable, and will make reasonable
attempts to give prior notice to employees of any changes.

Retirement

The City contributes to the Washington State Public Employees Retirement
System (PERS) as prescribed by law. State law determines employee eligibility.
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7.04

457 Plan

The City provides a 457 Deferred Compensation program for eligible regular
employees. Employees must defer funds into this plan which have been allocated
for benefits by the City but are not used by the employee. In addition, an
employee may make personal contributions to this plan through payroll deduction,
up to the limits set by law. Extra help employees and interns are not eligible for
this benefit.

8.00 STANDARDS OF EMPLOYEE CONDUCT

8.01

8.02

8.03

8.04

General Policy

The City expects all employees to strive for excellence, to exhibit the City Values
in their work, to accomplish organizational and individual performance goals and
to provide supertor customer service.,

Personal Appearance and Demeanor

Employees are expected to dress in attire appropriate to their job tasks and to
behave in a professional, businesslike manner at all times.

Employees failing to adhere to City standards with respect to appearance and
demeanor are subject to disciplinary action, up to and including termination,

Absenteeism and Tardiness

Employees are expected to report for work promptly and maintain good
attendance. The supervisor must be advised of absence or late arrival prior to the
beginning of the shift. Absenteeism or tardiness that is unexcused may be grounds
for disciplinary action, up to and including termination,

Solicitations and Distribution of Literature

In the interest of maintaining a proper business environment and preventing
interference with work and inconvenience to others, employees may not distribute
literature or post materials, sell merchandise, solicit financial contributions or
otherwise solicit for any cause during working hours. Employees who are not on
working time (for example on lunchtime or break) may not solicit employees who
are on working time. An employee (including any employee with management
responsibility) shall not directly solicit any employee he or she supervises or
otherwise exercises some element of control over. All employees shall recognize
that any employee has the right to say “no” to any solicitation.

E-mail shall not be used to solicit employees for any purpose.

Employees may utilize the employee newsletter or the employee lunch room
bulletin board if approved by the City Manager’s Office for personal messages of
this nature. Violation of this policy may be grounds for disciplinary action, up to
and including termination.

Non employees are prohibited from distributing material or soliciting employees
on City premises at any time.
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Drug-Free Workplace
A. Tt is the policy of the City to maintain a drug-free workplace in keeping with

the spirit and intent of the Drug-Free Workplace Act of 1988, other state and
federal regulations and in keeping with the City’s own standards. Actions in
violation of this policy are inconsistent with the behavior expected of
employees, subject all employees and visitors to our facilities to unacceptable
safety risks and undermine the City’s ability to operate effectively and
efficiently.

. The unlawful manufacture, distribution, dispensation, possession, sale, or use

of a controlled substance, alcohol or other intoxicant in the workplace or while
engaged in City business on or off the premises or in a City vehicle is strictly
prohibited. Such conduct is also prohibited to the extent that in the opinion of
the City, 1t impairs an employee’s ability to perform on the job or threatens the
reputation or integrity of the City. Therefore:

1. When employees are on the job, they are expected to be physically free
from any impairment or substance that could contribute to an injury,
property damage, or interfere with productivity. An employee shall not
consume any alcohol during lunch or any other break occurring prior to
the end of that employee’s work day. Workday in this context includes
any evening meeting or other similar activity on behalf of the City.
Employees are to be free of illegal drugs or potentially impairing levels of
legal substances. In short, all City employees are expected to be “fit for
work”.

2. Use or possession of prescription or non-prescription medication is not
prohibited when taken in accord with prescription or standard dosage
recommendations. However, employees shall notify their supervisors
when they are taking over-the-counter or prescription drugs that could
prevent the employee from performing his or her job safely and
effectively. The employee and supervisor shall work together to
determine the employee’s fitness for duty or to establish a light duty
assignment 1f available and appropriate. If no agreement is reached, the
fitness for duty determination shall be made by the Department Director,
after consulting Human Resources.

3. An employee convicted of a controlled substance-related vielation must
inform the City within five days of such conviction.

4. Employees who violate any aspect of this policy may be subject to
disciplinary action up to and including termination. The City may require
employees who violate this policy to successfully complete a drug abuse
rehabilitation program as a condition of continued employment.
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8.06

8.07

8.08

5. Employees may be required to submit to alcohol, drug or controlled
substance testing when: an employee’s work performance causes
reasonable suspicion that the employee is impaired due to current
intoxication, drug or controlled substance use; testing is required prior to
appointment to a position; as a result of a job related accident; or in cases
where employment has been conditioned, in a return to work agreement,
upon remaining alcohol, drug or controlled substance free following
treatment. Refusal to submit to testing when requested may result in
immediate disciplinary action up to and including termination. Testing
information shall be confidential unless used in an employer action with
regard to the employee,

0. Employees who voluntarily enter treatment programs for drug or alcohol
addiction shall not be subject to discrimination or retaliation. Such
occurrences will be regarded as medical conditions with regard to City
provided benefits and rights. However, the City may condition continued
employment on the employee's successful completion of treatment or
counseling programs and future avoidance of alcohol, drugs or other
controlled substances. The City has an employee assistance referral center
to assist employees in dealing with personal problems. Details are
available from the Human Resources Department.

Safety

The City 1s committed to providing a safe and healthful working environment.
The City makes every effort to comply with applicable federal and state
occupational health and safety laws and to develop the best feasible operations,
procedures, technologies and programs conducive to such an environment. Safety
policy is contained in the Accident Prevention and Safety Manual.

Weapons Policy

No employee 1s authorized to carry a weapon, concealed or not, on City premises,
in City vehicles, or while representing the City. An employee carrying a weapon
in violation of this policy is subject to disciplinary action, up to and including
termination.

Workplace Violence

The City 1s concerned about the increased violence in society, which has filtered
into many workplaces throughout the United States. It is the policy of the City to
have zero tolerance of any acts or threats of violence by any employee in or about
City facilities or elsewhere at any time. The City will not condone any acts or
threats of violence against employees, customers or visitors in or about City
premises at any time or while they are engaged in business with or on behalf of
the City off City premises.

In keeping with the spirit and intent of this policy and to ensure City objectives in
this regard are attained, the City is committed to the following:

A. To provide a safe and healthful work environment, in accordance with the
City safety policy.
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8.10

B. To take prompt remedial action up to and including immediate termination
against any employee who engages in any threatening behavior or acts of
violence or who uses any obscene, abusive or threatening language or
gestures.

C. To take appropriate action when dealing with customers or other visitors to
City facilities who engage in such behavior. Such action may include
notifying the police or other law enforcement personnel and prosecuting
violators of this policy to the maximum extent of the law.

D. To prohibit employees from bringing unauthorized firearms or other weapons
onto City premises.

In furtherance of this policy, employees have a “duty to wam” their supervisors,
managers or Human Resources of any suspicious workplace activity or situations
or incidents that they observe or that they are aware of that involve themselves or
other employees, customers or visitors and that appear problematic. This
includes, for example, threats or acts of violence, aggressive behavior, offensive
acts, threatening or offensive comments or remarks and the like. Employee
reports made pursuant to this policy will be held in confidence to the maximum
possible extent. The City will not condone any form of retaliation against any
employee for making a report under this policy.

Violation of this policy may be grounds for disciplinary action, up to and
including termination.
Smoking Policy

In order to maintain a safe and comfortable working environment and to ensure
compliance with applicable laws, smoking in City offices and work places,
including City owned vehicles, is prohibited. Employees should avoid smoking
near building entrances and any open windows. Violation of this policy may be
grounds for disciplinary action, up to and including termination.

General Conduct

Employees are expected to conduct themselves in an appropriate, professional
manner. Examples of behavior that are inappropriate include, but are not limited
to:

A. Insubordination:
B. Theft or other criminal activity;

C. General dishonesty including falsifying employment or other City
records;

D. Failing to maintain confidentiality of City information;

E. Unwillingness or inability to maintain an acceptable level of work
performance,

Violation of this policy may be grounds for disciplinary action, up to and
including termination.
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8.11

8.12

8.13

Searches of Property

Employees should be aware that all offices, desks, files, lockers and vehicles are
the property of City and are issued for the use of employees only during their
employment with the City. It may be necessary to conduct searches of employee
personal property in City facilities or vehicles. In addition, the City reserves the
right to search any employee’s office, desk, files, locker or any other area or
article on City premises. Searches may be conducted at any time without advance
notice. Searches must be conducted by and authorized by the City Manager.
Where reasonable, the search will conducted by more than one person.

Employees may not use a personal lock on City property or lockers, unless
authorized and only if a copy of the key or combination is retained by the City.

Violation of this policy may be grounds for disciplinary action, up to and
including termination.

E-Mail, Voice Mail and Other Communication Systems and City Equipment

Computers, electronic mail, telephones, voice mail, facsimile machines, copy
machines and other information related City equipment are provided to employees
to be used for City business purposes. Employees are granted access to the City’s
e-mail and voice mail systems, but employees should keep in mind that this City
equipment, including e-mail and other computer files are supplied for business
purposes and may be accessed by other City staff. No message or file monitoring
by the City will occur without prior permission of the City Manager.

As a public agency, most City records are public and can be protected from
disclosure only as provided by law. As a result, employees must be aware that e-
mail, along with most other written documents, may be subject to public
disclosure.

Employees are not to attempt to gain access to another employee’s computer file,
e-mail messages or voice mail messages without that employee’s permission.

The City’s e-mail, voice mail and other information systems may not be used in a
way that could be disruptive or offensive to others. Employees shall not
negligently or willfully damage City equipment nor engage in excessive or
unauthorized use. The cost of any personal use of equipment should be
minimized and must be authorized by the Department Director, recorded and
reimbursed to the City.

Violation of this policy may be grounds for disciplinary action, up to and
including termination.

Corrective Action Procedure

In taking disciplinary action, managers and supervisors may use a variety of
measures. Where appropriate, managers and supervisors will follow a program of
progressive discipline designed to give the employee the opportunity to correct
behavior before it becomes a serious problem. Supervisors and managers also
have the responsibility to provide behaviorally-specific feedback, either orally or
in writing as appropriate, to employees who make improvements in their
performance or correct the behavior that was a problem,
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Please note that any or all of the steps outlined below or other appropriate
measures may be utilized, depending upon individual circumstances and the
nature of the offense. Serious discipline, including immediate termination may
occur even on the first offense, in some circumstances, depending on the severity
of the situation.

The degree of corrective action depends on the severity of the situation. It is the
responsibility of the supervisor to objectively evaluate the circumstances and facts
involved and to consult with the Human Resources Director before beginning
such action.

The City may use administrative leave with pay while conducting an investigation
into an alleged wrongdoing. This leave may be used when it is necessary to
remove the employee from the work place pending the outcome of the
investigation.

The following are examples of a pattern of progressive discipline

Step One: Verbal Warning: This step is used for relatively minor offenses and
problems. The supervisor verbally discusses the concerns with the employee and
lets the employee know the nature of the problem. Written documentation of the
verbal wamning shall be placed in the employee’s personnel file.

Step Two: Written Waming: This step is used for a repeated offense where the
discipline in Step 1 has failed to correct the problem or behavior, or for more
serious problems that initially require stronger action. Under this step, a written
warning is given to the employee and put in the employee's personnel file
documenting the problem.

Step Three: Suspension: This step is used for repeated offenses where Steps |
and 2 have failed to correct the problem or behavior, or for more serious problems
that initially require stronger corrective action than the above steps. An employee
is sent home without pay for a specified period of time. For an exempt employee,
unpaid suspensions shall be in increments of workweeks. An exempt employee
may also be given a period of time off with pay to make a personal decision as to
whether to change behavior and continue employment with the City.

Step Four: Termination: This step is to be used for instances where an employee
has failed to correct his/her behavior after previous discipline or if there is a
serious violation of City standards of conduct where immediate termination is
warranted.

Other examples of disciplinary methods that may be used include withholding a
scheduled pay increase, pay reduction and demotion.

Pre-Disciplinary Hearing.

A. This section does not apply to at will employees or to employees who have
not completed their initial orientation period.

B. When considering termination or other discipline that would deprive an
employee of pay, the City will conduct a pre-disciplinary hearing. The
hearing serves as a check against a mistaken decision and as an opportunity
for an employee to furnish reasons why he or she should not be disciplined
before the decision is finalized.
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C. The employee shall be provided with a notice of the pre-disciplinary hearing.
The notice shall include an explanation of the charges on which the potential
discipline is based, and the time and date for the hearing,

D. The hearing will be presided over by the Department Director or a
designated representative. The hearings are intended to be informal. The
employee will be given an opportunity to explain why the serious discipline
should not be taken. The employee may bring one person to the hearing as a
representative. If the employee fails or refuses to appear, the Department
Director shall determine the discipline without the employee’s input.

E. After the hearing, the Department Director will consider the information
provided and will consult with the Human Resources Director. As soon as
possible, the director will issue the decision. A longer review period may be
required in mote complex situations, and the employee will be so informed.

Complaint Resolution Procedure

It is natural to have misunderstandings and conflict in organizations. The purpose
of this procedure is to provide a method for the resolution of such matters in a
positive and constructive manner and to give employees a means of airing
complaints regarding their employment. Employees and supervisors are
encouraged to resolve the causes of conflict or disputes between themselves
informally whenever possible.

If such efforts fail, an employee may file a complaint in a more formal manner
following the procedure outlined below. No retaliation, disciplinary action or
discrimination shall occur because of the filing of a bona fide complaint under this
procedure. The procedure should not, however, be construed as preventing,
limiting, or delaying the City from taking disciplinary action against any
employee up to and including termination where disciplinary action is deemed
appropriate.

An employee who has been involuntarily separated from employment with the
City has the right to participate in this process pursuant to the terms outlined
below. Any complaint by a terminated employee must begin with step 3.

A. Complaint Defined: A complaint is a written allegation by an employee or
former employee who has been involuntarily terminated that he or she has not
been treated according to the personnel policies, or other rules or regulations.
Complaints must be initiated within 30 days of the alleged act and a copy of
the complaint provided to Human Resources.

B. Step 1 - An employee should present the complaint to the supervisor and
request time to meet and discuss the complaint.  In consultation with Human
Resources, the supervisor shall consider the complaint and all relevant
information and respond to the employee in a timely manner.
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C. Step 2 - If the problem is not resolved at Step 1, the employee shall next
request a meeting with the Department Director. In consultation with Human
Resources, the Department Director will conduct an investigation and review
the matter with appropriate persons. The Department Director shall respond
to the employee within 10 working days, unless the response will take longer,
in which case the director will keep the employee informed when the response
will be available.

D. Step 3 - If the problem is not resolved at Step 2 and the employee wishes to
pursue the complaint, he or she shall request a meeting with the City Manager.
The City Manager shall meet with the employee. The City Manager shall also
conduct an investigation or otherwise consider information relevant to the
complaint.

E. The City Manager shall issue a decision within 15 working days unless more
time is needed, in which case the City Manager shall keep the employee
informed of when the response will be available. The City Manager’s
decision shall be final and binding on the parties.

9.00 SEPARATION FROM EMPLOYMENT

9.01

9.02

9.03

9.04

Resignation

The City expects an employee resigning to give written notice to his/her
supervisor at least 14 days in advance of the final working day.

Unauthorized Absence

Unauthorized absence from work for a period of three consecutive days will be
considered as a voluntary resignation, unless the employee can provide a
reasonable explanation to the Department Director.

Separation Procedures

The Human Resources Department will verify an employee’s separation date and
notify payroll. A final paycheck will be issued to the employee on the next
regular payday after completion of the following: exit interview, return of City
keys, car, ID card, credit cards, bus pass, tools and equipment, uniforms, printed
materials, and any other property or resources which had been made available to
the employee. In addition, Human Resources will resolve the status of retirement
plans, insurance conversions, and deferred compensation programs, and will
conduct an exit interview,

Layoff (Reduction in Force)

The City may lay off employees where there are changes in duties, reorganization
of work or positions, a position or service is abolished, there is a lack of work,
shortage of funding or for other legitimate business reasons.

A. Whenever a layoff is anticipated, employees whose jobs may be affected will
be notified of the situation and options available as soon as possible to allow
time to make necessary arrangements.
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. Extra help employees performing similar work will be laid off first.

. Regular employees will be retained on the basis of their ability to perform the
remaining work, and on the basis of the City’s ability to meet program needs.
Length of service will be taken into consideration when the ability to perform
and qualifications of the employees are equal.

. Options such as part-time work schedules, job sharing and voluntary time
and/or pay reductions may also be explored, at the discretion of the City
Manager.

- Rehire List. Any regular employee who is laid off shall be placed on a City
rehire list for a period of one year from the date of layoff. The City will honor
an employee’s written request to not be placed on or to be removed from the
list. When hiring for any vacancy, the Department Director shall first consult
Human Resources to determine if any employee on the rehire list is qualified
for the vacancy. Ifthere is a qualified employee on the rehire list, the
employee shall be offered the position. In the case of more than one qualified
employee on the rehire list, the position shall first be offered to the employee
with the longest term of service with the City. An employee shall be removed
from the list upon rehire by the City, refusal of a City job offer or the
expiration of one year, whichever comes first.
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1.00 INTRODUCTION

2.00

The Handbook is prepared so that yen employees will better understand how the City operates and what
is expected of you-as-an employees. It is a summary of the City’s personnel policies and practices, and
is intended as a general guide as to how the organization functions. We want to create a work
environment that allows individuals to maximize their contribution to the organization and results in
personal satisfaction. We believe that when consistent personnel policies are known and communicated
to all, the chances are increased for greater job satisfaction.

While the City hopes that yeur- the employment relationship with-us will be positive, werecosnize-that
things do not always work out as planned. Either efus party may decide to terminate the employment
relationship at-any-time. No supervisor, manager or representative of the City, other than the City
Manager, has the authority to enter into any agreement with you for employment for any specified

period or to make any promises or commitments contrary to the contents of this handbook. This
handbook is not intended as a contract, express or implied, or as a guarantee of employment for any
specific duration. As the need arises, the City may from time to time modify these policies. The City

also reserves the right, at its sole discretion, to depart from the guidelines outlineds in this handbook, in |
order to meet the business needs of the City. If you have any questions about any of our policies, please
ask your supervisor or Human Resources.

We wish you success in your position and hope that your employment relationship with the City will be
a personally rewarding experience.

APPLICABILITY AND AUTHORITY

A. Except as hereafter set forth, this Handbook is applicable to all employees of the City except the City
Manager who serves at the discretion of the City Council.

tThe City Manager sy has

deSIgnategj in wntmg, &}&t spemﬁed Senior management positions whose employment are_js “at
will” and employees in those positions shall serve at the discretion of the City Manager. No

prQV] s;gng Qf thg Handbggk §hgll ghgngg thgu at W111 slam,s.lrﬂ—eases—whefe—khese-pehews—afe—m

| law, th vision

C. wher: ici i ict wi f
state or federal law will govern. If any provision of these policies or their application to any person

or circumstance is held invalid, the remainder of the policies will not be affected.

B:Authonity to take personnel actions is vested in the City Manager erhistherdesignes. This a authority

shall include but not be limited to hiring, uperadiag promoting, dewngrading demoting, evaluating,
reclasmfymg and sepsrating terminating employees. hr-addition; the-City Manager or-histher
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the—Grty—te f}.mhg_my for p_grsgnngl gg];;gns 18 fmgggntly delegated fespensmmyufer—pefsenﬂe}

aetions to Department Directors and immediate supervisors; however, coordination of all such
actlons through the—G&%*—Maﬁa-ger—er—hls#rer—ebﬁgﬂee Human Rgsgumgg 1s required. ThePersennel

-3.01

3.02

3.03

3.04

3.05

Exempt Employee

An emplovee exempt emple ? afi€ H —ad :

capaetty inimum wage and overti rovision Fair Labor s Act
(ELSA) as defined undertheFair Labor StandardsAet-(EL-SA}-or by that Act i or
gpp_ligahlg state law and is dest gnated as such by the City Manager. ihese—emp%eyeesr&reﬂet

ba%&nees—)—fer—abserwe&eﬂess—th&n—a—éﬂ-y;A hst of exempt pos1t10ns 18 mamtamed by Human

Resources.

Non-exempt Employee

An empl v the minimum w vertime pr n of the Faj T

Full Time Regular Employee (Full-time)

Regularfull-time An employees are hired to work a 48-heurd0-hour week in a regular position

established by the City budget and expected to be an ongoing positionferaperiod-ofatleast five
consecutive-months-ia-calendaryear. —This-status-dees-netguarantee-employment forany

speeifieddength-oftime:
Part Time Regular Employee (Rart-time)

Regularpart-time An employees afe hired to work an average of at Ieast 20 but less than 40
hours per week in a calendar year in a regular position established by the City budget and
cxpected {o be an ongoing position butdess-than40-hours-per-weekfor-a-period-ofatleast five
eonsecutive-months-in-a-calendaryear.

Femporary Extra Help Employee
il?empef&r:yAnemployces are-employed

42—memh—peﬂed h1rcd for a nerlod exnccted to not excccd 1040 hours 1n a calen dgx Year or

t 1 han a
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3.06

3.07

3.08

Immediate Family

Unless defined otherwise herein this-handbeelgthese policies, immediate family-is-defined-as the
employee’s grandparent, parent, parent-in-law, foster parent, spouse, child, step child, foster
child, grandchild, sister, sister-in-law, e brother or brother-in-law ;-and-ne-otherpersens. In

ropil 1r mpl m jieve that another i

Resour hey shall forw mmendation ity Man for approval

i It decide Qv ny the r (The definition of immediate family
may be different in certain benefit plans or policies; in those cases, the provisions of those plans
or policies will govern.)

Work Week and-WerkDay

.....

Fhe-work-weelis-defined-asa A fixed and regularly recurring period of ene hundred sixty-sight
H68)-hours;4-e5 seven (7) consecutive twenty-four (24) hour periods. The standard wesk
weekworkweek for mest employees consists of the period from midaight 12:01 a.m. Sunday to
+-:539pm- 12:00 midnight the following Saturday. Where a different wesk-weekworkweek is
required, the City Manager will define an appropriate werk-weekworkweek and communicate
that to the employees.

Flex-Time

Hex-time4s-a A work schedule that permits flexible starting and quitting times_or other
alternative work schedules within limits set by the respective Department Director. Core-houss

LYY NS 3 = EVa =
g IO - oo rm=1s

o ¥
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341 3.09 Drugs
Dr—ugs-}lncludeg any substance Wthh in-the-epinie

ntrol ' ion by federal mlu in t limi
Wﬂmummw Fhis-defimtion Does not includes -
PFGS-GHPHGH—&ﬂd over-the-counter medications_or prescription medication used according to

I nsistent with sa
312 3.1QCity
The Gityrrefers-te-the City of Shoreline, Washington.
343 ADbA

314 3.11Interns
An-intern A pgsmgm tb 1s a form of on- the-Job trammg that may be mther voluntary or on paid

3163.12Core Hours

Core-hours-are tThose hours during which aenpublie-safety City offices are open to the public
and durmg which staffing shall-be is available to reasenably provide a-maximum standard-of
service to our customers-service._Core hours for the City are 8:00 a.m. to 5:00 p.m. Monday

through Friday.
33173.13Anniversary Date
Fhe-anniversary-date-for each-employeeis-that The date used for the purpose of calculating leave

benefits and length of service, Usually the anniversary date js the date when the employee began
first worked for the City, ef Shoreline but.- Aadjustments may shall be made to-the-anntversary

date-to-allow-for unpaid time off-especially-in-ealeulating benefits or other purposes.

I_c_slgp_mgmase date is the date the emolovee beaan work in his or her current DOSlthI]

Adjustm ll1bem npai ffor
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ifi 1gn mplovee during off- to be availabl me to work i

i nsidere ime w

.16 |

All time worked in excess of a scheduled shift, which is not an extension of that shift. and is
ici nfor n lar functi empl ’s work schedule.

1 motion

Any case where a regular employee moves on a non-temporary basis to a different position in a
higher range.

where a regul MOVES on a non- rary basi ifferen iti

Any case where a regular employee moves on a non-temporary basis to a different position in a
lower salary range,

2 Y-R

Th nti i f aregular em ’s salary abov highe a new sal

result of T for ition being low duetoam rv r factors.
3.2 City Manager

The individual appointed by the City Council to serve in this capacity or his or her designee.
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ir r, Hum i r, Park ion Dir r in

Development Services Director or Public Works Director or his or her designee,

In rdi
hostility or con n emplovee’ 1sor or wilfi isregard of
rvisor’s r 1 irective.
319 — Bona-Fide

o L faith without frad-or deceit

Telecommutin

orking arr ments in which the workplace i d at leas ime at an altern
| ion, such as th ’s home and whi expecte 1 neer than on
Ate gphg ¢ may be the only equipment needed; however in some ¢ases emnlovees may use
ication, 1 el werin ' mputers, f;
and modems,
3.25 [elecommuter
wh i rrent Tel ing Agreem
326 R
I'he office to which an employee is generally assigned.
3.27 Alternate Workplace

he pl i mpl work when not workg he regul fice.

4.00 EMPLOYMENT POLICIES

4.01

{both-new-and-existing)-is-on-the basis oefmerit. The City’s policy is to hire the best candidate
for any job vacancy. defines-meritemploymentas ¢The best candidate is determined by the
strongest match between the knowledge, skills and abilities; -and-skills of the individual and the

work respon51b111t1es ofa posmon The-City-willmake reasonable-effortsto-see-that-selection
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4.02

4.03

In order to provide every consideration for aetive a current City employees who applies for an
open position #-regard to promoteion and-_or transfer, an interview will be granted provided they
are he or she is a good match of knowledge, skills and abilities for any the open positions-and

PO L3 ) = o =L = £ e v o =P L YL ke
- vaaw waaLw D ) -~ 1 - - - i POy H 0 o

Job Posting

The City encourages promotion from within the organization. All openings will be posted
internally via e-mail so_-that-employees may become aware of openings and apply for positions

for which they are interested and qualified. Regularemployeesshallhavepreference-over

The Department Director, after consultation with the Director of Human Resources, will
determine if a position will be posted internally for regular employees only, or-ajeint postedias
both internally and externally. If posted internally only, it will be open for 5 working days; if no
qualified internal candidates apply, it will then go into the regular external recruitment process.

Reference Checking

All requests for information regarding past or present employees shall be directed to the Human
Resources Department. Human Resources will then release information stating job title, length

of service and eligibility for rehire. If the apphieant employee has signed a statement releasing the [
City from liability, additional information may be given.

4.04 Political Activities

While all employees have the right to participate in political or partisan activities of their

choosing, employees are stewards of the public's trust in matters of City government. Political
activity may not adversely affect the responsibilities of employegs in their official duties, {
Because of the sensitive nature of the services in which the City is engaged, the following
activities are prohibited:

Al ! !sg QI Clty resources and property _ﬁLp_o_lumaljg_Lx,_may—ﬂet—be-ﬁrk-zeé—and%;e ’

Employees may not campaign on Clty tlme orin C1ty umform or whlle representmg the Clty
in any way. Employees may not allow others to use City facilities or funds for political
activities.
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4.05

B. Use of effieial City authority or influence for the purpose of interfering with or affecting the
result of an election or a nomination for office is-prohibited.

& Directly or indirectly coercing, attempting to coerce, or commanding; a state or local officer
or employee to pay, lend, or contribute anything of value to any party, committee,

organization, agency, or person for political purposes is-prohibited.

D. An-empleyeecannetsService as an elected official of the City, a member of a City
commission, or a member of a City board--and-be while an employee of the City at-the-same

If there 1s a conflict of interest between an employee’s elected position outside of the City and
hi ition with the Ci mpl m 1gn from he positi

Violation of any part of this seetien_policy may be sufficient-eause grounds for disciplinary
action, up to and including #mmediate-termination of empleyinent.

Conflict of Interest and Code of Ethics

The followmg standards are estabhshed for all City employees I-H—aeki-meﬂ—&l-l—prewﬁeﬂs-ef—t-he

a-t-taeheelhefete.—) Emplo iz fii and co
i ' f li ]

Employees are prohibited from:

A. H-s-prehibited-te rReceivinge proceeds or haveing any financial interest in any sale to the
City of any service or property when such_proceeds or financial interest was received with the

prior knowledge that the City intended to purchase such property or obtain such service.

B. Is-prehibited+to-sSoliciting: or accepting anything of economic value as a gift, gratuity, or
favor from any person, firm or corporation involved in a contract or transaction which is or
may be the subject of official action of the City; provided, that the such prohibitions shall not

apply to:
» Attendance at a hosted meal when it is provided in conjunction with a meeting
directly related to the conduct of City business or where attendance is appropriate as a
staff representative;

¢ Anaward publicly presented in recognition of public service.

» Attendance at a hosted meal where general information is being presented, but where
no active consideration of a contract is being discussed.
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4.06

4.07

C.

e Advertising items of no materjal value which are widely distributed to others upder

essentially th ] relationship wi NOr Or an 1ft that is
m he Cj r 1o be of insigm t val h itd not presen

aconflict of interest,

Iis-prohibited-te dDisclosinge confidential information (except as provided for under public
disclosure regulations), participatinge in the making of a contract, accepting private
employment or providinge private services that would be in conflict or incompatible with the
performance of official duties as a City employee.

Violation of any-part-ef this policy seetion may be grounds for disciplinary action. up to and
including sufficienteatisefor termination ef-employment.

Employee Orientation

Upon hire or appointment, the department-Department Directorhead or designes-and Human

Resources shall be responsible for the orientation of each employee. Orientation may include
expianation of organization and services of the City, work and safety rules, personnel manual and
procedures, departmental rules and procedures, completion of payroll forms and introduction to
City personnel.

Orientation Period_for Initial Hire

A

Upon hire 1o a regular position, erappeittment cach employee will go through a six-month
penod of onentatlon‘r%&sah%ms&bteﬂmwd—bww-@%%mager—m_mg

ion of the D uman R Dir Fthe
orientation period may be extended up to an additional 0 months at the discretion of the City
Manager.

Thets orientation period is part of the selection process and affords the employee and the City
an opportunity to evaluate whether the match between the JOb and the employee 18
appropnate ROFe-Hensive-training i

An empl isch wi I 1ot jor to th letion of th
month orientation period.- Successful completion of the orientation period should not be

construed as creating a contract or an _a_iguaranteelng employment for any spec1ﬁc duration.
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4 ientation Peri r red Em

r transferr ee shall month ori ion period in the new
nther ion of the D ent Dir the H rces
rientation peri xten an iti mon

discretion of the City Manager.,

B. The prometed or transferred emnlovee may be removed from the new position at any time

mpletion ntation the D t Dir 1ving written
ret rientation period. The D nt Dir hall
R I making th ision to remove an empl

C. Ifremoved, the emplovee may return to the position from which he or sh T

transferred by providing written notice to the Department Director for the former position,
This notice must be provided within 5 days of the notice of failure to complete the orientation
period.

D. During the orientation period, the promoted or transferred employee may request to

voluntarily retum the to former position by making a written request to the Department
Director for the former position. If the position has not vet been offered to a new emplovee.
h nt Director nsulting wi man R. and anv other affect

rov 1mn.

E. This section shall not apply to at will positions,

4:08 4.09Equal Employment Opportunity

It is the intent of the City to provide equal employment opportunity Gef:-REW-49-60) for all
employees and applicants for employment without regard to race, color, religion, gender,
national origin, marital status, age, sexual orientation or disability (as defined under state and |
federal law). This policy applies to all terms and conditions of employment, including, but not
limited to+—hiring: hiring, placement, promotion, termination, layoff, recall, transfer, leave of |
absence, compensation, and training. If an employee believes that his or her rights under this
provision have been violated, please he or she should follow the complaint reporting and
resolution process outlined in Section 14 in these is handbeokpolicies. (reference)

4:09 4.10Prohibition of Employee Harassment
The City expresg A prohlblts any form of gnlawf;;l emplg}:ee harassment _lz@_e_d_qmnm,_c_o_o_,

religion ationa | 2 ]
state and fggle_ral law) eﬁempleyees— whlch 1neludes behavior by co- workers Supervisors,
vendors, citizens, or any other individual or group with whom an employee may come in contact
in the course of his/her job duties. Improper interference with the ability of employees to
perform their jobs will not be tolerated.

With respect to sexual harassment, the City expressly prohibits the following:

A. Unwelcome sexual advances; requests for sexual favors; and all other verbal or physical
conduct of a sexual or otherwise offensive nature, especially where:
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1. Submission to such conduct is made either explicitly or implicitly a term or condition of
employment;

2. Submission to or rejection of such conduct is used as the basis for decisions affecting an
individual's employment; or

3. Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive
working envtronment.

B. Offensive comments, jokes, innuendoes, and other sexually oriented statements or displays.

——4318_4.11 Discrimination Complaint Procedure

Each member of management is responsible for creating and maintaining an atmosphere free of
discrimination and harassment, sexual or otherwise. Further, employees are responsible for
respecting the rights of all co-workers.

A. If an employee believes he or she has experienced any job related harassment based upon
sex, race, color, religion. national origin, marital status, age, sexual orientation or disability
or-any-other-faeter, or believes he or she has been treated in an unlawful, discriminatory
manner, the employee must should promptly report the incident to_his or her -the supervisor,
T isor will im jately r 'nformati n to th De nt Dir will;

ggnsult with Human Resources and together they w111 dglgrmme how t¢ investigate the
matter and gnsure that appropriate action is taken. Human Resources shall also report the

information to the City Manager.

B. If an employee believes it would be inappropriate to discuss the matter with his or her
supervisor, the employee may bypass the supervisor and report the complaint directly to the

nexthighestmanager Department Dirgetor or to Human Resources andfor to the City

Manager. The person receiving the report shall consult with other appropriate parties, any
ene-ef whom willimmediately and together they will determine how to undertake an

investigation_and ensure appropriate action is taken.

C. The complaint will be kept confidential to the extent possible.

D. If the City determines that an employee is guilty of harassing or-diseriminating
ghsgnmmanng against another employee, appropriate disciplinary-aetien_action will be taken

against the offending employee, up to and-ineludingand including termination of

employment.

E. The City prohibits any form of retaliation against any employee for filing a sineere-and
genutne good faith complaint under this policy or for assisting in a complaint investi gation.
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F. Any employee who makes a compiaint in bad fajth, who provides false information regarding
a complaint or who engages in any form of retaliation will be subject to disciplinary action,

up to and including termination.

4 4.12Employment of Immediate Family

A. Members of the immediate family of City elected officials will not be employed by the City in any
capacity.

B. Members of the immediate family of employees will not be hired if:

1. One individual would have the authority or power to influence decisions, supervise, hire,
remove or discipline the other;

2. One individual would be responsible for financially auditing the work of the other;

3. One individual would handle confidential material that creates improper or inappropriate
exposure to that material by the other-; or

4-The mem immediate famj her than se) woul
department as the employee. Spouses may be employed in the same department if none of
h ] lined in 4.1 -3 exist.

If two employees marrys- or become related er-begin-sharing hiving quarters-with-one-another,

and in the judgment of the City Manager, the petential problems noted above exist or could exist,
one of the employees will be required to terminate employment unless reasenable
accommeodation some step can be made taken to eliminate the problem. The decision to define
and implement a“reasenable-aceonmmedation” steps to eliminate the problem is at the sole

discretion of the City Manager. A decision as to which employee will remain must be made by
the two employees within 30 days of the date they marry; -becomeor become related erbesin

sharng-livingquarters. 1f a the parties do not make -deeisiona decision cannotbe-made-by-the
two-parties within 30 days, the City Manager shall make the determination-—

_ 412 4.13Personnel Files

has—seeﬂ-er—%ms—beeﬂ—pfewdeda-eeﬁu Ofﬁcml personnel ﬁlcs are mamtamed by Human Resources

mateﬁ-&ls—ffemt‘ﬂe-ei:ﬁe}&l—persennel—ﬁ-}e#ml An_emﬂole_e_hassce the rlght to 1nspect bls or hgr YOuF
offieialpersonnel file at reasonable times during regular business hours. An employee H-ou wishing to

see his or heryeur personnel files-please should make-yourrequestto contact Human Resources. You
An employee hagve the right to have a copy of any information in yeur his or her personnel file.
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Personnel files are kept conﬁdentlal to the max1rnum extent perrmtted by law. SEate—l»aw{RGW

and to protect City employees who

have rgpggte_d lmpxgper ggvemmen];gl aglmn m agggr_d@ge Lb g:uy pg gy by prov1d1ng remedles

for retaliation.

B
............ afa Y = = = =

B. Key Definitions:
1. Improper Governmental_Action is any action by a leeal-government-City officer or employee
that 1s:
a. undertaken in the performance of the official's or employee's official duties, whether or not the
action 1s within the scope of the employee's employment; and
b. in violation of any federal, state, or local law or rule, is an abuse of authority, is of substantial
and a specific danger to the public health or safety, or is a gross waste of public funds. "Improper
governmental action" does not include personnel actions. In addition, employees are not free to
disclose matters that would affect a person’s right to legally protected confidential
communications.
2. Retaliatory Action means any adverse change in a City employee's employment status, or in
the terms and conditions of employment including: denial of adequate staff to perform duties,
frequent staff changes, frequent and undesirable office changes, letters of reprimand, demotion,
transfer, reassignment, reductions in pay, denial of promotion, suspension, dismissal, or any other
disciplinary action, not independently justified by factors unrelated to the reporting of improper
govemment action.
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C. Reporting Mechanism: An Eemployees who feel becomes aware of that improper governmental
action is-being-undertaken-inthe-performance-ofofficial duties mustfirst shall report all-findings
regarding the action to the department-Department Directorhead. If the employee reasonably
believes that the improper governmental action involves the departssent-Department Directorkead,
then the employee raust ghall_repoﬂ &l—l—ﬁnd-mgs I_e_a_QuQILto the Clty Manager If the emplgyee

emplgxee shall r epgn Lhe agng to Ll_le ayor, Ml—ms%aﬂees—ﬁhe person regewmg the r_epgn to
whem—these—ﬁndmgs—afe-fepeﬁem ihg_]_notlfy the C1ty Attomey ef-al-l—t-ltre—faets%ﬁﬂémgs Inan
n w1thr n111 for i igatin him tion.
D. Investigation. The person receiving the report shall confer with the City Attorney and thev shall
h an appropriate meth investigation. The person receiving th 1t shall ensure th
prompt action is taken to prgpeﬂy investigate.

ntiality. The mvestigati nduct ially a i ntil th

E.
investigation is final, the 1denmy of ail employees involved shall be kept confidential to the exlent

writing,

hen the investigation i 1 h rSOI iving the re h vise all empl
involved i investigation of mm fthe inv

] result of the in k 1

L f fail m i e follow th Vi I i ehanlmth

mq-mred-m«ll—net—be—pm&ee&ed—bys@&tﬁw Any false or fnvolous clalms or reportmg will be

subject to disciplinary action up to and including termination.

PR@HI-BPPLQNS-_QLQQLO_PE&HISI_REIQIMMQMES
Il—ts—uﬂlawﬁﬂ—fer—a—leea:l—gevemmem- [he City is prohibited from te takinge retaliatory action besause
against an employee; because he or she has -in good faith; previdedsnformation-that reported an
1mproper govemment actlon m_agc_o_r_gimc_e_th_tms_p_qhgyeeeuﬁed the—empleyeem&st—pfeve—a—em}sal

An Eemployees who believes he or she has been retaliated against +must shall provide written

notice of the charge of retaliatory action to the City Manager (or to the City Attorney if the

charge is against the City Manager-within) within 30 days of the alleged retaliatory action.
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The notice shall specify the alleged retaliatory action and the relief requested. |

onse: The City

Manager#staﬁ" shall havc 30 days to respond to the charge

H:l._Appeal to the State. Upon receipt of the City Manager’s response, or after the 30 day

response period, the employee may request a hearin a gtat Inistrative law j

to for the purpose of establishing that a retaliatory action occurred and to obtain appropriate
relief as-defined-in-this-seetion provided by law. The employee must submit the request for a
hearing to the City Manager within 15 days of delivery of the City Manager’s response, or
within 15 days after the response period has expired.

Within 5 working days of receipt of a request for hearing, the City shall apply to the State
Office of Administrative Hearings for an adjudicative proceeding before an administrative
law judge (ALJ).

J, RELIEF GRANTED UNDER THE ACT:

As]. Reinstatement, with or without pay. |

B-2. Injunctive relief necessary to return the employee to the position he or she held before the |
retaliatory action and to prevent the recurrence of retaliation.

&3, Costs and reasonable attomeys' fees. |

B-4. Penalty assessed against each individual retaliator or up to $3,000 plus recommendation
to City Manager that retaliator be suspended or dismissed. _

£:5. State law does not provide for general economic damages or damages for emotional ‘
distress.

K. LIST OF AGENCIES: }

The following is a partial list of agencies responsible for enforcing federal, state and local laws

and investigating other issues involving improper governmental action. Employees having |
questions about these agencies or the procedures for reporting improper governmental action are
encouraged to contact the following:

ITY L
City Attormey or City Manager
Shoreline City Hall
17544 Midvale Ave. N.
Shoreline, WA 98133
(206) 546-1700
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KING COUNTY

King County Ombudsman
212 King County Court House
Seattle, WA 98104

(206) 296-3452

King County Prosecuting Attomey

King County Court House

Seattle, WA
Criminal Division (206) 296-9000
Fraud Division (206) 296-9010
Civil Division (206) 296-9015

STATE OF WASHINGTON

State Auditor’s Office State Dept. of Ecology

PO Box 40021 3190 - 160th SE

Olympia, WA 98504-0021 Bellevue, WA 98008-5852

{360) 753-5280__ (206) 649-7000

State Human Rights Commission State Dept. of Labor and Industries
402 Evergreen Plaza Bidg. FJ-41 300 West Harrison, Room 201

711 South Capitol Way Seattle, WA

Olympia, WA 98504-2490 (206) 281-5400

UNITED STATES GOVERNMENT

Equal Employment Opportunity Commission Department of Labor

2815 Second Avenue, Suite 500 1111 Third Ave., Suite 715
Seattle, WA Seattle, WA
(206) 553-8306 (206) 553-5930

A complete listing of agencies to which complaints of improper governmental action may be made is

available from-the-City-Clesdk’s Office-in-City-Hall Human Resources.

434 4.150utside Employment

The City ef—Shefe}me diseem:ages ex pegig :hal it sba be 1 ¢ pnmagg p Q){Q[ for a 11 regular full-time

employees d 8 d
_e_r_efgne employees shall not engage in, accept pub ic or prlvate employment from or render Services

or pay for any public or private interest when such activity may:

A. Occur during working hours

B. Detract from the efficiency of the employee while performing City duties
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C. Constitute a conflict of interest or create an appearance of impropriety as determined by the City
Manager

D. Stem from privileged information or contacts made during City employment which would give an
unfair insider advantage

E. Take preference over extra duty required by City employment
F. Interfere with emergency callout duty
G. Tend to tmpair independence of judgment or action in performance of official duties

H. Involve the use of any City resources such as copiers, telephones, supplies, other equipment, or time
or

I. Interfere in any other manner with the employee’s provision of quality customer service

Prior to engaging in any outside employment. an employee shall provide his or her Department Director
with written notice of his or her intent to engage in the outside work. If an employee is unsure as to

these criteria or the effect of his or her outside employment, he/she should consult with his or her

department-direetorDepartment Director or the Human Resources Director for clarification. After
receiving the employee’s request, the Department Director shall consult Human Resources and if the

request complies with this policy, the Director may approve the outside employment. If itis the

Department Director, in consultation with the Human Resources Director, determinesd that the outside

employment 1nterferes with or reduces the effimency of Clty employment Ihgn the D]I’QQIQI sbg

con51der1n2 the emnlovee $ written request and the recommendatlon of the Denartment Dlrector and

Human Resources, the City Manager shall make a decision approving or denying the request,

Failure to comply with these provisions concerning outside employment -theze may be grounds for
disciplinary action, up to and including termination. This-decision-will-be-madeby-the-City Manaser

5.00 GENERAL WORKING CONDITIONS AND PERSONNEL
ADMINISTRATION

5.01 Working Hours

The work-weekworkwecek for regular, full-time employees is 40 hours. The daily hours of work
shall be set by the City-Manager Department Director with respect to each department as

necessary for the efficient operation of the City. Officehours-are-8:00-am—t0-5:00-p-m-
Menday-through-Fridayholidays-execepted: Employees may be requested to work ether different

schedules, including varying shifts, weekends, holidays and overtime to meet the needs of the

City or of specific departments. Fhis Varying schedules or overtime may also be required in

emergency situations as defined by the City Manager.

l. e

may not mte[ferg w1;h gfiig]em City Qpezang n and must Dr0v1de for cffectlve service dehverv

Flex ti h bea the D ment Dir r, after ultation wi

Human Resources. See%ee&eﬂ%-m—ﬁ%éeﬁmueﬂ&eﬁt-he%fk—day&gmmek_
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5.02

5.03

5.04

Lunch and Rest Breaks

All employees working an 8 hour day shall be entitled to at least a one half hour unpaid meal
period within five hours of the beginning of his/her shift, and scheduled as close to the mid point
of the day as possible. In addition, employees are entitled to a paid ten minute rest break for

each four hours of working time._Employees who are able to take a break as needed do not have -
to take a formally scheduled break,

Breaks shall be arranged so as not to interfere with normal business operations. All breaks

should be taken away from the employee's immediate work area. Breaks cannot be combined or

saved unti! the end of the day in order to arrive at work late or to leave work earlv.

Overtime, Standby and Callback (non-exempt employees)

Overtime: All non-exempt employees elassified-as-non-exempt will receive compensation for
approved evertime-werk time in paid status in excess of 40 hours in a work week. Employees

weill recelvemg overtime pay will be pmd at one and one- half the regular hourly rate of pays

must be authorlzed n advanoe by the SUpErvisor. Hehéays,—s*ek—leave,—aﬂd—vaeaﬂon—mke{
eounted-as-hours-worked-when-computing-overtme:

Standby

depaﬂmen; may assign H? an employee who may be needed to work durmg off- hours—the
employee-wil-beplaced to be on standby assignment. ignment n ly will

rotated among similarly situated employees, An Eemployees placed on standby shall be

provided with a paging device —This-withto enable the employee to conduct his or her personal

business within range of the paging device. -Employees-willbe-expectedto-report-forwork
within-an-hour-efarequest—Each employee on standby will receive $+50-per-hour
compensation at the currently established rate for those hours on standby, and this allowance will

be suspended aper when callback commences. Standby is not to be counted as hours worked for
purposes of computing overtime or eligibility to receive fiinge benefits. Employees on standby

will be expected to report for work within an hour of a request. -If an employee on standby

status fails to respond to a call to return to work, he or she may be subject to disciplinary action.

Callback:

sehedu}e—Employees called back to work shall be pald a minimum of two hours at a rate of time
and one-half. -Hours worked on callback beyond the 2 hour minimum shall be paid at the
overtime rate of pay, unless such time is part of the employee’s regularly scheduled work shift.

Compensatory Time (Non-Exempt Employees)

Limited amounts of compensatory time may be granted. A non-exempt employee who is in paid

r¢ than 4 in a work w In com ime at one and one-half times
the straight time, instead of paid overtime, when requested by the employee and approved by the
employee’s supervisor. Compensatory time may not accumulate beyond 40 hours, and must be

used within six months of award._Compensatory time not used within six months wil] be paid.
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5.05

5.06

Inclement Weather

It—is—i-mpeﬁa:rﬁ—te—uméerst&nd—t-hat—tlhe City is in the business of providing vital public services
and - therefore—This-means-that-the-City does not cease #s operations during times of inclement

weather or natural disasters. The City may be the only organization providing essential services
to citizens. Therefore, all employees are asked to make every reasonable effort to report to work
during such times even if it is inconvenient.

A non-exempt employee who is unable to get to work or who leaves work early because of
weather or natural disaster conditions may either charge the time missed against accrued annual
vacation leave, compensatory time, or take leave without pay for the time missed. Tardiness due
to an employee’s inability to report for scheduled work because of severe weather conditions may
be allowed up to one hour at the beginning of the work day or at the discretion of the City
Manager. Inclement weather or natural disaster tardiness in excess of that allowed by the City
Manager shall be charged as provided above.

In the event that the City Manager advises employees not to report to work or to leave early due |
to inclement weather or natural disaster, such time off will be paid time off and not charged to
accrued annual-_vacation leave or compensatory time. Non-exempt employees who are available
and report to work or continue to work in this situation, if requested by the City Manager, shall
cither be paid time and one-half for the actual hours worked or be given compensatory time off,
at another time mutually agreed upon by the employee and the supervisor.

Performance Reviews Management System
Each mgﬂar_employce s performance will be evaluated by thei his or her superv1sor on an
ongoing baSIS ’s Perfi m involy ual ev

provide comments on th evalyation form itself and may also submit a rebuttal in wntmg that

will be attached to a copy of their performance evaluation and kept in their official personnel file.
E may al 1 pursu 727 Complain lution Pr re.

121



5.07

Salary-Poliey Classification and Compensation Plan

h-is-theintent oftThe City has a §1rgng interest in te attract-andatiracting and retaining quality
excellent employees. [t is the poli ity to maintain rehensiv ificati
compensation program. Within budget limitations, the City endeavors to pay salaries
competitive with those pald within comparable jurisdictions and by-otheremployers-in-our
mdﬁsﬂ:y—and _1];h1n the apphcablc Iabor market. Sﬁhﬂes—afe—mﬂewad—eﬂ—aﬂ—aﬁﬂualbams—aﬂd-

The Cj r shall ber ible for th ministration of th ificati n
compensation plan. All changes in classifications and changes in assignment of classifications to
ran m 10V he Cj I

s PositionClassificats

A, g; gssll“ggtlons A c]asmﬁcahon dCSCI‘IDtIOIl consisting of an anorowrlate title, descrmtlon of

a l r_e:gulax positions within Ibg ghty %Ehe-&{ﬁﬂ&mtams—ajfbeiassﬁie&&enﬁﬁem- Each
posttion is-periodically reviewed-and classification is assigned a salary grade and corresponding
salary range by the Human Resources Director and the City Manager, with input from the

appropriate Department Head Dircctor. Each-grade-is-then-assigned-s-corresponding salary

rarge—Periodically, the C1ty may revise 1ts jeb glﬂﬁﬁ]ﬁgangn descrlptlons and mevaluate
individual _]ObS ob-5p d-t0 are-¢ 5 ated

&:B. Classification Review. An Eemployees who dogs not believe that their his or her
cIasmﬁcatwn accurately reflects the current duties of their position may request a review of
his/her classification submit-arevisedjob-deseriptionte-their by the dDepartment Directorbead,
Wh—a—Eequest—fer—EeweweﬁﬂsA&er—e}asaﬁemeﬂ After review by the dDepartment head
irector and the Human Resources Director, the any changes witk-then-bereviewed by-the
Gemmﬂee—’f—l-’re—@enmﬁtee—shall maeke be recommendedatiens to the City Manager for

reclassification as appropriate.

The City Manager retains the final authority to approve or disapprove_changes in classifications,
within budgetary guidelines, and/er—assigamentor assignment of duties to employees. Any

changcs in mmﬂm&&m—mﬁwg assification that would
increase an employee’s pay rate will be retroactive to the date of submittal of the request for

review,
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C. Steps. The compensation plan ¢onsists of minimum _and maximum salaries and six

1 f it1 5 ar "1 remen h 18 an
nnual . On ep is reach lovee rem in the lon h
1 remains 1 ition
5.09 Sal \dministeati

D. Starting Rates of Pay:—New: New employees generally will begin their employment at the
minimum step 1 of the range for the classification. At the request of a dDepartment head
Director, the Human Resources Director may recommend to the City Manager that a new

employee may—be starteel al a hi gher sggp, -b%ﬁhﬂmmm&m—aaé—&e—g&d—pemt—pﬁﬂw

ircum u hirin ve 1 incl
1. Additi directl icabl du 1 xperien ve th
requirements
2. Market conditions, including the applicant’s current salary, that support a higher starting
salary
will n inequities with existin

1 ] rces Di n m n
Manager a higher pl ircum h 1 nt gr
% in
1. itional and direct] h ucation xperien ve the minimum
requirgments

2. Market conditions that support a higher starting salary
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T . Th motj will m | new incr
2. Any Other Demotion. If the demotion is a result of any reason other than discipline

and the empl ’s current salary is within the new h hall
remain e rate of 1l the emplovee’ tep incr te. Onth
' he empl ovetoth in the new ran Vi
for an incr 3 | hall retain the sam 1
| ’s curren 18 higher than top st f w salary r.
hall 1 i t f W ran
F1. Y-Rating. When a regular employee’s position has been y-rated. the employee will remain
h r f i] th range i s enough to | th hat tirr
he empl in the £i doesn vide for . LA
T n will be aw ing this peri

5.08  Out of Class Pay

naD m rorth r sign lar ml tnlll
g gggig ten wgzkmg days, thg gmplgygg shgll be paid an agid_lngnal 5% fg[ Ihg gnmrg pgnggi Qf
rk. Th f avm 1n writin roved
H I 1101 men making th n

1. Additignal irectly applicabl atlonrx rience above the mintmum requirements

4 higher i higher wouid W if th ee Wer
rom i he position
—510 5.09Garnishment

The City will honor and process any legally served writ of garnishment against any employee
without prejudice towards the employee.

§:11 5.10Employee Training and Development

It is the intent of the City to provide training opportunities to employees for building of skills
directly related to the job. These opportunities may include in-house workshops, or workshops

and seminars sponsored by other agencies or institutions. Employees-are-also-encouraged-to-take
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1 rses must be, in ity’ inion. directl ly rel
mpl ’s present ] istent with the empl ’s perform ment pl
Ises m ] with job r nsibility must be t mpl 'S QW
time,

Reimbursement covers actual costs of tuition and registration fees only and is limited to a
maximum of six credits per semester or nine credits per quarter for approved courses. The
mpl urse in order 1ve reimbur;

Emnlovees ehElble for reimbursement from any other source (e.g.. a government sponsored

Trogr, holarshi ka fr ro w] reimbur
for th tween the amount recej m the oth n 1T al
I maximum reimbur allowable un is policy.

To be eligible for reimbursement, the employee must submit a tuition reimbursement form to
his or her supervisor prior to the scheduled commencement of the course(s), receive written

approval from the Dgpaﬂmgnt Director and Human Resources in advance, be actively

he Citv at th r: mpletion he I he empl
ve raised the i ing thi ati of th an
A lanning di 1 Performance M ement
n i course, th t submi an R men
ript from th indicating erade receiv receipt or other official
proof of payment.
Tel i lic
A r icv_Telecommuting | ment progr. t ma to reduce
e tri te special n loye increase
motivation ivity. The Citv encourages th ftel
ion in situations w it will work al benefl empl h
ity’
B. Purpose. The purpose of this Policy is to deﬁne the telecommutmg nroaram_agd_tj
idehin es under which it wi . Th niz ions m

wher may work n atem It term i accomphi

icy. Allm I isors and tel uters shoul familiar with the conten

“ this Poli

Ter ment T in han lar] nefi

r nsibilit] ick leave, vacation leav licies or any oth ic term lo nt.

D lection Telecommuting is only feasibl hose tasks within a job which are amenabl
rformed aw he r . Select mpl Il n

rbi t shall ific, written work r ritert lished b

nagement. Selection ma N reason mm 10N Provisi
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1si hall be withi iscreti i

E. Criteri iding whether ve telecommutj angem for an empl
managers must consider:
[. the nature of the employee’s job and
2. the empl ? nstr ce.
a. Job Characteristics A job that is appropriate for telecommuting typically has the
followi teristics:
e Face-to- interaction hedul
e Internal and external customer needs can be satisfied from the alternate
workplace
e Use of resources that must stay at the regular office can be scheduled (such
. jectiv tasks learl
s  Work flow can be scheduled
. rtain task mpl in i
w the m uld determi the empl ha he
wing Kin rmance char istics:
. 1 i ndentl n tim in m ’
standards for quality
e Asks for assistance when it is needed
. mmuni ffectively wi ervi -worker: 0 ff an
CUS[QMETS
. ts a i rioriti 8 prioriti nee intain
suitable alternate workplace
. I ditvandr ibilit
. I I' repatr. T or oth ipm
in ntl requir alternate workpl

he telecommuter from becoming isolated from the regular office staff
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wi work h; inw dul a managemen

n I mpl ’ and sh i ion of the Ci
rmal leav ici 1 ny | where th mm not perft
work at the al ] 1
H. Equipment and Software
1. V e st f muting, the City will provi elecom with
one time voucher to be used to purchase or to modify necessary equipment and software.
The voucher is paid as reimbursement to the telecommuter for actual purchases and shal]
ropri ipts. The maximum amoun v
$750. In order to be eligible for the voucher, the telecommuter must receive prior
wrli 1ofth ificati h h
2. _Owner. Th ' n W rchased lecomm hall
f 1 r. An n unt of the voucher shall
the responsibility of the telecommuter.

3. Reimbursement. If the telecommuting relationship ends prior to the completion of one
year, the employee shall reimburse the City the full amount of the voucher, If the

telecommuting relationship ends after one year, but prior to the completion of two years,
he empl reimbur. ity one-half n her
than two years of telecommuting. the employee shall not owe the City any
reimbursement upon termination of telecommuting.
4. Network Connections Telecommuters connecting their own personal computer
equipment to City equipment must obtain advance approval and must follow instructions

he Ci he tel e h r that r i

VEr hone. 1 irs will ta im lecom be
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i r compli Wi lth an iremen ion

visi mini Failur intain a pr work envi

ion of Tel ing Progr nagem
Telecommuting Program for any reason, at any time, with advance written notice to the

cmployees.

uidelines for i¢ipating in T, re w nderst

The Supervisor’s Checklist provides a way to verify that all essential parts of the start-up of a
ing arr wi hav ver 101 to th
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6.00 EMPLOYEE BENEFITS AND TIME OFF

6.01

Annual Vacation

Regular full-time-and-part-time employees shall be given annual vacation. Regular part-time
employees shall accrue vacation based on the ratio of heurs-actaaly-weorked-t their normally
scheduled workweek to a ferty-heurforty-hour week. Extra helpTemperary employees are not

eligible for these benefits. Vacation shall be accrued monthly as follows:

Time Days Hours/month
Zero to 12 months 12 days of vacation 8.0 hours
After 1 year employment 13 days of vacation 8.6 hours
After 2 years employment 14 days of vacation 9.3 hours

After 3 years employment 15 days of vacation 10.0 hours
After 4 years employment 16 days of vacation 10.6 hours
After 5 years employment 17 days of vacation 11.3 hours
After 8 years employment 18 days of vacation 12.0 hours
After 10 years employment 19 days of vacation 12.6 hours
After 12 years employment 20 days of vacation 13.3 hours
After 15 years employment 23 days of vacation 15.3 hours

A. The maximum number of vacation hours that may be carried over from December 31 of one
year to January 1 of the next year is equal to two years” accumulation, er-240-houss-at
retirement—In cases where City operations have prevented an employee from using vacation
time, the department-Department Directorhead with the approval of the City Manager may
allow unused accrual in excess of the amount specified above to be carried over. Vacation
leave not used shall be forfeited unless in conformance with the above.

needs of the City, Requestsfor-annual leave mustbesubmitted-in-writingto-your superviser
atesst-3-working-days-in-advanee: In case of conflict in scheduling vacationannaual leave,
ﬂ&e—empleyee—w&t—l%e—leﬁgest—%emﬁe—aﬂd—theﬂ lea]]y the earliest request shall be glven the

preferred vacation choice.

D. In the event of separation from service for any reason_ other than retirement, the employee
shall be paid for any accrued vacation earned and not taken._In the case of retirement as

the rules an ions of th ington lic Em Retiremen
m. the maxim h out shall Urs.
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E. Vacation for a new employee shall accrue at the above rates but shall not be used until after
six months unless special authorization has been granted by the City Manager. The City
Manager is authorized to negotiate higher accrual levels and/or starting balances of vacation
with individual staff members.

602 Management Leave

6:02_6.03Holidays

The following holidays are granted to_regular employees as the normal work day off with full

pay:
New Years Day January lst

Martin Luther King's Birthday 3rd Monday in January
Prestdent's Day 3rd Monday in February
Memeorial Day Last Monday in May
Independence Day July 4th

Labor Day 1st Monday in September
Veteran's Day November 11th
Thanksgiving 4th Thursday in November
Day after Thanksgiving Day after Thanksgiving
Christmas December 25th

Personal Day Two (2) days

mpl I igible for th il

A. A personal day needs to be scheduled by mutual agreement of the employee and the
supervisor and may be used for any reason, or as an extension of vacation or sick leave.
Non-exempt staff may use these days as a full normal workday or as 16 hours in increments
of one or more hours. Exempt staff must utilize a full eight-housrs day at a time.

B. Personal Days will be awarded effective January 1 of each year. An employee hired July 1 or
later will receive only one personal day in that calendar year. Any personal days not used by
the end of the calendar year will be forfeited. |

C. If a designated holiday falls on a Saturday, the preceding Friday shall be observed and if the
hohday fallson a Sunday, the followmg Monday shall be observed. _lf_c'l_d_e_s_gnﬂlc_d_]mhdax

D. Employees must be in a pay status on the wesk-dayworkday prior to and the werk
dayworkday following a holiday to be eligible for holiday pay.
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E. Regular part-time employees shall observe the established holidays and be compensated for

same on a pro rata basis.
E. If an employee's religious beliefs require include observance of a holiday netineluded-inthe

basic-heliday-sehedulethat is not a City holiday, the employee may, with approval of the
department-Department Directorhead, take the day off using a personal day, vacation,

compensatory time, or leave without pay.

lar empl workj n a holi ither th li r th
1zed holi hal i ime an r all hours w . In
employee works both the actual holiday and the corresponding City recognized holiday, the
m l only receive th i ay for on . Th hall
worked on actual holj nless the employee makes a wri request fi rth

' zed holiday in ual mple: In nce D
Sunday, July 4™ the City recognized holiday is Monday, July 5%, Employee A works Sunday
and receives time and a half for al] hours worked. Employee B works Monday and recejves
im for all hours wor Empl W oth Sun nd Mon will
€ paid tim If only for th worked on nless b he mak
written request to be paid time and a half for the hours worked Monday, instead of Sunday.

603 6.04Sick Leave
Policy: _ The purpose of sick leave is to provide an “insurance policy” of a bank of paid leave to
in the even mpl T jate faml er experi an ilin
isability that requi n empl nt from wi Empl who are 11l or dj

are expected to use sick Jeave to recover and to pot report to work when they could expose co-
workers 1o illness. Sick leave is earned and to be used under the following conditions:

A. Full-time regular employees shall accrue sick leave at the rate of eight hours for each month
worked. Regular part-time employees shall accrue sick leave based on a pro-rata amount to
reflect their normally scheduled werkweekworkweek as compared to a full-time wezk
weekworkweek of 40 hours._Extra help employees are not eligible for these benefits.

B. Sick leave may be taken when an employee is ill, injured, disabled (including a disability due
to pregnancy or childbirth) or has been exposed to a contagious disease where there is a risk
to the health of others, or for medical or dental examinations or treatment when such
appointments cannot be scheduled outside of working hours. Sick leave may also be used to

care for a family member of the immediate family under these conditions. |

S¥ou C. A regular employee may alse use sick leave for family leave as provided in section

D. ¥euwA regular employee may use sick leave when the use of a prescription drug impairs job
performance or safety.

E. After three days of sick leave yewan employee may be asked to provide a doctor's eertificate
note or other evidence of inability to work at the discretion of your supervisor or department

Department Directorhead.

F. Each employee, or someone on his/her behalf, should inform his/her supervisor if unable to
come to work. This notification should be done each day prior to the scheduled starting time ‘

131



unless on long-term leave, so -that-arrangements can be made to cover the absence.

Ve ¢conn ime from vacati ve to sick leave. The City Manager
nsi involv hall approv eny the r

H. Sick leave accrual is capped at 1040 hours or a pro-rata share for part-time employees.

1. Upon retirement_as defined by the rules and regulations of the Waghington State Public
Employees Retirement System, an employee shall be paid for 10% of their accrued but

unused sick leave.

lovee wh n-the-j0b inj receives time lo nts fr
rfrwhl 1 reCeiv ime 1 n.A 1 ick
leav: time 1 nt for th ase of nuin ive his or her

rmal sal ick leave is ex he City wil] use other availabl

4. Th has | fn"'lf fits under Ch 1.32 RCY
r m ion

: : d : ave. An employee
is not ehglble to donate 51ck leave hours unless a balance of 80 hours will be maintained. An
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g_th_c_c_as_e_shalﬂih*s—wx-l-l—be-deﬂmipen submlg a wrltten request ef—the—dem&&g—empleyee to

Human Resources.

C. Value of Leave. Donated hours will be used on an hour for hour basis with no consideration
iven to the dollar val ve donated eonverted-to-a-doHar value-based-upon-the

D. T vamm re leave is don han i hours of ]
hall be return mplo ing the leav. ro T 1s, Sick
leave hours so transferred shall not be utilized for the purposes authorized in 6.03 1].

—6:04 6.06 Family Leave
A, The City complies with the Federal Family and Medical Leave Act of 1993 (the FMLA - 29

U.S.C.A, 261 I) and atl apphcable state laws (RCW 49.78) related to fam1ly and medical leave.

Thi i detail 100 concernin rms of FM
B. Length of Family eave and Eligibility:—: The FMLA Eligible emplovees may take

provides-up to 12 weeks of unpaid, jeb-pretested family leave every 12 months te-eligible
empleyees for certain family and medical reasons. -To be eligible, an employee must have

worked for the City for at least ene-year; 12 months and for at least 1,250 hours over the
previous 12 months.

C. Reasons for Taking Leave: UnpaidEMEA Family leave is granted provided for any of the

following reasons:

1. To care for yeur an employee’s child after birth or placement for adoption or foster care.
To care for yeur an speusecmployee’s spousersen;-daughter child or parent who has a

serious health condition.

3. Feralfa serious health condition that makes yeu an employee unable to perform the
essential functions of yews his or her job.

Leave to care for a child after birth or placement for adoption or foster care must be concluded
within 12 months of the birth or placement.
D. Definiti 1 th is policy, th: wing definit] ly:
1. Child: a) A blolomcal adopted or foster child, a stepchild, a legal ward or a child

f 1son 1s (] ofh 1fth r

Ss_mu_mmwmn_&_ummwumm&
condition that involves:

a) hospital care: any period of incapacity or subsequent treatment
conn ith or con n inpatien vernigh
hospi ice or resi i dical car ility; or

133




b)ammwa!mummemmmmﬂmﬁmnﬂm

n tiv ln in reatment or
fin ity r me condition so involves 1
reatmen ] a health car ider n T
I¢lan’s assi nder dir ision of vider
T rovider of heal i nder 1 on referral
rovider; or h rovider on
which resul i f inuj n

under the supervision of a health care provider;
¢} pregnancy: any period of incapacity due to pregnancy or for prenatal

care; or
d) chroni itions requiring tr nts: a chronjc condition which
I ] riodic visits for nt by a heal rovider or
nur ician’s assistant un direct supervision of a health
care provider; ntinues over an eri ime; m
cause episodi ontinuin ' finca
¢) permanent/long term itions requirin ervision: a peri
n ity which i or lon ndit]
which tr ffectiv mpl ' r
m 1 the continuin 1sion of, not be receivin
i n heal rovider;
f) i reatment (non- ic conditi , ri
1o receive multiple treatments {including any period of recovery
from heal vider or vider of heal
rvi nder n referral Ith ]
wheth 1ve sur cident or nj or for
condition th llkl r u11 i fin ity of more than
h tive calen absen ical interventi
ortr nt.
ili W nd school or her r
IViti e to the seri ndition, tr therefor v
therefrom.
B-E. Intermittent [.eave; Under some circumstances, EMEA family leave may be taken

intermittently —which-means-taldngteave In separate blocks of time; or by reducing a
normal weekly or daily work schedule. EMEA Family leave may be taken intermittently if

medically necessary because of a serious health condition (your-ewanthe employee’s, or that

of a spouse, sen;-daughter child or parent). If EMEA family leave is for birth or placement
for adoption or foster care, use of intermittent leave is subject to department-Department

Directorkead approval.

F. Substitution of Paid L.eave: -Certain kinds of paid leave must be substituted for unpaid
EMEA family leave. Accrued vacation, personal days and comp time must be substituted for

any type of EMLEA family leave. Accrued sick leave must be substituted in the circumstances
where City policies er-state-taw allow employees to use that-paid sick leave, When vaeation
and-sick paid leave is available and allowed; that paid leave must be exhausted before unpaid

leave is allowed as partofyour EMIA family leave.
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If Both paid and unpaid leave is-used-for-a-purposeforwhich EMLA leave-would-be
avatlable;patdleave-will count against the EMEA 12-month week allowance. ¥ou-are The
emplovee i is required to notify the City if any paid leave is used for a reason covered by the

advance leave notlce—w%h—med-}ea-l—eemﬁeaaen- of the need for @ fmlly leave ﬁlgng w11h the
requested dates for the leave rels palth d : 9
ﬂmes%emm&du&aﬁer—aﬁ}ed*eal—mav& Takmg leave or reinstatement aﬁer leave may
be denied if these requirements are not met,

Such-aNotice must be provided at Jgast 30 days in advance of the requestfor leave if the

reason for the leave is foreseeable-based-on-an-expected-birth, placement for adoption or
foster care—er—plaameﬁnefheai—tfe&m}em If 30 days notice is not practieal; possible due to

he empl i lcu ild at an un ime, notice must be

given as soon as possible_and at least:- usuakly within ene-ertwe-business 5 working days of

the placement. The employee shall adhere to the dates of leave :gguestgd unless the birth is

rematur 151 1 irth he chil

&-H. Medical Certification. The City requires the provision of a medical certification to
support a request for leave because of a serious health condition (yeurewnthe employee’s, or

that of a yeur-dependent child's, spouse’s or parent's) whenever the leave is expected to
extend beyond five consecutive working days or will involve intermittent or part-time leave.

The City may require second or third opinions, at its option, at City expense.

The City requires all employees on family leave due to the employee’s serious health
condition or due to the birth of a child to provide a medical certification of fitness for duty

prior to return to work after a medical leave that extends beyond 10 consecutive working
days.

H-]._ Periodic Reporting: -If an employee takes leave for more than two weeks, the City may

requires atleast-every-two-weeks the employee to periodically report on his or her OR-YOUF

status and intent to return to work.

E]. Health Insurance: -Employees covered by the City’s group health plan (medical, dental or
vision); will continue to receive paid health insurance during EMEA family leave on the
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same basis as during regular employment. Employees that do not return to work after the
leave will be required to pay back the portion of the insurance premiums paid by the City
unless failure to return to work was beyond the employee’s control.

+K. Other Insurance: -For employees covered by other insurance plans through the City, those
coverages may will continue during paid leave on the same basis as during regular

employment. For any period of unpaid leave, the Eemployees wishing the insurance to
continue must pay any-adéditional-amounts for the coverage on a monthly basis prior to the

month of coverage. Check with Human Resources for current information and costs for
coverages.

kL. Couples Employed by The City: -If an employees married to each other -and-theirspeuse
beth-werk-fer the-City-and request leave for the birth, adoption or foster care placement of a
child;-te-eare-fora-new-child; orto-care-fora-siclkparent, the total annual EMEA-family leave
available to the couple fef—t-hese—p&qwses-ls 12 weeks._The City may grant leave to iny one
n 1 leave requ a serious h ndition mpl r
that of the child, spouse or parent), each emplovee is independently entitled to 12 weeks.

EM. Determining I eave Availability: EMEA Family leave is available for up to 12 weeks

during a 12-month period. For purposes of calculating leave availability, the 12-month
perlod 1s a rollmg 12 months measured from the ﬁrst date any FMEA fmllx leave is used.

M:N,_Special Rule for Leave Related to Pregnancy. Leave taken for the disability phase of

pregnancy or childbirth when physically unable to work, is counted against the 12-week

FMLA MIeave allowance In sgmg ggggs, state law m@y gnnng the di §gb ed gmplgygg
o h 3 .

. _Return Rights Afi ilv Leave: n emplovee r to work family leave:
1. theCi lace the em in the sam iti mpl when the leav:
ther Ci ition with equivalen :
2. the return is subject to bona fide changes in compensation or work duties;
I ri if:
a) the City eliminates the employee’s position by a bona fide restructuring or
reduction-in-force; or

b) the emplovee takes another job; or
c) Ihg emplovee fails IQ provi gig the required timely ngngg of family leave or

n endin f the |
6:05_6.07Medical Leave of Absence

In addition to family leave, Aan unpaid leave of absence of up to six months may be granted in
the case of an employee's sickness-or disability when approved by the City Manager and when
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the leave will not adversely impact City operations. The request must be -whes supported by a

physician's certificate of necessity and reasonable expectation of a timely return to duty. Prior to
application for a medical leave of absence, an employee's accrued sick leave, vacationannual
leave, compensatory time and personal days must be exhausted.

606 6.08Continuation of Benefits

Employees on any paid siek leavevacation,military tratmingtoaveor jury-dutyteave shall

continue to receive all benefits including the accrual of vacation, sick leave, holiday pay,
pension, and all insurance benefits. Fhose Employecs in etherthan unpaid leave-status shall not
be entitled to and shall not accrue any of the benefits of the City, except as may-apphy-through

EMEA-provided under family leave.
607 6.09Bereavement Leave

Full-time regular employees may be granted up to three days of paid leave to make arrangements
for or to attend the funeral of, or memon’al service for, a member of their immediate family oF

eq-&wa-leﬁt—e-ﬁa—faﬁmy—mlaﬂensh*p If more than three days leave 18 necessary, eamed vacation,

sick leave or compensatory time may also be used.

Ihﬁ_emﬂzmm_gagc_uucnvules tvmcallv covered by bereavement leave, the emnlovee may

written 1 M he leav i
from v i v vement leav Man nsider s involy
hall rove or requ

Part-time regular employees shall be entitled to a pro-rata share of bereavement leave, based
upon their regular scheduled work hours.

——6:08.6.10Court and Jury Duty Leave

Employees called to jury duty are strongly encouraged to fulfill their legal and civic
responsibility. A regular employee will be granted leave at his/her regular rate of pay. Days
during the period of summons when reporting to the court is not required are not covered by this
leave.

During the regular work shift, an employee must report to work when not required to be in court.
If the court pays the employee for the jury service, that payment must be turned in to the City,
An employee is permitted to retain the any allewanee—mileage reimbursement received from the

court fer-such-service-at-the-diseretion-ofthe-City.

An employee must inform his/her supervisor as soon as a summons is received, and on a daily
basis as to court schedule.

Employees who have been subpoenaed for a job related matter shall be compensated as for any
other working time.

6:09 6.11Military Leave (Military Training)

Any regular employee may take up to fifteen work days per year for active duty training if he/she
1s a member of the Washington Nationat Guard, the Army, Navy, Air Force, Coast Guard or
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Marine Corps Reserves of the United States. This leave is in addition to yeur regular vacation
leave.

An Egmployees will continue to receive their his or her normal pay during such active duty
training, provided a written copy of their orders aze_is submitted to the supervisor prior to leave
and a written copy of the release is submitted upon return. If the active duty exceeds fifteen
working days, the employee will be required to take the excess time first as compensatory time,
vacation, and then leave without pay.

6-10 6,121 eave for Active Duty Military Service

Regular employees who are called to, or volunteer for active duty military service will be placed
on an indefinite unpaid leave of absence for the entire time the employee is in an active duty
status with any branch of the United States Armed Forces or state militia. ¥ew The employee
may, at yeut his or her- option, use any or all f accrued vacation leave or comp time prior to
moving to the unpaid status. Any unused vaecaties-or-sick leave accruals remaining at the time
the unpaid leave begins will be held until return to active employment with the City. Vacation

and sick leave will not accrue during the time of the unpaid leave;norwill-you-be-entitledto
health—er—eﬂaer—beneﬁ{s The cmnloyee may choose to have the Cltv continue to pay for the cost

Reinstatement following active duty will be in compliance with state and federal laws at the time
of a the return to work.

6-11 6.131.eave of Absence Without Pay

The City Manager may grant regular fill-time-and-part-time employees a leave of absence
without pay for an absence from-werk-in-excess-of-30-days; and not covered by any-ether type-of
family leave or medical leave of absence er and if ether all leave balances are exhausted.
Examples of situations for which leave without pay may be granted include personal reasons_not
covered by family leave, such as prelonged-iliness; parenting; or caring for an ill relative; other
reasons wh-}eh—weu-}d—be in the best interest of the City and aze not solely for the employee's
personal gain or profit;; or fulfilling a lengthy military obligation.
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7.00 HEALTH AND WELFARE BENEFITS

A number of benefits are provided to regular employees that contribute to total compensation. Complete |
descriptions of these benefits are available from Human Resources. The benefits that you may receive
are as follows:

7.01  Social Security Replacement Plan
All regular employees must participate in a Social Security Replacement Plan (401 a) and
Medicare._Extra help employees and intems are also covered by this program.

7.02  Group Insurance

Regular employees and their dependents are generally eligible for medical, dental, vision, long
term disability; and life insurance and-retirementplans as defined by the City and as authorized |
by the carrier. The City makes contributions to the cost of these benefits. Part-time regular
employees and their dependents, if eligible, receive City contributions for such insurance on a

pro-rata basis. Extra helpTemperary employees and interns are not eligible for these benefits.
The City provi mplo 1 rogram (EA r its empl . The pr 1
rovi f the group medical covera

The City reserves the right to make changes in the carriers and provisions of these programs
when deemed necessary or advisable, and will make reasonable attempts to give prior notice to
employees of any changes.

—7.03  Pensions: Retirement

The Cnty contnbutes to the Washmglon State Pubhc Employees Ret1rement System (PERS) e
KD as prescribed by law.

iFef&pefﬁfyLemphyees—&mm—ekgab}eier—%s-beﬂeﬁ{.

+057.04457 Plan

The City provides a 457 Deferred Compensation program for eligible regular employees.
Employees must defer funds into this plan which have been allocated for benefits by the City but
are not used by the employee. In addition, an employee may make personal contributions to this

plan through payroll deduction, up to the limits set by law._Extra help employees and interns are
ligi fit.

8.00 STANDARDS OF EMPLOYEE CONDUCT

8.01  General Policy

Itis-the-tradition-oftThe City to expects all employees to strive for excellence, fom-our
employees-and to exhibit the City Values in their work, together-as-ateam to accomplish
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8.02

8.03

8.04

8.05

organ1zat10r1al ggdl_ndﬂl_dnal_p_crfgnng_c_e_goals and Ig_prowde excelent supg ior QJJ_S_‘[Q_I‘Q_Q[

services.

Personal Appearance and Demeanor

City eEmployees are expected to dress in attire appropriate to their job tasks; and to sendust
themselves behave ina professmnal, businesslike manner at all times.

Absenteeism and Tardiness

Employees are expected to report for work promptly and maintain good attendance. The
supervisor must be advised of absence or late arrival prior to the beginning of the shift. A

doctor s-statement-may-be-required—uponreturpto-work: Unexeused-orexcessiveaAbsenteeism

or tardiness that is unexcused may be grounds for disciplinary action, up to and including
dismissaliermination.

Solicitations and Distribution of Literature

In the interest of maintaining a proper business environment and preventing interference with
work and inconvenience to others, Ne-ene employees is may not -authesized-te-distribute

literature or post materials, sell merchandise, solicit finrancial contributions— or otherwise solicit

for any cause-empleyees during working hours. Employees who are not on working time (for
example on lunchtime or break) may not solicit employees who are on working time. An

mplovyee (includin with m responsibili 1l not dir
empl. he or 1 r otherwi 1 me el ntrol ov
1 ize that an has the righ “no’”’ t icitation.
-mail shall n icit empl

Employees may utilize the employee newsletter or the emp loyee {eﬂﬂge lunch room bulletin
board_s-if approved by the Publie-Information-Offieer; City Manager’s Office for personal

messages of this nature. —Fhe Gity Manager may grant-exceptons-to-this-peliey-in-special

Non employees are prohibited from distributing material or soliciting employees on City
premises at any time.

Drug-Free Workplace

A. It is the policy of the City to maintain a drug-free workplace in keeping with the spirit and
intent of the Drug-Free Workplace Act of 1988, other state and federal regulations; and in
keeping with the City’s own standards. The-use-of controlled-substanees-Actions in violation
of this policy is are inconsistent with the behavior expected of employees, subjects all
employees and visitors to our facilities to unacceptable safety risks; and undermines the

erganization's City’s ability to operate effectively and efficiently.

B. This-also-includes-the-misuse-of alcoholwhile-en-duty: The unlawful manufacture,

distribution, dispensation, possession, sale, or use of a controlled substance, alcohol or other
1ntoxicant in the workplace or while engaged in City business on or off the premises orip a

140




City vehicle is strictly prohibited. Such conduct is also prohibited dusring-non-workingtime |

to the extent that in the opinion of the City, it impairs an employee’s ability to perform on the
job or threatens the reputation or integrity of the City. Therefore:

1. When employees are on the job, they are expected to be physically free from any impairment
or substanee-whichgubstance that could contribute to an injury, property damage, or interfere

with productivity. An 11 not con, Icohol dun nch or an
reak ITing prior f that empl ’ rk in thi

incl ny evenin 1 r other similar activity on behalf ity.

In | i - X “ﬁtfrw ”

2. LUse or possession of prescription or non-prescription medication is not prohibited when

rd with prescripti r_standar mmendati wever.
EBemployees are-eneouraged-to_shall notify their supervisors when they are taking over-the-
counter or deeter prescriptionbed drugs that could prevent the employee from performing his
or her job safely and effectively._T loyee and s isor shall w. ether to

5:3. An employee convicted of a controlled substance-related violation must inform the City
within five days of such conviction.

#4. _Employees who violate any aspect of this policy may be subject to disciplinary action up to |
and including termination. The City may require employees who violate this policy to
successfully complete a drug abuse rehabilitation program as a condition of continued
employment.

5. Employees may be required to submit to alcohol, drug or controlled substance testing when:
an employee's work performance causes reasonable suspicion that the employee is impaired
due to current intoxication, drug or controlled substance use; testing is required prior to
appointment to a position; as a result of a job related accident; or in cases where employment
has been conditioned, in a return to work agreement, upon remaining alcohol, drug or
controlled substance free following treatment. Refusal to submit to testing when requested;
may result in immediate disciplinary action up to and including termination. Testing
information shal onfitdential unless u empl ion wi ar h

employee.
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40:6. Employees who voluntartly enter treatment programs for drug or alcoho! addiction shall
not be subject to discrimination or retaliation. Such occurrences will be regarded as medical
condittons with regard to City provided benefits and rights. However, the City may
condition continued employment on the employee's successful completion of treatment or
counseling programs and future avoidance of alcohol, drugs or other controlled substances.
The City has an employee assistance referral center to assist employees in dealing with
personal problems. Details are available from the Human Resources Department.

8.06 Safety
The City is committed to providing a safe and healthful working environment. The City makes

Vi mpl w1th federal an upation 1th an WS an

0 W Poli

No employee-unless-employed-in-a-publicsafety-position; {s authorized to carry a weapon,

concealed or not, on Clty premlses m Clty vehlcles or whlle reprcscntmg the City. _Angmp_]gm

8.08  Workplace Violence

The Citv j ' violence | ' which red in

wor h ] tes. Iti ' f'the Ci ve zer

any acts or threats of violence by any employee in or about City facilities or elsewhere at any

] The City willn ny ac fviolen inst empl mers or
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B. T remedial action in¢cluding immedj rminati in
who en i i havior or f violen

who en in ' h action ] notifvi li
nforcement per T uting vi f this poli maxim
law
D. To prohibi from bringin i firearm weaporn
premises.
In i licy, empl “duty to warn” their supervi ers or
Human Resources of any suspicious wg:kplagg activity or situations or incidents that they
are aware of that | ve themselves or | IS Or
vis] h robl ] 1§ incl for hrea f violene
vior, offensiv ing or offensive commen rk he b
i r m r is policy will in confiden he maximum
ible extent. The City wi ne any fi liation agai mpl fi
ing ar nder thi ]

— 3867 8.09Smoking Policy
In order fo maintain a safe and comfortable working env1ronmer1t and to ensure comphance with
applicable laws, smoking in City offices and work places, incl wned v 1s

prohibited. Fhis-includes-Cityrowned-vehieles:. Employees §h91; d avoid smoking near building

entrances and any open windows. Violation of this policy may be grounds for disciplinary action,

up to and including termination,
8.10  General Conduct

1 are ex mselves in an T rofessional manner.
fbehavior th 1 riate incl not limi

A, In
B. Theft or other criminal activity;

neral dish i ing falsifvin nt or oth ity recor
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8:08_8.1]1Searches of Property
hould be 3

f empl ring their ment wi ity. It may
be necessary to conduct searches of employee personal property in City facilities or Vehlcles In
ity r he ri ch any empl ffi les, locker

other area or article on £§ ity premisgs. -Searches may be conducted at any time without advance

notice. rches m n bv and authori by the Ci er. nabl
h will con han on I -

Employees may not use a personal lock on City property or lockers, unless authorized and only if
a copy of the key or combination is retained by the City.

Adty-employee-fatling-te-consent-to-such-a-search Violation of this policy may be grounds for
sabjeet—se dlsmphnary actlon up to and 1nelud1ng termmatlon Searches-must-be-conducted by

8.09 8,12E-Mail,-Voice Mail and Other Communications_Systems and City Equipment
qup_uIQLsLEglectromc mall,_t_e]_ephg_n_es_‘_ voice mail, facsimile machines, ¢copy machines and

other in | ar vi 1 is-to be used enty for City

business purposes;&ﬂ%ess—speeéeﬂl}y—amheﬁ-zeé—bﬁhe@ty%aﬂ&gep Employees whe-are
granted access to the City’s E-Mate-mail and voice mail systems willbe-issued-an-identifying
passwerd—, but employees should keep in mind that this City equipment, including e-mail and
other computer files are supplied for business purposes and may be -Fhe-eity-wili-retain-al
passwords-and-may-periodically-monitor-messages accessed by other City staff. No message or

file monitoring by the City will occur without prior permission of the City Manager.

A i ncy, m ] ar 1j n r from di nl
provided by law. As a result, emplovees must be aware that e-mail, along with most other
written men ubject t Ic disclosure.

Employees are not to attempt to gain access to another employee’s computer file,-ox E-Maile-
ma_l messages oI voice mgll messages without that employee s permlssmn —Al-l—eempﬂter—eedes

The City’s eleetronte ¢-mail, yoice mail and other information systems may not be used in a way

that could be dISI’LlpthC or offenstve to others Employees sha[l not negligently or wilifully

#Adty ¥Yiolation of this policy may resutt-in be grounds for disciplinary action, up to and
including termination.
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812 8,13Corrective Action Procedure

In taking disciplinary action, managers and supervisors may use a variety of measures. Where
appropriate, managers and supervisors will follow a program of This procedureis progressive

discipline #n-nature-and-s designed to give the employces the opportunity to correct behavior
before it becomes a serious problem. Supervisors and managers also have the responsibility to
provide behaviorally-specific feedback, either orally or in writing as appropriate, to employces
who make improvements in their performance or correct the behavior that was a problem.

Please note that any or all of the steps outlined below or other appropriate measures may be
ut:[;zed dependmg upon mdtv;dual ctrcumstances and the nature of the offense. Exceptionsto

s cedurermay-oeonrif-awthorized byt : . Serious discipline,_including
Iimmediate termination may occur even on the first offense, in some circumstances, depending
on the severity of the situation.

The degree of corrective action depends on the severity of the situation. It is the responsibility of
the supervisor to objectively evaluate the circumstances and facts involved and to consult with
the Human Resources Director before beginning such action.

The City may use administrative leave with pay while conducting an investigation into an

alleged svrong-deingwrongdoing. This leave may be used when it is necessary to remove the

employee from the work place pending the outcome of the investigation. However—when
iate the followi l L L

The following are examples of a pattern of progressive discipline

Step One: ; Verbal Warningz—This; This step is used for relatively minor
offenses and problems. The supervisor may-cali-the-employee-aside-to-diseuss-the-offense

andverbally discusses the concerns with the emnlovee and lets the employce know the nature of
the problem. The

ﬁutafe—eeu-ﬂsehﬁg—l-ﬁneedeé Wntten umentation of the v. al wami shall laced n h
employee’s personnel file,

Step Two: -Formal Counseling-SessionWritten Warning:—This; This step is used for a repeated
offense where the eounseling discipline in Step | has failed to correct the problem or behavior, or
for more serious problems that initially require more inumediate stronger action. Under this step,

there-will be-afornal-counseling session-and-a letter written warning is given to the employee

and put in the employee's personnel file documenting the problem.

Step Three:—: Suspension: Decisien-MakingPaid Leave: This This step 18 used for repeated
offenses where the-counsebing-in Steps 1 and 2 haves failed to correct the problem or behavior, or

for more serious problems that initially require stronger corrective action than the above steps.
An employee is sent home without pay for a specified period of time. For an exempt employee,
unpaid suspensjons shall be in increments of workweeks. An exempt cmplovec may also -Adter

éﬁeussmg—&effebhﬂmeh—khe-wpe%ef—ﬂae-empleyee_wm be given therest-ofthe-day a
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period of time off with pay to make a personal decision as to whether to change behavior and
continue employment with the City.

Step-Eive: Termination: This step is to be used for 1nstances where an employee has failed to
correct his/her behavior after gein previous discipline

or if there is a serious violation of Clty standards of conduct where immediate termination is
warranted.

Other examples of disciplinary methods that may be used include withholding a scheduled pay
lncrease uction a motion

813 8.14Pre-Fermination Disciplinary Hearing

A. This section does not apply to at will employees or to employees who have not completed

their initial orientation period.
B. Inthe-case of termination-of BZ[;le gon51denng termination or the d i8¢l plme that wou d

depriv mplo

his‘her ortentation-period, the Clty w1ll conduct a pre%mn&&eﬁ-d §g1p1 nary heanng The
pre-terunation hearing serves as a check against a mistaken decision and as an opportunity

for an employee to furnish additional-facts-beforea reasons why he or she should not be

termination disciplined before the decision is finalized.

C. B-Eve £510R4 BFiHAte i3 e+t he employee shall be
prov1ded Wlth a notice of the feeemmeﬂd-aﬁon—fef pre-terminationdisciplinary hearing. The
notice shall include an explanation of the charges on which the recommendation potential
discipling is based, and the time and date for the pre-termination hearing. —tf the-employee
MMWW 0 3 i “fﬁeeeed—.

D._The hearing will be presided over by the CityManager Department Director or a designated
representative. The hearings are intended to be informal. The employee will be given an

opportunity 1o explain why the serious discipline should not be taken may-show-cause-why

he/she-sheuld netbeterminated. The employee may bring one person to the hearing as a

representative. 1f the employee fails or refuses to appear, the Department Director shall
rmine the discipline without th loyee’s input.

Within-forty-eight-hours aAfter the hearing, the City-Manager- Department Director will

consider the information provided and will consult with the Human Resources Director. As

sogn s posslb]e, the d eg;g will issue a the decision, on-whether there-are reasonable crounds

3t : : 3 ation: A longer review
penod may be reqmred in more complex situations, and the employee will be so informed.
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814 8.15Complaint Resolution Procedure

It is natural to have misunderstandings and conflict in organizations. The purpose of this
procedure is to provide a method for the resolution of such matters in a positive and constructive
marmer and to give employees a means of airing complaints regarding their employment.
Employees and supervisors are encouraged to resolve the causes of conflict or disputes between
themselves informally whenever possible.

If such efforts fail, an employee may file a complaint in a more formal manner following the
procedure outlined below. No retaliation, disciplinary action or discrimination shall occur
because of the filing of a bona fide complaint under this procedure. The procedure should not,
however, be construed as preventing, limiting, or delaying the City from taking disciplinary
action against any employee up to and including termination where disciplinary action is deemed
appropriate.

An employee who has been involuntarily separated from employment with the City has the right
to participate in this process pursuant to the terms outlined below. Any complaint by a
terminated employee must begin with step 23.

A. Complaint Defined:i—A: A complaint is as-action_written allegation by an employee or
former employee who has been involuntarily terminated ateginethat he or she has not been
treated according to yustly-concerningthe-administration-ef the personnel policies, or other

rules or regulations. Complaints must be initiated within 30 days of the alleged actand a

copy of the complaint provided to Human Resources.

B. Step 1 - Diseussion-of the-problem with-the immediate supervisor d-as
step. An emp]oyee should present thg ggmplamt to the supervisor and request time to meet ;
ex-p%&m%he nd d:scuss]; e-pfeblemefcomplamtuﬂﬂé—&ﬂew—the—aﬂpefmend—ﬁhe

this-discussionforfuture-reference- In consultation w1th Human Resources, the supervisor

shall consider the complaint and all relevant information and respond to the emplovee in a

timely manner,

C. Step 2 - I{ the problcm is not resolved after-discussion-with-yoursuperviser—you at Step 1,
the employee are-eneouraged shall next to request a meeting with yeur the department
Department Directorhead. In consultation with Human Resources, Tthe department
Department Directorhead or-a-designee will conduct an investigation and review the matter

with approprlate persons. Yeoushould-normally receiveuresponse-within L0-werking-days-of

respond to the emn]ovee within ]10 working days, unless the response will take longer, in
which case the director will keep the employee informed when the response will be avajlable.
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employees;none-of whom-is-invelved-in-the-semplaint:_The City Manager shall meet with the
employee. The City Manager shall also conduct an investigation or otherwise consider
information relevant to the complaint,

- e COROHG LS v e ! oH d Fawim B yald o

E._A The City Manager shall issue a decision will-be-issued-within 15 working days unless more

time is needed. in which case the City Manager shal] keep the employee informed of when

the response will be available aﬂd‘ﬁhﬁﬂ'be-ﬂ%fﬂﬂ}eﬂdﬂ{-}eﬂ—te—the-eﬁy—mBage; The City
Manager_s shal-review-the-recommendation-and make-a final decision which shall be final

and binding on the parties, Mﬁﬁhﬁ&ld—beﬂmkhe&%mgmyﬁm&msﬁg&ﬂeﬂ

and-the-final-decision-

9.00 SEPARATION FROM EMPLOYMENT

9.01

9.02

9.03 — Discharge

Resignation in-Geod-Standing

The City expects Fo-resign-ingood-standing, an employee resigning to sheuld give written notice
to his/her supervisor at least 14 days in advance; of stating-thereason-for-the-resignatien-and the

final working day.

nauthorized Absen

Unauthorized absence from work for a period of three consecutive days will be considered as a
voluntary resignation, unless the employee can provide a reasonable explanatton to the

department-Department Directorhead. Fallure-to-give-advance notice-of resignation-can-impaet
ik | hired.

9.04 9.03Separation Procedures

The Human Resources Department will verify an employee’s separation date and notify payroll.
A final paycheck will be issued to the employee on the next regular payday after completion of
the following: exit interview, return of City keys, car, ID card, credit cards, bus pass, tools and
cquipment, uniforms, printed materials, and any other property or resources which had been
made available to the employce. In addition, Human Resources will resolve the status of
retirement plans, insurance conversions, and deferred compensation programs, and will conduct
an exit interview.
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Regular employees shall receive full pay for unused vacation and compensatory time.

9:05 9.04L.ayoff (Reduction in Force)

The City may lay_off employees where there are changes in duties, reorganization of work or
positions, a position or service is abolished, there is a lack of work, shortage of funding or for
other legitimate business reasons.

A. Whenever a layoff is anticipated, employees whose jobs may be affected will be notified of
the situation and options available as soon as possible to allow time to make necessary
arrangements.

B. Extra helpTemperary employees performing similar work will be laid off first.

C. Regular employees will be retained on the basis of their ability to perform the remaining
work, and on the basis of the City’s ability to meet program needs. Length of service will be
taken into consideration when the ability to perform and qualifications of the employees are
equal.

D. Options such as part-time work schedules, job sharing and voluntary time and/or pay
reductions may also be explored, at the discretion of the City Manager.

E. Rehire List. Any regular employee who is laid off shall be pla n a City rehire list for a
period of one year from the date of layoff. The City will honor an employee’s written request
to not be placed on or to be removed from the list. When hiring for any vacancy, the

Department Director shall first consult Human Resources to determine if any employee on

the rehire list is qualified for the vacancy. If there is a qualified emplovee on the rehire list.
the employee shall be offered the position, In the case of more than one qualified employee

n the rehire |ist, the position ghall first be offere the employee with the fongest term of
service with the City. An employee shall be removed from the list upon rehire by the City,
refusal of a City job offer or the expiration of one year. whichever comes first.
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Attachment C

RESOLUTION NO. 154

A RESOLUTION OF THE CITY OF SHORELINE,
WASHINGTON, ADOPTING REVISED PERSONNEL POLICIES
FOR THE CITY OF SHORELINE

WHEREAS, the City of Shoreline has been operating under Personnel Policies
adopted September 23, 1996 by Resolution No. 104; and

WHEREAS, the City Council wishes to adopt revised Personnel Policies; NOW,
THEREFQORE,

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF
SHORELINE, WASHINGTON AS FOLLOWS:

Section 1. Authorization, The City Manager is authorized to implement the
Personnel Policies, which have been filed with the City Clerk and given Clerk’s
Receiving Number » and to apply these policies to employees of the City of
Shoreline until modified by future action of the Council.

Section 2. Effective Date. These Personnel Policies shall take effect July 1,
1999.

ADOPTED BY THE CITY COUNCIL ON , 1999,

Mayor Scott Jepsen

ATTEST:

Sharon Mattioli, CMC
City Clerk

151

o



