
 CITY OF TUMWATER 
 

POLICY MANUAL – PART 1: PERSONNEL POLICIES 
 
 SECTION 1 
 INTRODUCTION 
 
 

 
02/2007 
 P1-1 

1.01 Purpose 
1.02 Policy 
1.03 Goals 
1.04 Administration & Responsibility 
1.05 Distribution & Maintenance 
1.06 Employees Covered 
1.07 Superseder 
 
1.01 Purpose 
 

The purpose of the Personnel Policies is to provide for a personnel 
management system within the City of Tumwater government that deals 
with all employees in a fair and equitable manner while facilitating efficient 
service to the citizens of the community. 

 
1.02 Policy 
 

a) The City of Tumwater will assure that recruitment, selection, 
retention and separation of city employees is based on qualifications 
and fitness, and is in compliance with federal and state laws. 

 
b) The city will provide for equal opportunity in employment practices 

and standards. 
 

c) The city will clarify through policies and procedures the rights and 
responsibilities of its employees. 

 
d) Employment with the City of Tumwater depends on the need for work 

to be performed, the availability of funds, and the effective 
performance, good conduct, and continuing fitness of the employee for 
the position. 
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1.03 Goals 
 

The goals of the policies established by this manual include: 
 

a) To have city services as nearly perfect as it is possible to make them by 
 encouraging employees to perform their duties to the best of their 
ability and to provide city services to the citizens of Tumwater in a 
courteous and professional manner. 

 
b) To facilitate harmonious relations and clear communication between 

elected officials, administrators, managers, supervisors and employees. 
 

c) To provide fair compensation for duties performed by its employees 
within the financial capacity of the city, including the provision of 
benefits and adequate working conditions. 

 
d) To provide a fair and open process for employees to air grievances or 

complaints without fear of recrimination, and a process for handling 
employee disciplinary matters. 

 
e) To provide an efficient personnel management system that deals with 

all employees in an equitable and uniform manner. 
 
1.04 Administration & Responsibility 

 
The City of Tumwater is a noncharter code city of the State of Washington, 
operating under the Mayor-Council form of government. 

 
a) City Council - The City Council determines the budgetary 

appropriations for all personnel costs, and approves personnel levels 
and positions through the budgetary process. 

 
b) Mayor - The Mayor is the Chief Administrative Officer of the city and 

is responsible for the initiation and administration of personnel 
policies for all employees.  The Mayor may delegate the administration 
of policies as deemed appropriate. Where these policies specify 
Mayoral authority, those duties may be performed by the Mayor’s 
designee as assigned. 
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1.04 Administration & Responsibility 
 

c) City Administrator - The City Administrator supervises all 
departments in the best interests of the city and its employees. 

 
d) Department Managers - The Department Managers are responsible for 

specific departmental provisions of the personnel program.  These 
provisions include, but are not limited to promotions, performance 
evaluation, training and discipline. 

 
e) Individual Employee - The City of Tumwater strives to provide 

efficient, professional and courteous service to all city residents.  To 
accomplish this goal, the Mayor and the City Council ask that every 
employee perform their duties to the best of their ability as a 
representative of the city. 

 
Each employee should understand these personnel policies, keeping in 
mind the City’s public service mission. It is the employee’s 
responsibility to meet desirable levels of performance of these public 
duties.  Employees are encouraged to ask their Department Manager 
any questions about the Policy Manual, and discuss concerns or 
suggestions regarding the employee’s job. 

 
1.05 Distribution & Maintenance 
 

Upon request, each department will be issued a copy of this Manual and will 
be responsible for its maintenance and upkeep.  Department managers will 
assure that employees read and understand these policies and any 
subsequent revisions. 

 
1.06 Employees Covered 
 

These personnel policies apply to all city employees except elected officials, 
independent contractors, or employees specified as exempt by the Mayor or 
as otherwise specified in these policies; provided however, in cases where 
these personnel policies conflict with collective bargaining agreements duly 
agreed upon between authorized employee organizations or unions and the 
city, the conflicting provisions of the collective bargaining agreements shall 
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govern. 
 
1.07 Superseder 
 

The city specifically reserves the right to repeal, modify or amend these 
policies at any time, with or without notice.  None of these provisions shall be 
deemed to create a vested contractual right in any employee nor to limit the 
power of the Mayor or City Council to repeal or modify these policies.  The 
policies are not to be interpreted as promises of specific treatment. 

 
All prior rules, regulations, policies and manuals of the city which may be in 
conflict are superseded by this manual, unless otherwise specified. 

 
Should any conflict arise between the policies established in this Manual and 
any ordinance of the city, such ordinance shall take precedence.  If any 
section, subsection, paragraph, sentence, clause or phrase of this Manual is 
found by a court of competent jurisdiction to be invalid or illegal, such 
findings shall not affect the validity of the remaining portions of this Manual. 

 
These policies and procedures are subject to all applicable existing or future 
laws or regulations of the State of Washington and the Federal government 
(as amended from time to time).  Wherever there is a conflict between the 
provisions of these policies and procedures and any applicable law or 
regulation, the provision of the law or regulation shall govern. 
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2.01 Anniversary Date:  The anniversary date shall be the first day of the month 

closest to the date of initial appointment to a regular budgeted position, and 
shall be used to calculate sick and annual leave accrual, and years of service. 
 For years of service, employment must be continuous or broken only by 
approved leave of absence.  The calendar month shall be divided from the 1st 
 to the 15th and the 16th to the last day, with the anniversary date 
established by determining in which half the date of appointment occurred. 

 
2.02 Appointing Authority:  The Mayor of the City of Tumwater. 
 
2.03 Appointment Status - Regular:  The assignment of a person to a budgeted 

position. 
 
2.04 Appointment Status - Probationary:  A probationary work period of six 

months from the date of employment or as set forth in the appointment letter 
or contract; a probationary work period as a result of disciplinary action. 

 
2.05 Appointment Status - Temporary:  An appointment for a limited period of 

time to fill a temporary or emergent need.  Seasonal employment is 
considered a temporary appointment. 

 
2.06 Appointment Status - Acting:  An appointment for a limited period of time of 

a current employee to a higher classification to fill a temporary or emergent 
need. 

 
2.07 City:  The municipal corporation of the State of Washington known as the 

City of Tumwater. 
 
2.08 City Council:  The elected legislative body of the City, composed of seven 

members. 
 
2.09 Classification Specification:  A written documentation of all job duties and 

responsibilities for each position classification in the City, in the form of a 
classification specification for each authorized classification. 
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2.10 Classification Plan:  A written documentation of all job duties and 
responsibilities for each position classification in the city, in the form of a 
classification specification for each authorized classification. 

 
2.11 Day: Means a twenty-four (24) hour period. 
 
2.12 Days:  Means consecutive calendar days, unless otherwise specified. 
 
2.13 Demotion:  The movement of an employee from a position in one pay grade to 

a position with a lower pay grade; or the movement of an employee from one 
pay step within a pay grade to a lower pay step within the same pay grade. 

 
2.14  Department Manager:  An employee of the City who, for the purpose of this 

manual, serves as the department supervisor or who has been designated by 
the City Administrator as a member of the city’s management team. 

 
2.15  Domestic Partner: A same gender or opposite gender person who establishes 

a long term, exclusive relationship with an employee of the City as 
documented by a sworn statement which affirms specific characteristics of 
the relationship  as required by the City. Once established through a sworn 
statement, a domestic partner may participate in the City’s benefit programs 
in a manner similar to a spouse of an employee. 

 
2.16 Employee - Individual:  Any individual appointed to a position of service with 

the City. 
 
2.18 Employee - Full Time:  An employee who has received an appointment to a 

budgeted position on a full work week, year around basis. 
 
2.19 Employee - Part Time:  An employee who has received an appointment to a 

budgeted position on less than 40-hour work week basis. 
 
2.20 Exemptions (Exempt Employees):  An employee determined to be exempt 

from the provisions of the Fair Labor Standards Act. 
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2.21 Family - Immediate:  A relative by blood or marriage, or legal adoption, who 
is a member of the employees household under the same roof, a member of an 
employee’s household who is on record with the City of Tumwater as a 
domestic partner; or, regardless of residence, any parent, step-parent, 
grandparent, spouse, child, brother, sister, or grandchild of the employee. 

 
2.22 Grievance:  An employee's verbal or written expression of dissatisfaction with 

some aspect of these rules and regulations affecting him or her, for the 
purpose of resolving their concern. 

 
2.23 Holiday:  Those special days off granted to the employees in addition to 

vacation and sick leave. 
 
2.24 In-law:  The named relative (i.e. Sister, Brother, Parent) of the spouse or 

registered domestic partner of an employee. 
 
2.25 Lateral Transfer:  An employee transfer from one classification to another 

classification with the same pay grade, or within the same classification or 
pay grade from one department to another. 

 
2.26 Layoff:  Non-disciplinary termination of an employee, either permanently or 

for a specified period of time, due to financial circumstances or a change in 
the need for which the position held was created. 

 
2.27 Leave:  An authorized absence from regularly scheduled work hours which 

has been approved by the proper authority. 
 
2.28 Letter of Appointment:   The document officially assigning a person to a 

position within the City which may also be a two-party agreement or contract 
if signed by the employee. 

 
2.29 Merit Increase Date:  The date on which the employee receives the annual 

pay increment within the current salary range. 
 
2.30 Overtime:  Time a non-exempt employee is directed or authorized to work in 

excess of the regular work day or week. 
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2.31 Performance Evaluation:  A written appraisal of work performance of an 
employee designed to inform management and the employee of the manner in 
which the employee is meeting established work standards and to offer 
constructive suggestions or requirements for improvement. 

 
2.32 Position:  A combination of duties and responsibilities assigned to and 

performed by an individual. 
 
2.33 Probationary Period:  An extension of the selection process during which an 

employee is required to demonstrate ability to perform the duties of the 
position. 

 
2.34 Promotion:  The movement of an employee from a position in one pay grade 

to a position requiring duties and responsibilities of higher qualifications and 
a higher pay grade. 

 
2.35 Reallocation:  The movement of a position from one pay grade to another pay 

grade found to be more appropriate as a result of an analysis of the duties of 
the position and classification specification. 

 
2.36 Reclassification:  The revision of a classification specification as a result of 

analysis of the duties, responsibilities, minimum qualifications, and salary 
requirements; may include classification title change. 

 
2.37 Resignation:  A voluntary separation from employment initiated by or 

submitted by an employee. 
 
2.38 Salary Plan:  A series of salary ranges for each classification of the City, 

setting forth each pay step for each pay grade and adopted by the City 
Council. 

 
2.39  Sexual Harassment:  Unwelcome sexual advances, requests for sexual favors, 

and other verbal or physical conduct as defined in State and Federal Laws 
and in accordance with Resolution No. 225. 

 
2.40  Sexual Orientation: Actual or perceived male or female heterosexuality or 

homosexuality including a person’s attitudes, preferences, beliefs and 
practices pertaining thereto. 
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2.41 Spouse:  The wife or husband of an employee, not legally separated from the 

employee. 
 
2.42 Supervisor:  An employee having the authority to direct another employee or 

employees within their department and recommend the hiring, transfer, 
suspension, layoff, promotion, dismissal, assignment, reward, or discipline of 
another employee, and the responsibility to adjust the employee's grievances. 

 
2.43 Suspension:  A temporary removal from duty with or without pay of an 

employee for disciplinary purposes or for the purpose of investigating 
accusations brought against an employee. 

 
2.44 Termination:  Involuntary separation of an employee from employment with 

the City. 
 
2.45 Work Week:  The total of scheduled work hours in a calendar week. 
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4.03 Alternative Work Schedules 
 

4) 14/120 - The normal work day is extended by 
approximately 30 minutes each day, so that 120 hours in 
three work weeks are worked over 14 work days. This 
produces an extra day off every three weeks. 

 
a) A 14/120 schedule is available only for employees 

exempt from overtime under the FLSA. Exempt 
employees are also eligible for the 4/10 and 9/80 
schedules.  
 

4.03.03 APPLICATION FOR ALTERNATIVE WORK SCHEDULES 
 
1) The interested employee(s) will complete a standard 

application, which will include the proposed alternative 
work schedule, the employee circumstances leading up to 
the request, potential impacts identified and recommended 
solutions. Additional information may be attached to the 
standard application. The application must be submitted to 
the Department Manager. 

 
2) If circumstances require a group of employees to adopt an 

alternative work schedule in order to make the schedule 
feasible, a current employee who is opposed to the 
alternative work schedule change will be allowed to 
continue the current schedule, unless the Department 
Manager determines that the modified schedule is 
necessary to meet department needs. 

 
a) After a group of employees has agreed to an 

alternative schedule, the continuation of the schedule 
shall be based on the preference of the majority of the 
employees involved, except that the Department 
Manager can end any alternative work schedule 
pursuant to Section 4.03.05 below. 
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4.03 Alternative Work Schedules 
 

3) The Department Manager receiving the employee 
application, will review the request by assessing the form 
submitted, reviewing job descriptions, and speaking with 
supervisors and co-workers. If the Department Manager 
does not approve of the proposed schedule, he/she will 
return the form to the employee with documentation of the 
reasons for denial. If the Department Manager approves 
the schedule, he/she will advance the form with 
documentation of the approval to the city administrator. 

 
4) The city administrator will consider the written application 

and the Department Manager’s recommendation and may 
contact other individuals deemed able to provide additional 
information or assistance in decision making. The city 
administrator will confer with the human resources office to 
ensure that the proposed schedule is in compliance with the 
Fair Labor Standards Act (FLSA). Upon completion of a 
review of the request, the city administrator will provide a 
written approval or denial to the employee and the 
Department Manager. If approved, the department affected 
will work with human resources to appropriately 
implement the approved schedule and a copy of the 
application and the approval document will be forwarded to 
the Finance Department for coordination with the payroll 
process. 

 
5) If an application is not approved, the employee may submit 

a new application only if circumstances (of the employee, 
the department or position) significantly change. 
 

4.03.04 STANDARDS OF REVIEW:  An alternative work schedule will be 
implemented for any eligible individual who can demonstrate to 
the satisfaction of the Department Manager and city 
administrator that the impacts of the schedule will not, in their 
judgement, unacceptably impact the City and its operations.  
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4.03 Alternative Work Schedules 
 

1) Minimum Standards: No alternative schedule will be 
approved which, in the judgement of the Department 
Manager or city administrator, has the effect of 
compromising facility security or employee safety; of 
reducing, banking or eliminating rest breaks; of reducing 
lunch breaks to less than thirty minutes; of creating an 
overtime liability for the City; of regularly scheduling work 
on Saturday or Sunday for the sole purpose of 
accommodating the preferred schedule; and/or of preventing 
the City from meeting its legal and fiscal obligations for the 
manner in which City operations are conducted. 

 
2) Assessment of Impacts: In assessing the impacts of a 

proposed alternative work schedule, the Department 
Manager and city administrator will balance negative 
impacts with positive impacts and make a final 
determination on the basis of overall benefit to the City. 
The following categories of impacts will be assessed by the 
Department Manager and the city administrator in 
evaluating an alternative work schedule proposal: overall 
customer service; interference with regular business 
operations of the City; telephone call coverage and 
responsiveness; overall employee productivity; employee 
accountability for time and results of work; reduction of 
commute trips; and improved service hours for the public; 
equipment sharing efficiencies; improved employee morale; 
improved time management flexibility; and reduced 
overtime costs.   
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4.03 Alternative Work Schedules 
 

4.03.05 MODIFICATION OF AN APPROVED ALTERNATIVE WORK 
SCHEDULE 
 
1) A Department Manager or the city administrator may at 

any time, with thirty days notice to affected employees, 
terminate any approved alternative schedule, if it is 
determined that the conditions under which approval had 
been granted have changed or, if, in the judgment of the 
Department Manager or city administrator, the schedule 
proves to cause unforeseen impacts that are not in the best 
interest of the city. If an alternative work schedule is 
discontinued, the employee may submit a new application 
should circumstances (of the employee, the department, or 
position) significantly change. 

 
a) Changes in workload, funding, legal mandates, 

changes in legal interpretations or other needs of the 
City and/or individual departments could cause the 
City to revise or cancel the alternative work schedule 
options offered. 

 
2) If an employee working under an approved alternative work 

schedule wishes to modify the alternative work schedule, a 
new application per Section 4.03.03 is required if: 1) The 
proposed modification is from one approved work schedule 
to another or 2) if the Department Manager determines 
that the proposed modification creates significant impacts 
that were not addressed by the original application 
(Example: changing the work schedule in a manner that 
creates a loss of coverage or that makes another employee's 
schedule unworkable). 

 
a) A minor modification of an approved alternative 

work schedule, that does not involve the changes 
described above, can be implemented upon approval 
of the Department Manager. 
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4.03 Alternative Work Schedules 
 

3) Employees may be asked to fill in on their regularly 
scheduled day off for employees who are absent. 
Supervisors and employees will provide as much advance 
notice as possible and will be flexible in working out an 
alternative schedule for the employee asked to work on 
their regular day off. 
 

4.03.06 ACCRUING AND USING SICK LEAVE, VACATION LEAVE 
AND HOLIDAY PAY WHILE ON AN ALTERNATIVE WORK 
SCHEDULE:   
 
1) Sick leave and vacation leave will continue to accrue at the 

regular rate. When an employee takes a full day of sick or 
vacation leave, the time charged will be equivalent to the 
full number of hours the employee was scheduled to work. 
This compensates for actual time absent for regularly 
scheduled work hours. For example, an employee accruing 
eight (8) hours per month in sick leave is absent for a full 
day that he/she is scheduled to work ten (10) hours. The 
time charged for sick leave would be ten (10) hours. 

 
2) When a paid holiday falls on an employee's regularly 

scheduled work day, the employee will be paid eight (8) 
hours of holiday pay. If the regularly scheduled work day is 
greater than eight (8) hours, the employee may be required 
to use either accrued vacation time or, if approved by the 
supervisor, to make up the time during the work week.  

 
3) When a paid holiday falls on an employee's regular day off, 

the employee will be credited with eight (8) hours of holiday 
pay which may be used at a later date. Any accrued paid 
holiday hours must be utilized in the calendar year in which 
they have been earned. Accrued holiday hours not used by 
December 31st of each year will be lost to the employee. 
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4.04 Standard Work Week 
 

4.04.01 Full-time city employees work 40 hours per week. Unless 
otherwise approved in writing by the City the 7 day work week 
for each employee will be 12:00 a.m. Sunday through 11:59 p.m. 
Saturday. 

 
4.04.02 Due to the nature of work performed in each department, some 

employees’ work schedules may vary from normal weekly work 
schedules. These schedules must be approved by the 
Department Manager. 

 
4.05 Attendance 
 

Employees must be in attendance at their work station in accordance with 
the rules regarding hours of work, holidays and leaves as set forth in these 
policies. Employees are expected to be at their work station and prepared to 
begin work at the starting time. Abuse of attendance or hours of work rules 
may result in disciplinary action. 

 
4.06 Break Periods 
 

4.06.01 Rest Breaks 
 

Employees are entitled to one 15-minute work break per four 
hours of work time.  While rest breaks are authorized in 
accordance with applicable State law, break schedules are 
flexible so as not to interrupt the operations of the city. The 
Department Manager has the authority to revise break 
schedules as necessary. 

 
4.06.02 Meal Breaks 

 
Employees are entitled to a maximum one-hour break for meals 
for each 8-hour work day. Arrangements of meal breaks will be 
approved by the Department Manager in consideration of work 
schedules of the department. 
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4.07 Disciplinary Action and Rules of Conduct 
 

City employees should be informed of rules of conduct and specific causes for 
disciplinary action, including applicable departmental policies or rules. These 
rules of conduct are formalized for each employee’s information to minimize 
the likelihood of any employee becoming subject to disciplinary action 
through misunderstanding or otherwise. It is the responsibility of the 
department manager and immediate supervisor to ensure employees are 
informed of these rules of conduct. 

 
4.07.01 Rules of Conduct 

 
1) The occurrence of any of the following is sufficient 

justification for immediate discharge but is not considered 
all inclusive: 

 
a) Theft, misappropriation or removal of city property 

or the property of employees, clients or customers. 
 

b) Knowing, intentional or repeated falsification of an 
application for employment or any report, time 
sheet or city record. 

 
c) Soliciting and/or accepting payments, gifts or any 

item of value for services performed during the 
regular workday, whether the services are 
performed on behalf of the city and whether city 
vehicles or equipment are used. 

 
d) Willful alteration, destruction or waste of city 

property, facilities, records or equipment, wherever 
located, or the destruction of another employee’s 
property. 

 
e) Bringing alcohol (except as specifically authorized 

by the City), narcotics or other controlled 
substances on city property or in city vehicles; 
reporting to work or being under the influence of 
alcohol, narcotics or other controlled substances 
while on working time, or while on city property or 
in city vehicles. 
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4.07 Disciplinary Action and Rules of Conduct 
 

f) Giving or taking a bribe of any nature as 
inducement for obtaining or retaining a job or 
position. 

 
g) Serious or repeated disorderly conduct, horseplay 

or insubordination.  Insubordination includes, but 
is not limited to: neglect of duty, or refusal or 
failure to obey orders or instructions in the line of 
duty; public disrespect displayed toward a 
supervisor or the city while performing work for the 
city; and abusive language to any supervisor. 

 
h) Threatening, intimidating, coercing or interfering 

with supervisors or other employees. 
 

i) Deliberate attempts to injure another employee or 
fighting on city property or during working hours. 

 
j) Sleeping during working hours. 

 
k) Unauthorized possession of fire arms, explosives or 

any dangerous weapons while performing city work 
or while on city property. 

 
l) Participating in an unauthorized work stoppage or 

slowdown. 
 

m) Recklessness resulting in a serious accident while 
on duty, whether on city property or while driving a 
city vehicle. 

 
n) Repeated unwelcome sexual advances, requests for 

sexual favors, and other verbal or physical conduct 
as defined in State and Federal Laws and in 
accordance with Resolution No. 225.  Sexual 
harassment includes but is not limited to demands 
for sexual favors in exchange for employment, 
retention of job, promotion or other employment 
benefits. 
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4.07 Disciplinary Action and Rules of Conduct 
 

o) Willful or intentional behavior or remarks based on 
race, creed, color, national origin, age, sex, marital 
status, sexual orientation, or the presence of a 
physical, sensory, or mental disability resulting in 
discrimination against any employee, customer or 
member of the general public. 

 
p) Willful infraction of any departmental or city rule, 

regulation or policy. 
 

2) The occurrence of any of the following is sufficient 
justification for the imposition of lesser discipline such as 
verbal or written warning, suspension without pay or 
disciplinary probation as set forth in the following section, 
although depending on the seriousness of the offense, the 
city may immediately discharge the offender.  These 
reasons for discipline are not intended to be all-inclusive. 

 
a) Ignoring safety rules or common safety practices. 

 
b) Engaging in disorderly conduct, horseplay, immoral 

conduct or insubordination; using uncivil, insulting, 
vile or obscene language. 

 
c) Failure to report occupational injuries or accidents 

promptly to the employee’s supervisor, including 
motor vehicle accidents in a city vehicle. 

 
d) Engaging in activities other than assigned work 

during working hours and/or while operating city 
equipment, without advance approval by the 
employee’s supervisor. 

 
e) Acting in an insulting, rude, insolent or uncivil 

manner toward any customer or other person while 
working for the city, or while operating city 
equipment or on city premises. 
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4.07 Disciplinary Action and Rules of Conduct 
 

f) Failure to exercise the care and attention to one’s 
work as required by the circumstances. 

 
g) Smoking in restricted or prohibited areas on city 

property. 
 
h) Accepting employment with another employer 

while on leave without pay from the city without 
written authorization from the city. 

 
i) Acting in any manner inconsistent with common 

sense rules of conduct necessary to the welfare of 
the city or its employees. 

 
j) Unexcused or excessive absences or tardiness. 

 
k) Leaving work before the end of the shift or not 

being ready to begin work at the start of the shift, 
or working overtime without permission of manage-
ment. 

 
l) Loafing or spending unnecessary time away from 

the job. 
 

m) Unauthorized possession or use of any city 
property, equipment or materials. 

 
n) Carrying an unauthorized passenger in a city 

vehicle. 
 

o) Contributing to unsanitary conditions or poor 
housekeeping. 

 
p) Use of city property or time for personal financial 

gain. 
 

q) Any form of discrimination or sexual harassment, 
as outlined in 4.07.01 (1), (n) and (o). 
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4.07 Disciplinary Action and Rules of Conduct 
 

r) Having wages or salary subject to a writ of 
garnishment for three or more separate 
indebtedness in a continuous 12-month period. 

 
4.08 Forms of and Procedures for Disciplinary Action 
 

4.08.01 The degree of disciplinary action administered depends on the 
severity of the infraction and will be carried out in accordance 
with this policy or in accordance with applicable Civil Service 
Rules and Regulations or labor contracts.  It is the responsibility 
of the supervisor to evaluate the circumstances and facts 
thoroughly and objectively. The supervisor will then recommend 
the most suitable form of disciplinary action to the Department 
Manager. 

 
1) Verbal Warning 

 
Verbal warning should be given to the employees in 
private, if possible.  This type of discipline should be 
applied for infractions of a relatively minor degree. 
Supervisors should inform the employee that he or she is 
administering a verbal warning, that the employee is 
being given an opportunity to correct the condition, and 
that if the condition is not corrected, the employee may be 
subject to more severe disciplinary measures. 

 
2) Written Warning 

 
a) This notice may be issued by the supervisor or 

Department Manager in the event the employee 
continues to disregard a verbal warning, or if the 
infraction is severe enough to warrant a written 
record in the employee’s personnel file. 
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4.08 Forms of and Procedures for Disciplinary Action 
 

b) The supervisor or Department Manager will put in 
writing the nature of the infraction in detail and 
sign the notice. The Department Manager will 
discuss the written warning with the employee and 
the immediate supervisor to be certain that the 
reasons for the warning are understood. 

 
c) A copy of the written warning will be given to the 

employee at the time of the discussion of the 
warning.  The original copy will be placed in the 
employee’s personnel file. 

 
d) A written warning may be removed at the request 

of the Department Manager from the employee’s 
personnel file after a period of one year (12 
calendar months) provided that no further 
disciplinary action is taken during the 12-month 
period. If subsequent disciplinary action is 
necessary, the written warning becomes a 
permanent record in the employee’s file. 

 
3) Written Reprimand 

 
a) A written reprimand may be issued by the 

supervisor or Department Manager in the event the 
employee continues to disregard previous 
disciplinary measures of verbal or written 
warnings, or the severity of the infraction is such to 
warrant a written reprimand be made a permanent 
record in the employee’s file. 
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4.08 Forms of and Procedures for Disciplinary Action 
 

b) The supervisor or Department Manager will put in 
writing the nature of the infraction in detail and 
sign the notice.  The Department Manager will 
discuss the reprimand with the employee and the 
immediate supervisor to be certain that the reasons 
for the reprimand are understood.  A copy of the 
written reprimand will be given to the employee at 
the time of the discussion of the infraction. The 
original copy will be placed in the employee’s 
personnel file. 

 
c) A written reprimand becomes a permanent record 

of the employee’s file and may not be removed at 
the discretion of the Department Manager. 

 
4) Probation 

 
An employee may be required to serve an additional 
probationary period for disciplinary reasons for up to six 
months, which may be extended once for up to an 
additional six months. If placed on probation for 
disciplinary reasons, all provisions of probationary status 
apply, unless otherwise specified. At the end of the 
probation, the employee may be returned to regular 
status, demoted or terminated. 

 
5) Demotion 

 
a) Demotion may be used in rare instances where an 

employee is clearly unable to satisfactorily perform 
the responsibilities of their position but is capable 
of performing in a position of less responsibility and 
otherwise exhibits the qualities of a good public 
employee.  Demotions may be recommended by the 
Department Manager or City Administrator, with 
final approval by the Mayor. 

 
b) A predisciplinary meeting is required prior to a 

demotion for disciplinary reasons. 
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4.08 Forms of and Procedures for Disciplinary Action 
 

6) Suspension 
 

a) This form of discipline must be recommended by a 
Department Manager or the City Administrator 
and can only be used for a severe infraction of rules 
or standards, or for continued violation after the 
employee has received one or more written 
warnings and has made little or no effort to 
improve performance.  It should be applied only 
after a thorough evaluation by the Department 
Manager or City Administrator, with final approval 
by the Mayor. 

 
b) The Department Manager will put in writing all 

facts leading to the recommended suspension, and 
the duration recommended.  A predisciplinary 
meeting will be held with the employee to make 
certain that the employee is fully aware of the 
reasons for the considered action and has an 
opportunity to respond and supply additional 
information. 

 
c) A predisciplinary meeting is required prior to a 

suspension for disciplinary reasons. 
 

d) Exempt personnel are not subject to unpaid 
disciplinary suspensions except in increments of 
full work weeks unless the infraction leading to the 
suspension is for a violation of a safety rule of 
major significance. 

 
4.09 Termination 
 

All city employees serve at the pleasure of the Mayor. Subject to any 
applicable state or federal laws, or specific provisions in employment 
contracts, the Mayor, or his designee, may discharge any employee at any 
time with or without cause. Removal from employment should normally 
follow verbal and/or written warnings previously given and made a part of 
the employee’s personnel file. A predisciplinary meeting is required for all 
terminations. 
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4.09 Termination 
 

4.09.01 A regular employee terminated from employment will normally 
be given at least two weeks notice with a letter of dismissal.  
However, in the event the infraction or situation is so serious 
that it requires “on the spot” removal, the employee will leave 
his work station immediately, if so directed by the appointing 
authority or his designee, and later be given a termination letter 
explaining reasons for the action. 

 
4.09.02 Copies of all disciplinary actions and termination letters are to 

be placed in the appropriate personnel record. 
 

4.09.03 A final written performance appraisal will be completed on any 
terminated employee. 

 
4.10 Predisciplinary Meeting 
 

The Department Manager will provide for and arrange a predisciplinary 
meeting prior to demotion, suspension or termination of a regular employee. 

 
4.10.01 An employee will be provided, in writing, with a notice of the 

infraction and an explanation of the reasons for disciplinary 
action.  The employee will be given an opportunity to respond 
verbally or in writing, as to why the proposed disciplinary action 
should not be taken. 

 
4.10.02 The employee may have legal counsel or union representation 

present at a predisciplinary meeting. 
 

4.10.03 The City’s explanation of the reasons for disciplinary action at 
the predisciplinary meeting will be sufficient to apprise the 
employee of the basis for the proposed action.  This rule, 
however, will not be construed to limit the employer at 
subsequent hearings from presenting a more detailed and 
complete case, including presentation of witnesses and 
documents not available at the predisciplinary meeting. 
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4.10 Predisciplinary Meeting 
 

4.10.04 Should it be determined that disciplinary action is necessary 
following the predisciplinary meeting, written notice of 
discipline will be given to the employee.  Such notices are to 
include the alleged infraction and a general statement of the 
reasons for the action, and become a part of the employee’s 
personnel file. 

 
4.11 Personnel Grievance Procedure 
 

The city will strive to assure clear communication, high morale and good will 
among employees, and will attempt to resolve employee concerns through 
discussion or other informal measures.  Employees are encouraged to discuss 
any problems or suggestions with their immediate supervisor or Department 
Manager.  However, if an employee feels that all informal avenues have been 
exhausted and their complaint or concern has not been resolved, that 
employee may follow the grievance procedure.  No punitive action will be 
carried out against any employee for utilizing the grievance procedures 
contained in these policies. 

 
4.11.01 Applicability of Grievance Procedure 

 
This grievance procedure applies to all regular non-probationary 
 status city employees with the exception that it does not apply 
to employees covered by a valid collective bargaining agreement 
which contains a grievance procedure.  In some cases, uniformed 
personnel may elect to use either the Civil Service Rules & 
Regulations or the Administrative grievance procedure, but not 
both for the same grievance. 

 
4.11.02 Subjects of Grievance Procedure 

 
The following subjects may be grieved: disciplinary action (as 
previously described) and any questions of interpretation as to 
wages, hours, classification, and working conditions in effect. 
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4.11 Personnel Grievance Procedure 
 

4.11.03 Procedure 
 

All grievances are to be processed in accordance with the 
following procedure, the time limits of which are mandatory and 
which will be strictly enforced (See Definitions, “Days”): 

 
Step One.  The aggrieved employee will submit the grievance in 
writing to the immediate supervisor within 10 days of its 
occurrence.  The immediate supervisor will respond to the 
grievance within 10 days.  If the response is to request more 
time for investigation of fact, the employee may concur with 
such time extension or may proceed to the next step without 
prejudice.  A copy of this response is to be sent to the Mayor, 
City Administrator, Department Manager and personnel office. 

 
Step Two.  If after receiving the response of the immediate 
supervisor the employee remains aggrieved, the decision may be 
appealed within 10 days, in writing, to the Department Manager 
stating the facts of the grievance, and remedy requested by the 
employee.  The Department Manager’s response to the grievance 
will be within 15 days. A copy of this response is to be sent to 
the Mayor, City Administrator and personnel office.  If the 
Department Manager is the immediate supervisor, step two may 
be eliminated. 

 
Step Three.  If after receiving the response of the Department 
Manager the employee remains aggrieved, the decision may be 
appealed within 10 days, in writing, to the Mayor. It is 
necessary for the written grievance to state the nature of the 
grievance, along with reference to the policy (if any) violated, 
and all pertinent correspondence, records and information 
accumulated to date.  Within 15 days of receipt of the grievance, 
the Mayor or Mayor’s designee will hear the appeal and render a 
decision in writing within 20 days. The decision of the Mayor or 
Mayor’s designee will be final. A copy of the decision is to be 
sent to the Personnel Office. 
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8.01 Purpose
 

A. The city finds that the proper operation of government requires that 
employees be independent, impartial, and responsible to the people; that 
government decisions and policy be made in the proper channels of the 
governmental structure; and that the public have confidence in the 
integrity of its government.  Accordingly, it is the purpose of this policy to 
establish ethical standards of conduct for all employees of the city; to set 
forth those acts that are incompatible with such standards; to require 
disclosure by such employees of private financial or other interests in 
matters affecting the city; and to provide effective means for enforcement 
thereof.  This policy is not to be construed so as to impair the ability of 
city employees to participate in ceremonial, representational or 
informational functions in the pursuit of their official duties. 

 
B. This policy shall be liberally construed in favor of protecting the public's 

interest in full disclosure of conflicts of interest and promoting ethical 
standards of conduct for city employees. 

 
C. This policy shall be interpreted and applied to allow inadvertent minor 

violations to be corrected and cured without disciplinary action and in 
conformance with the spirit and purpose of this policy. 
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8.02 Policy Statement
 

It is the policy of the City of Tumwater (1) to encourage reporting by its 
employees of improper governmental action taken by City of Tumwater officers 
or employees and (2) to protect City of Tumwater employees who have reported 
improper governmental actions in accordance with the City of Tumwater's 
policies and procedure(s). 

 
8.03 Definitions
 

As used in this policy, the following terms shall have the meanings indicated: 
 

A. "City agency" means every department or any subdivision thereof. 
 

B. "City employee" means every position of employment in any city agency. 
 

C. "Immediate family" means: 
 

1. A spouse or domestic partner; 
 

2. Any dependent parent, parent-in-law, child or son-in-law or 
daughter-in-law; or 

 
3. Any parent, parent-in-law, child, son-in-law, daughter-in-law, 

sibling, uncle, aunt, cousin, niece or nephew residing in the 
household of the city employee. 

 
D. "Person" means individual, association, corporation, or other legal entity. 

 
E. "Improper governmental action" means any action by a City of Tumwater 

employee: 
 

1. That is undertaken in the performance of the employee's official 
duties, whether or not the action is within the scope of the 
employee's employment; and 
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8.03 Definitions
 

2. That (i) is in violation of any federal, state, or local law or rule, (ii) 
is an abuse of authority, (iii) is of substantial and specific danger to 
the public health or safety or (iv) is a gross waste of public funds. 

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

 
F. "Retaliatory action" means any adverse change in the terms and 

conditions of a City of Tumwater employee's employment. 
 

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

 
8.04 Prohibited Conduct
 

No current city employee shall: 
 

A. Disqualification From Acting On City Business. 
 

1. Engage in any transaction or activity, which is, or would to a 
reasonable person appear to be, in conflict with or incompatible 
with the proper discharge of official duties, or which impairs, or 
would to a reasonable person appear to impair, the employee's 
independence of judgment or action in the performance of official 
duties and fail to disqualify him or herself from official action in 
those instances where conflict occurs; 
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8.04 Prohibited Conduct
 

2. Have a financial or other private interest, direct or indirect, 
personally or through a member of his or her immediate family, in 
any matter upon which the employee is required to act in the 
discharge of his or her official duties, and fail to disqualify himself 
or herself from acting or participating; 

 
3. Fail to disqualify himself or herself from acting on any transaction 

which involves the city and any person who is, or at any time 
within the preceding twelve (12) month period has been a private 
client of his or hers, or of his or her firm or partnership; 

 
4. Have a financial or other private interest, direct or indirect, 

personally or through a member of his or her immediate family, in 
any contract or transaction to which the city or any city agency 
may be a party, and fails to disclose such interest to the 
appropriate city authority prior to the formation of the contract or 
the time the city or city agency enters into the transaction; 
provided, that this paragraph shall not apply to any contract 
awarded through the public bid process in accordance with 
applicable law. 

 
B. Improper Use Of Official Position. 

 
1. Use his or her official position for a purpose that is, or would to a 

reasonable person appear to be primarily for the private benefit of 
the employee, rather than primarily for the benefit of the city; or to 
achieve a private gain or an exemption from duty or responsibility 
for the employee or any other person; 

 
2. Use or permit the use of any person, funds, or property under his 

or her official control, direction, or custody, or of any city funds or 
city property, for a purpose which is, or to a reasonable person 
would appear to be, for other than a city purpose; provided, that 
nothing shall prevent the private use of city property which is  
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8.04 Prohibited Conduct
 

available on equal terms to the public generally (such as the use of 
library books or tennis courts), the use of city property in 
accordance with city policy for the conduct of official city business 
(such as the use of a city automobile), if in fact the property is used 
appropriately; or the use of city property for participation of the 
city in activities of associations of governments or governmental 
officials; 

 
3. Except in the course of official duties, assist any person in any city 

transaction where such city employee's assistance is, or to a 
reasonable person would appear to be, enhanced by that 
employee's position with the city; provided that this subsection 
shall not apply to: any employee appearing on his or her own 
behalf or representing himself or herself as to any matter in which 
he or she has a proprietary interest, if not otherwise prohibited by 
ordinance; 

 
4. Regardless of prior disclosure thereof, have a financial interest, 

direct or indirect, personally or through a member of his or her 
immediate family, in a business entity doing or seeking to do 
business with the city, and influence or attempt to influence the 
selection of, or the conduct of business with, such business entity 
by the city. 

 
C. Accept Gifts or Loans. 

 
1. Solicit or receive any retainer, gift, loan, entertainment, favor, or 

other thing of monetary value from any person or entity where the 
retainer, gift, loan, entertainment, favor, or other thing of 
monetary value has been solicited, or received or given or, to a 
reasonable person, would appear to have been solicited, received or 
given with intent to give or obtain special consideration or 
influence as to any action by such employee in his or her official 
capacity. 
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8.04 Prohibited Conduct 
 
D. Disclose Privileged Information. 

 
1. Disclose or use any privileged or proprietary information gained by 

reason of his or her official position for the immediate or 
anticipated personal gain or benefit of the employee or any other 
person or entity; provided, that nothing shall prohibit the 
disclosure or use of information which is a matter of public 
knowledge, or which is available to the public on request. 

 
E. Hold Financial or Beneficial Interest in City Transaction. 

 
1. Regardless of prior disclosure thereof hold or acquire a beneficial 

interest, direct or indirect, personally or through a member of his 
or her immediate family, in any contract which, in whole or in 
part, is, or which may be, made by, through, or under the 
supervision of such employee; or accept, directly or indirectly, any 
compensation, gratuity, or reward in connection with such contract 
from any other person or entity beneficially interested therein. 

 
8.05 Prohibited Conduct After Leaving City
 

A. No former employee shall, during the period of one (1) year after leaving 
city office or employment: 

 
1. Disclose or use any privileged or proprietary information gained by 

reason of his/her city employment for his/her gain or anticipated 
gain, or for the gain or anticipated gain of any person, unless the 
information is a matter of public knowledge or is available to the 
public on request; 

 
2. Assist any person in proceedings involving the agency of the city 

with which he/she was previously employed, involving a matter in 
which he or she was officially involved, participated or acted in the 
course of duty; 
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8.05 Prohibited Conduct After Leaving City 
 

3. Represent any person as an advocate in any matter in which the 
former employee was officially involved while a city employee; 

 
4. Participate as a competitor in any competitive selection process for 

a city contract in which he or she assisted the city in determining 
the project or work to be done or the process to be used. 

 
B. The prohibitions of Sections 8.5 A2 and 8.5 A3 shall not apply to former 

employees acting on behalf of a governmental agency unless such 
assistance or representation is adverse to the interest of the city. 

 
8.06 Procedures for Reporting Improper Governmental Actions
 

City of Tumwater employees who become aware of improper governmental 
actions should raise the issue first with their supervisor.  If requested by the 
supervisor, the employee shall submit a written report to the supervisor, or to 
some person designated by the supervisor, stating in detail the basis for the 
employee's belief that an improper governmental action has occurred.  Where 
the employee reasonably believes the improper governmental action involves his 
or her supervisor, the employee may raise the issue directly with the General 
Services Director or such other person as may be designated by the General 
Services Director to receive reports of improper governmental action. 

 
In the case of an emergency, where the employee believes that damage to 
persons or property may result if action is not taken immediately, the employee 
may report the improper governmental action directly to the appropriate 
government agency with responsibility for investigating the improper action. 

 
The supervisor, the General Services Director or the General Services Director’s 
designee, as the case may be, shall take prompt action to assist the City of 
Tumwater in properly investigating the report of improper governmental action. 
 City of Tumwater officers and employees involved in the investigation shall 
keep the identity of reporting employees confidential to the extent possible 
under law, unless the employee authorizes the disclosure of his or her identity  
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8.06 Procedures for Reporting Improper Governmental Actions
 

in writing.  After an investigation has been completed, the employee reporting 
the improper governmental action shall be advised of a summary of the results 
of the investigation, except that personnel actions taken as a result of the 
investigation may be kept confidential. 

 
City of Tumwater employees may report information about improper 
governmental action directly to the appropriate government agency with 
responsibility for investigating the improper action if the employee reasonably 
believes that an adequate investigation was not undertaken by the City of 
Tumwater to determine whether an improper governmental action occurred, or 
that insufficient action has been taken to address the improper governmental 
action or that for other reasons the improper governmental action is likely to 
recur. 

 
City of Tumwater employees who fail to make a good-faith attempt to follow the 
City's procedures in reporting improper governmental action shall not receive 
the protections provided by the city in these procedures. 

 
8.07 Complaints, Investigations, Review and Enforcement
 

A. Any person may file a complaint alleging a violation of this policy, as set 
forth in Section 8.06 Procedures For Reporting.   

 
B. The complaint shall be in writing and shall, except as described in section 

C below, be signed by the complainant.  The written complaint should 
state the nature of the alleged violation(s), the date(s), time and place of 
each occurrence, and name of the person(s) charged with the violation(s).  
The complaint shall be filed with the General Services Director who shall 
provide a copy to the person charged with a violation.  The complainant 
shall provide the General Services Director with all available 
documentation or other evidence to demonstrate a reason for believing 
that a violation has occurred. 
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8.07 Complaints, Investigations, Review and Enforcement  
 
C. This policy is intended to protect employees who choose to come forward 

in good faith with complaints about governmental actions and conduct of 
City of Tumwater employees.  

 
 Anonymous complaints have the potential to subject the person who is 

the subject of the complaint to an investigation that may, at the least, 
cause stress and embarrassment, and may, at most, result in discipline or 
termination of employment. The City is reluctant to begin an 
investigation based on an anonymous complaint due to the fact that 
evidence will be difficult to obtain and verify, and it will be impossible to 
assess the complainant's credibility. Complainants and whistleblowers 
have protection from retaliation under City policy, and a thorough 
investigation of such complaints is the City's goal. It is not possible to 
conduct a thorough investigation when a complainant remains 
anonymous. Therefore, the City reserves the right to decline to 
investigate any complaint that is provided anonymously. 

 
 If a complaint is received anonymously it shall be referred to the City 

Attorney for a recommendation on the processing of the complaint. Upon 
review of the complaint, the City Attorney will recommend to the City 
Administrator either that the complaint has no merit or that it should be 
investigated. Such a recommendation will be made within ten (10) days of 
receipt of the complaint, if possible.  Upon receipt of the City Attorney’s 
recommendation, the City administrator shall make the final 
determination on whether or not to refer the matter to the General 
Services Director for investigation. 

 
D. Within thirty (30) days after receipt of a complaint, the General Services 

Director or another person appointed by the City Administrator shall 
conduct a preliminary investigation. If the City Administrator, City 
Attorney or General Services Director are implicated in the complaint, 
the Mayor will determine who will conduct the City’s investigation. 
Criminal allegations will be referred to the proper law enforcement 
agency. 
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8.07 Complaints, Investigations, Review and Enforcement  
 
E. If the General Services Director determines, after preliminary 

investigation, that there are no reasonable grounds to believe that a 
violation has occurred, the General Services Director shall advise the City 
Administrator to dismiss the complaint.  If the City Administrator does so 
dismiss the complaint, he or she shall do so in writing, setting forth the 
facts and provisions of law upon which the dismissal is based,  and shall 
provide a copy of the written dismissal to the complainant, to the person 
charged with the violation and to the General Services Director. 

 
F. The General Services Director shall refer a complaint to the City 

Administrator for action after his or her preliminary investigation, unless 
the City Administrator has dismissed the complaint; the General Services 
Director requests from the City Administrator more time to conduct an 
investigation; the General Services Director has determined that the 
violation was inadvertent and minor and was or is being satisfactorily 
corrected and cured: or with respect to a knowing or material violation, 
the General Services Director recommends to the City Administrator a 
settlement. 

 
G. Within thirty (30) days from the date the General Services Director refers 

a complaint to the City Administrator for review, the City Administrator 
shall issue a written determination stating whether the policy has been 
violated and setting forth the facts and the provisions of law upon which 
this determination is based.  A copy of said determination shall be 
delivered to the complainant, to the person charged with the violation, to 
the General Services Director and, where appropriate, to the person's 
superior. 

 
H. If the City Administrator determines that an employee has violated the 

provisions of this policy, the City Administrator may subject the employee 
to disciplinary action. In addition to any other penalty herein or 
otherwise provided by law, a violation shall be cause for suspension, 
discharge, or removal from employment, or such other disciplinary action  
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8.07 Complaints, Investigations, Review and Enforcement
 

as may, by the appropriate city authority, be deemed necessary and 
proper, and consistent with personnel ordinances and rules; provided, 
that this section shall not derogate from employee rights under any 
collective bargaining agreement or city personnel ordinance, or rules 
promulgated thereunto. 

 
8.08 Protection Against Retaliatory Actions
 

City of Tumwater officials and employees are prohibited from taking retaliatory 
action against an employee because he or she has in good faith reported an 
improper governmental action in accordance with these policies and procedures. 

 
Employees who believe that they have been retaliated against for reporting an 
improper governmental action should advise in writing their supervisor, the 
General Services Director or the General Services Director’s designee.  City of 
Tumwater officials and supervisors shall take appropriate action to investigate 
and address complaints of retaliation. 

 
If the employee's supervisor, the General Services Director, or the General 
Services Director’s designee, as the case may be, does not satisfactorily resolve 
an employee's complaint that he or she has been retaliated against in violation 
of this policy, the employee may obtain protection under this policy and 
pursuant to state law by providing a written notice to the City of Tumwater's 
City Council that: 

 
a. Specifies the alleged retaliatory action and 
b. Specifies the relief requested. 

 
City of Tumwater employees shall provide a copy of their written charge to the 
manager no later than thirty (30) days after the occurrence of the alleged 
retaliatory action.  The City of Tumwater shall respond within thirty (30) days 
to the written charge of retaliatory action. 
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8.08 Protection Against Retaliatory Actions
 

After receiving either the response of the City of Tumwater or thirty days after 
the delivery of the charge to the City of Tumwater, the employee may request a 
hearing before a state administrative law judge to establish that a retaliatory 
action occurred and to obtain appropriate relief provided by law.  An employee 
seeking a hearing should deliver the request for hearing to the manager within 
the earlier of either fifteen (15) days of delivery of the City of Tumwater's 
response to the charge of retaliatory action, or forty-five (45) days of delivery of 
the charge of retaliation to the City of Tumwater for response. 

 
Upon receipt of request for hearing, the City of Tumwater shall apply within five 
(5) working days to the State Office of Administrative Hearings for an 
adjudicative proceeding before an administrative law judge: 

 
Office of Administrative Hearings 

PO Box 42488, 4224 Sixth S.E. 
Rowe Six, Building 1 

Lacey, WA  98504-2488 
(206) 459-6353 

 
The City of Tumwater will consider any recommendation provided by the 
administrative law judge that the retaliator be suspended with or without pay, 
or dismissed. 

 
8.09 Responsibilities
 

The General Services Director is responsible for implementing the City of 
Tumwater's policies and procedures (1) for reporting improper governmental 
action and (2) for protecting employees against retaliatory actions.  This 
includes ensuring that this policy and these procedures (1) are permanently 
posted where all employees will have reasonable access to them, (2) are made 
available to any employee upon request and (3) are provided to all newly-hired 
employees.  Officers, managers and supervisors are responsible for ensuring the 
procedures are fully implemented within their areas of responsibility.   
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8.09 Responsibilities
 
Violations of this policy and these procedures may result in appropriate 
disciplinary action, up to and including dismissal. 

 
8.10 List of Agencies
 

Following is a 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 General 
Services Director. 
 
City of Tumwater 
City Attorney 
555 Israel Road SW 
Tumwater, WA  98501 
(360) 754-4121 
 
Thurston County 
Prosecuting Attorney's Office 
Thurston County Courthouse 
Building #2 
2000 Lakeridge Drive 
Olympia, WA  98502 
(360) 786-5540 
 
State of Washington 
Office of the Attorney General 
Antitrust Division 
900 Fourth Avenue, Suite 2000 
MS TB 14 
Seattle, WA  98164-1012 
(206) 464-7744 
  
or  
 

Office of the Attorney General 
1125 Washington Street SE 
PO Box 40100 
Olympia, WA  98504-0100 
(360) 753-6200 
 
State Auditor's Office 
Attn: ED 
PO Box 40021 
Olympia, WA  98504-0021 
(360) 902-0370 
 
State Department of Ecology 
Mailing Address: 
PO Box 47775 
Olympia, WA  98504-7775 
 
Physical Address: 
300 Desmond Drive 
Lacey, WA  98503 
(360) 407-6300 
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8.10 List of Agencies
 
State Department of Health 
Health Consumer Assistance 
PO Box 4789 
Olympia, WA  98504-7891 
(800) 525-0127 
 
Human Rights Commission 
711 South Capitol Way, #402 
PO Box 42490 
Olympia, WA  98504-2490 
(360) 753-6770 or (800) 233-3247 
 
Department of Labor & Industries 
Mailing Address: 
PO Box 44850 
Olympia, WA  98504-4850 
 
Physical Address: 
7273 Linderson Way SW 
Tumwater, WA  98501-5414 
(360) 902-5799 
 
Liquor Control Board 
3000 Pacific Avenue SE 
Olympia, WA  98504-3080  
(360) 664-1600 
 
Department of Natural Resources 
1111 Washington Street SE  
PO Box 47000 
Olympia, WA  98504-7000 
(360) 902-1000 
 
Puget Sound Water Quality Action 
Team 
PO Box 40900 
Olympia, WA  98504 
(360) 407-7300 

 
Dept. of Social & Health Services 
Director’s Office 
4450 10th Avenue SE 
Mail Stop 45840 
Lacey, WA  98503 
(360) 902-8400 

 

UNITED STATES

 
Department of Agriculture 
Office of Inspector General 
75 Hawthorne Street, Suite 200 
San Francisco, CA  94105-3920 
(415) 744-2851 
 
Bureau of Alcohol, Tobacco & 
Firearms  
Seattle Field Division 
915 2nd Avenue, Room 790 
Seattle, WA  98174-1093 
(206) 389-5800 
 
Attorney’s Office 
1201 Pacific Avenue, Suite 700 
Tacoma, WA  98402-4305 
(253) 428-3800 
 
Department of Commerce  
Office of Inspector General 
915 Second Avenue 
Room 3062 
Seattle, WA  98174 
(206) 220-7970  
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8.10 List of Agencies
 
Consumer Product Safety 
Commission  
1301 Clay Street, Suite 610-N 
Oakland, CA  94612-5217 
(510) 637-4050 
 
Customs Service 
8337 NE Alderwood Road, Room 200 
Portland, OR  97220  
 
Mailing Address:   
P.O. Box 55700 
Portland, OR  97238-5700  
(503) 326-7625 
 
Department of Education 
Jackson Federal Building 
915 2nd Avenue, Room 3362 
Seattle, WA  98174-1099  
(206) 220-7800 
 
Environmental Protection Agency 
1200 Sixth Avenue 
Seattle, WA  98101 
(206) 553-1200 
 
Equal Employment Opportunity 
Commission 
Federal Office Building  
909 First Avenue, Suite 400  
Seattle, WA  98104-1061 
(206) 220-6883 or (800) 669-4000 
Seattle, WA 
(206) 220-6883; (800) 368-9331 
 

 
Federal Emergency Management 
Agency 
Federal Regional Center 
130 228th Street SW 
Bothell, WA  98021-9796  
(425) 487-4600 
 
Federal Trade Commission 
2896 Federal Building 
915 Second Avenue 
Seattle, WA  98174 
(877) 382-4357 
 
General Services Administration 
400 15th Street SW 
Auburn, WA  98001 
(253) 931-7500 
 
Dept. of Health & Human Services 
1200 Sixth Avenue, Room 1930  
Seattle, WA  98101  
(206) 553-1049 
 
Housing and Urban Development 
Seattle Federal Office Building 
909 First Avenue, Suite 200 
Seattle, WA  98104-1000  
(206) 220-5101 or (877) 741-3281 
 
Department of Interior 
Western WA Fish and Wildlife 
510 Desmond Drive SE, Suite 102 
Lacey, Washington 98503 
(360) 753-9440 
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8.10 List of Agencies 
 

Department of Justice 
Drug Enforcement Administration 
400 2nd Avenue West 
Seattle, WA  98119 
(206) 553-5443 
 
Department of Labor 
Occupational Safety & Health (OSHA) 
1111 Third Avenue, Suite 715 
Seattle, WA  98101-3212 
(206) 553-5930 

Office of Inspector General Audits 
1111 Third Avenue, Suite 780 
Seattle, WA  98101-3212 
(206) 553-4880 
 
Office of Women's Bureau 
1111 Third Avenue, Suite 885 
Seattle, WA  98101-3212 
(206) 553-1534 
 
Mine Safety & Health Admin.  
3633 136th Place, SE, Room 206 
Bellevue, WA  98006 
(206) 553-7037 
 
Nuclear Regulatory Commission 
Region IV 
611 Ryan Plaza, Suite 400 
Arlington, TX  76011-8064 
(800) 695-7403 
 
Securities and Exchange 
Commission 
Pacific Regional District Office 
44 Montgomery Street, Suite 1100 
San Francisco, CA  94104 
(415) 705-2500 

 
Social Security  
402 Yauger Way SW  
Olympia, WA  98502 
(800) 772-1213 
 
Department of Transportation 
Washington Division Office 
711 South Capitol Way, Suite 501 
Mail Stop: 40943 
Olympia, WA  98501 
(360) 753-9480 
 
National Transportation Safety 
Board 
19518 Pacific Highway South 
Suite 201  
Seattle, WA 98188 
(206) 870-2200 
 
Department of Treasury 
Internal Revenue Service (Local 
Office) 
404 Legion Way 
Olympia, WA  98501 
(360) 570-5410 
 
Department of Treasury 
Financial Management Service 
San Francisco Financial Center 
P.O. Box 193858 
San Francisco, CA  94119 
(415) 817-7300 
 
Department of Veterans Affairs 
Veterans Benefits Administration 
Federal Building 
915 2nd Avenue 
Seattle, WA  98174 
(800) 827-1000 
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8.10 List of Agencies 
 

Veterans Health Administration 
4916 Center Street, Suite E 
Tacoma, WA  98409 
(253) 565-7038 
 



Questions About the City of Tumwater’s Ethics/Whistleblower Policy 
 

ABOUT ETHICS 
Q: If a City employee is offered a free lunch to discuss 
a party’s concerns with a future City action controlled 
or influenced by that employee, is that ok? 
A: No. A reasonable interpretation could conclude 
that the benefited City employee could be unduly 
influenced by acceptance of the lunch. 
Q: If a City employee or department receives a food 
gift as a holiday occurrence or as recognition of good 
service, what should be done? 
A: Such gifts should not be encouraged; however, if 
food items are received, a general sharing of the 
contents among employees and the public would be 
appropriate. 
Q: If a member of the public offers a gift such as a set 
of pens out of appreciation for a service provided, is 
there any way that the gift can be accepted so as not 
to offend the gift giver by rejecting the gift? 
A: Gifts should not be encouraged. But if they are 
volunteered, they can be accepted as City property. If 
accepted, they must be turned into the Finance 
Department, where a decision will be made about the 
items. Options for the Finance Department could 
include issuing the gift back to the department for use 
as city property; handling the item as surplus 
property; or arranging to donate the item to a 
charitable organization. 
Q: What “rule of thumb” can I use in making 
decisions about gifts? 
A: Remember that the policy prohibits accepting gifts 
that “to a reasonable person, would appear to have 
been solicited, received or given with intent to give or 
obtain a special consideration or influence…” There 
are two guidelines that can help in this determination:  
1) the significance or financial value of the gift and 2) 
the context of the gift giving. To illustrate, while it 
would be ethical for the Fire Department to 
occasionally accept surplus food that is delivered to 
the station from a local restaurant, it would not be 
ethical for a Fire Department employee to accept food 
while inspecting the restaurant or to allow the 
restaurant to “pick up the tab” when he has gone 
there to buy a meal either on or off duty.  Further, 
while a gift of an expensive set of pens poses ethical 
problems, inexpensive pens, calendars, or other 
promotional items that businesses generally made 
available to the public do not pose an ethical problem. 
Q: If I am offered a discount on merchandise or 
services because I am a City of Tumwater employee, 
can I accept it? 

A: No, generally speaking you should not accept any 
discount that is narrowly focused on your status as a 
Tumwater employee. If the discount were offered 
generically to all municipal employees, that would be 
acceptable. 
Q: Should a City vehicle be used for dropping off a 
child at day care while going to work, or for other 
similar private purposes? 
A: No. City resources should not be used for private 
purposes of any kind. 
Q: If a City employee is asked to help interview firms 
interested in a City contract and that employee 
worked at one of the firms within the last year, what 
should that employee do? 
A: The employee should respectfully decline the offer, 
indicating a conflict with the City Code of Ethics. 
 

ABOUT WHISTLEBLOWING 
Q: Why is the City adopting a policy on 
whistleblowing? 

A: The Washington State Legislature passed SSB 
6321, requiring cities to have a whistleblowing policy 
in effect by January 1, 1993. 
Q: If a City employee becomes aware of an improper 
government action, to whom could they report or 
whistleblow?  
A: To the City’s Human Resources Director or to 
another government agency which has some 
connection or overview responsibilities for the event. 
Q: If the Whistleblowing Policy is not being followed 
correctly by City officials, is there recourse? 
A: Yes. An aggrieved person can file a complaint to 
the City’s Human Resources Director. The complaint 
can be reviewed by an independent Administrative 
Law Judge. 
Q: Is a City employee at risk of being retaliated 
against by City officials and employees because of 
whistleblowing? 
A: No. The City policy directly prohibits retaliatory 
action and sets out a complaint process for violations 
which can become independent of City jurisdiction. 
Q: Who are the contacts for reporting 
whistleblowing? 
A: The City’s Human Resources Director (Eric 
Trimble, ext. 123) or the list of other governmental 
agencies incorporated into the Ethics/Whistleblower 
Policy
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