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RECEIPT OF PERSONNEL POLICIES

All employees should read the following; then sign, date and return the form to the Town Clerk. The
form will be placed in the employee's personne file.

Enclosed are the Town of Winthrop's personnd policies. It isyour responshbility to read these policies,
asthey will acquaint you with your employee benefits, our personnd practices and rules, and some
organizationa philosophy.

It isimportant to understand that these policies do not create an employment contract or a guarantee of
employment of any specific duration between the Town and its employees. Although we hope that your
employment relaionship with us will be long term, we recognize that at times things do not dways work
out as hoped, and either of us may decide to terminate the employment relationship.

Asthe Town grows and changes, personnd policies may change. The Town, therefore, reservesthe
right to revise, supplement, clarify or rescind any policy or portion of a policy when deemed appropriate
by the Mayor and/or Town Council. You will be notified of any such changes.

Please dso understand that no department director, manager or representative of the Town other than
the Mayor has the authority to make any written or verba statements or representations which are
inconggtent with these policies.

| hereby consent to deduction from my fina paycheck of any amounts advanced to me that remain
unearned when my employment with the Town ends.

If you have any questions about these policies or any other policies of the Town, please fed freeto ask
your department director, personnel administrator or the Mayor.

| have read and understand the statement above.

Employee Signature Employee Printed Name Date



CHAPTER 1
PURPOSE AND SCOPE

1.1 INTRODUCTION

These personnd policies serve as agenera guide to the Town's current employment practices and
procedures. As such, we hope they will help you better understand how the Town operates and what is
expected of you as an employee. These palicies also describe what the Town provides you in terms of
compensation, benefits and other support.

The Town places the highest value on our employees and their well being. We want to see that you are
a satisfied worker, with the support necessary to achieve the objectives of your position. Only in this
manner can your contribution to the Town organization be the most productive.

It isour belief that when congstent personne policies are known and communicated to dl, the choices
for greater job satisfaction increase. We encourage you to read these policies. If you have any
questions, please ask your department director, personnel administrator or the Mayor. Asyou have
ideas or suggestions for improvement, please do the same.

1.2 INTENT OF POLICIES

These policies are not intended to be a contract, express or implied, or any type of promise or
guarantee of specific trestment upon which you may rely, or as a guarantee of employment for any
gpecific duration. Although we hope that your employment relationship with us will be long term, we
recognize that things may not always work out as hoped, and either of us may decide to terminate the
employment relationship. Please understand that no department director, manager or representative of
the Town other than the Mayor has the authority to enter into any agreement with you for employment
for any specified period or to make any written or verbal commitments contrary to the foregoing.

1.3  SCOPE OF POLICIES

These personnd palicies gpply to dl Town employees. In cases where these policies conflict with any
Town ordinance, Civil Service rules and regulations, state or federd law, the terms of that law or
agreement prevail. In al other cases, these policies apply.

1.4  CHANGING THE POLICIES
Asthe need arises, the Mayor or Town Council may modify these policies, except that the Town

Council shal enact any changesin compensation or benefit levels. The Mayor may deviate from these
policdesin individua Stuations, particularly in an emergency, in order to achieve the primary mission of



sarving the Town's citizens. Employees may request specific changes to these palicies by submitting
suggestions to their department director.

15

DEFINITIONS

Department Director: An employee who isresponsible for directing one or more departments.

Immediate Family: Includes the employee's parents, spouse, domestic partner, child, brother or

gster, mother or father-in-law, son or daughter-in-law, grandparent, grandchild, or other
relaive who lives in the employegs home.

Regular Full-Time Employee: An employee who has successfully completed atrid period as

defined in these policies and who regularly works a minimum of thirty-two (32) hours aweek.

Regular Part-Time Employee: An employee who has successfully completed atrid period as
defined in these policies and who regularly works less than thirty-two (32) but at least twenty
(20) hours a week.

Temporary Employee: Employees who hold jobs of limited duration due to specid projects,
abnormal work loads or emergencies. Temporary employees are not digible for Town benefits.

Trid Employees Employees who have not yet completed their trid period in aregular position
and who have not been certified to regular employment status. Unless otherwise specified,
when regular employees are referred to in these policies, they shdl incdlude trid employees.



CHAPTER 2
GENERAL POLICIES AND PRACTICES

21 EQUAL EMPLOYMENT OPPORTUNITY POLICY

The Town isan equa employment opportunity employer. The Town employs, retains, promotes,
terminates and otherwise treats al employees and job gpplicants on the basis of job-related
qudlifications and competence. These policies and al employment practices shal be applied without
regard to any individud's sex, race, color, reigion, nationd origin, pregnancy, age, marita status, sexud
orientation, politica ideology or disability.

22 DISABILITY DISCRIMINATION PROHIBITED

The Town will not discriminate againgt qudified applicants or employees with a sensory, physica or
mental disability, unless the disability cannot be reasonably accommodated and prevents proper
performance of an essentiad eement of thejob. The Town will reasonably accommodate qualified
individuas with disabilities

23 LIFE THREATENING/COMMUNICABLE DISEASES

Employees with life threstening illnesses or communicable diseases are trested the same as al other
employees. They are permitted to continue working as long asthey are able to maintain an acceptable
level of performance and medica evidence shows they are not a threst to themsdlves or their co-
workers. The Town will work to preserve the safety of dl of its employees and reserves the right to
resssign employees or take other job actions, including discharge, when a substantial and unusud safety
risk to fellow Town employees or the public exigts.

24  ANTI-HARASSMENT POLICY

It isthe Town's palicy to foster and maintain awork environment that is free from discrimination and
intimidation. Toward this end, the Town will not tolerate harassment of any kind that is made by
employees toward co-workers or members of the public. Employees are expected to show respect for
each other and the public a al times, despite individua differences.

Harassment is defined as verba or physical conduct that demeans or shows hogtility or averson toward
another employee or members of the public. Examples of prohibited conduct include durs or
demeaning comments to employees or members of the public reating to race, ethnic background,
gender, religion, sexud orientation, age, physica appearance or disability.

See Discrimination Complaint Procedure, Policy 2.6, for guidance on what to do if you experience
harassment.



25  SEXUAL HARASSMENT PROHIBITED

Sexud harassment isaform of sex discrimination and isillegd. Sexud harassment is aso ingppropriate
and offensve and will not be tolerated by the Town.

Sexud harassment is behavior of a sexud nature which is unwelcome. Examples of sexud harassment
include verba behavior such as unwanted sexua comments, suggestions, jokes, or pressure for sexua
favors, non-verba behavior such as suggestive looks and leering; and physical behavior such as pats or
squeezes, or repeatedly brushing against someone's body. Other conduct aso may condtitute sexua
harassment depending upon given facts and circumstances.

Unwelcome sexua advances, requests for sexua favors, and other verba or physical conduct congtitute
sexud harassment when:

. It is part of amanager's or department director's decision to hire or fire;
. It is used to make other employment decisons like pay, promotion, or job assignments;
. It creates an intimidating, hogtile, or offensve work environmert.

Employees engaging in improper harassment are subject to discipling, including termination. See
Discrimination Complaint Procedure, Policy 2.6, for guidance on what to do if you experience sexud
harassment.

26  DISCRIMINATION COMPLAINT PROCEDURE

Each member of management is responsible for creating an atmosphere free of discrimination and
harassment, sexud or otherwise. Further, employees are respongble for respecting the rights of their
co-workers and others, including the citizens they serve. The following procedure outlines the steps to
follow if you believe you have experienced harassment or discrimination on the job.

Should you believe that you have been harassed or are the victim of discrimination, you should try, if
possible, to identify the offensive behavior to the harasser and request that it stop. In the event such
informa direct communication is ether ineffective or impossble, you should discuss your concern
immediately with the Mayor, a department director or the Town Council. No employee will suffer
retaliation for reporting such concern. To the extent possible, complaints will be handled confidentidly.

If an investigation shows the accused employee did engage in improper harassment or discrimination,
gppropriate action will be taken, asin the case of any other serious employee misconduct. Such actions



may include warnings, verba and/or written reprimands, aletter to the employeesfile or, an employee
transfer, demotion, suspension or termination.

27 EMPLOYEE PERSONNEL RECORDS

A personnd file for each employee is kept in the Clerk’ s office. An employee's personne file contains
the employee's name, title and/or position held, job description, department to which the employeeis
assigned, sdary, changesin employment satus, training received, performance evauations, personnel
actions affecting the employee, including discipline, and other pertinent information. Medica information
about employees is contained in a separate confidentia file.

Employees have the right to review their files. An employee may request removd of irrdevant or
erroneous information in hisher personnel file. 1f the Town denies an employee's request to remove the
information, the employee may file awritten rebuttal statement to be placed in higher file.

Personnel files are kept confidentid to the maximum extent permitted by law. Except for routine
verifications of employment, no information from an employee's personnel file will be released to the
public, including the press, without awritten request for specific information.

28 EMPLOYMENT REFERENCES

Only the Mayor or department director will provide employment references on current or former Town
employees. Other employees shdll refer requests for references to the gppropriate department director
or the Mayor. References will be limited to verification of employment and sdary unless the employee
has completed awritten waiver and release.



CHAPTER 3
RECRUITING AND HIRING

31 RECRUITING

Recruiting practices are conducted solely on the basis of ability, merit, quadifications and competence,
without regard to race, color, religion, nationa origin, sex, marita satus, pregnancy, physica handicap,
disability, age or sexud orientation.

Each applicant shal complete and sign an gpplication form prior to being considered for any position.
Resumes may supplement, but not replace, the Town's officid gpplication.

Any gpplicant supplying false or mideading information is subject to immediate termination, if hired.
3.2 HIRING

When a position becomes vacant and prior to any posting or advertisement of the vacancy, the
department director shall review the position, its job description and the need for such aposition. The
department director will prepare and submit a written request to fill the position to the Mayor. The
position will be posted and/or advertised only after the Mayor has approved the request.

The Town may administer pre-employment examinations to test the qudifications and ability of
applicants, as determined necessary by the Town. The Town may aso conduct certain background
procedures.

Residency within the Town shdl not be a condition of initid appointment or continued employment;
provided, however, that an employee's sdlection of resdence shdl not interfere with the daily
performance of his’her duties and respongbilities.

Applicants for positions in which the gpplicant is expected to operate a motor vehicle must be at least

18 years old and will be required to present avalid Washington State driver's license with any necessary
endorsements. Driving records of applicants may be checked. Applicants with poor driving records, as
determined by the Town, may be disgudified for employment with the Town in positions requiring
driving.

The Town may adminigter pre-employment examinations to test the qudifications and ability of
applicants, as determined necessary by the Town. The Town may contract with any agency or
individua to prepare and/or administer examinations.



After an offer of employment has been made and prior to commencement of employment, the Town
may require persons selected for employment to successfully pass amedica examination, which may
include testing for dcohol and controlled substances. The purpose of the examination isto determine if
theindividud is physicdly able to perform the job and to ensure hisher physical condition will not
endanger the hedth, safety or well-being of other employees or the public. The offer of employment
may be conditioned on the results of the examination.

A candidate may be disqudified from congderation if: (1) found physicaly unable to perform the duties
of the position (and the individua's condition cannot reasonably be accommodated in the workplace);
(2) the candidate refuses to submit to amedica examination or to complete a medica history forms; or
(3) if the exam revedls use of acohol and or controlled substances.

33 TEMPORARY EMPLOYEES

Department directors may use temporary employees to temporarily replace regular employeeswho are
on vacation or other leave, to meet peak work load needs, or to temporarily fill avacancy until aregular
employeeishired. Temporary employees may be hired without competitive recruitment or examination,
dthough al hiring processes must comply with sate and federd laws.

Compensation/Benefits. Temporary employees are digible for overtime pay as required by law.
Temporary employees normally do not receive retirement, vacation, sick leave, hedlth insurance, or paid
holidays or any other benefits during their employment.

Temporary employees pay contributions to the Social Security system, as does the Town on their
behdf. Temporary employees will normaly not be enrolled in the state LEOFF retirement system,
dthough there are afew exceptions depending on LEOFF digibility criteria

34 TRIAL PERIOD

Upon hire or appointment, al employees enter atria period thet is consdered an integrd part of the
selection and evauation process. Thetrid period is designed to give the employee time to learn the job
and to give the department director time to evauate whether the match between the employee and the
job is appropriate.

The normd trid period istwelve (12) months from the employee's date of hire, rehire or promotion.
The Mayor may authorize the department director to extend the trid period for up to an additiona six
(6) months. An extenson may be granted due to circumstances such as an extended illness or a
continued need to evauate an employee's performance.



Oncethetrid period is successfully completed, the employee may be certified to regular employment
datus. Satisfactory completion of the triad period does not create an employment contract or guarantee
employment with the Town for a specified duration.

35 EMPLOYMENT OF RELATIVES (NEPOTISM)

Theimmediate family of current Town employees and Town Council members will not be employed by
the Town where:

(@)} One of the parties would have authority (or practical power) to supervise, gppoint,
remove, or discipline the other;

2 One party would handle confidentia materia that crestesimproper or inappropriate
access to that materid by the other;

©)] One party would be responsible for auditing the work of the other; or

4 Other circumstances exist that might lead to potentia conflict among the parties or
conflict between the interest of one or both parries and the best interests of the Town.

Changein Circumgances. If two employees marry, become related or begin sharing living quarters with
one ancther, and in the Town's judgment, the potentia problems noted above exist or reasonably could
exig, only one of the employees will be permitted to stay with the Town, unless reasonable
accommodations, as determined by the Mayor can be made to diminate the potentia problem. The
decison as to which employee will remain with the Town must be made by the two employees within
thirty (30) cdendar days of the date they marry, become related, or begin sharing living quarters with
each other. If no decision is made during thistime, the Town reserves the right to terminate either
employee.

36 PROMOTIONS

The Town encourages promotion from within the organization whenever possible. All openingswill be
posted so that employees may become aware of opportunities and apply for positions in which they are
interested and qudified.

Before advertisng apogtion to the generd public, the Mayor may choose to circulate a promotiona
opportunity within the Town. The Town reserves the right to seek qudified gpplicants outsde of the
organization at its discretion.



All openingswill be posted on the Town bulletin board. To be consdered for promotion, an employee
must be employed in their pogtion for a least twelve (12) months, and meet the quadifications for the
vacant position.

New Tria Period: After promotion to a new paosition, anew trid period of six (6) months must be
completed, unless waived or reduced by the department director. In the case of unsatisfactory
performance in a promotionad Situation, the employee may be consdered for transfer back to the
previous pogition held by the employee.

CHAPTER 4
HOURS AND ATTENDANCE

41 WORKING HOURS
The Town's standard work week is Saturday through Friday.

A normd working schedule for regular, full-time employees consists of forty (40) hours each work
week. Different work schedules may be established by the Town to meet job assgnments and provide
necessary Town services. Each employee's department director will advise the employee regarding
his’her specific working hours.

Part-time and temporary employees will work hours as specified by their department director.
4.2 HOURS OF WORK AND OVERTIME

All Town positions are designated as elther "exempt” or "non-exempt" according to the Fair Labor
Standards Act ("FLSA") and Washington Minimum Wage Act regulaions. Y ou will be informed of
your status by the Town.

For most Town employees, the established work period isforty (40) hours within aseven (7) day
work week. All personnd are responsible for accurately reporting al hours worked on forms supplied
by the Town. Employeesfailing to accurately record time worked are subject to discipline.

Non-exempt employees are entitled to additional compensation, ether in cash or compensatory time
off, when they work more than the maximum numbers of hours during awork period. All overtime must
be authorized in advance by the employee's department director. Overtime pay is calculated a one and
one-hdf times the employeg's regular rate of pay for al time worked beyond the established work
period. When computing overtime, time paid for but not worked (eg., holidays, sick leave and
vacation time), is not counted as hours worked.

Exempt employees are not covered by the FLSA or Washington Minimum Wage Act overtime
provisons and do not receive either overtime pay or compensatory timein lieu of overtime pay.

-9-



43 COMPENSATORY TIME

Non-exempt employees entitled to overtime pay may request compensatory time off instead of cash
payment. Thisis gpproved on a case-by-case basis by the employee's department director. The Town
is not required to grant comp time instead of overtime pay. If the compensatory time option is
exercised, the employee is credited with one and one-hdf times the hours worked as overtime.
Maximum accruas of compensatory time shdl be limited to eighty (80) hours for regular employees,
After maximum accrud, overtime compensation shdl be paid.

Employees may use compensatory time within a reasonable time period after making arequest to their
department director, unless doing so would unduly disrupt Town operations. Compensatory time
should be used for short term absences from work during times mutualy agreed to by the employee and
hisher department director. Accumulation of compensatory time to be used as a substitute for
extended vacation time off is not normally permitted.

Employee comp time balances will be reviewed at least annualy as part of the Town's budget process.
44  ATTENDANCE

Punctua and consigtent attendance is a condition of employment. Each department director is
respongble for maintaining an accurate attendance record of hisher employees.

Employees unable to work or unable to report to work on time should notify their department director
as soon as possible, ordinarily before the work day begins or within thirty (30) minutes of the
employegsusud garting time. 1f an absence continues beyond one day, the employeeis respongble for
reporting in each day. If the department director is unavailable, the employee may leave a message with
the Mayor or hisher designated representative, stating the reason for being late or unable to report for
work.

An employee who is absent without authorization or notification is subject to disciplinary action,
induding possble termination.

4.5 UNUSUAL WEATHER CONDITIONS

During times of inclement weether or naturd disadter, it is essentid that the Town continue to provide
vital public services. Therefore, it is expected that employees make every reasonable effort to report to
work without endangering their personal safety.

An employee who is unable to get to work or leaves work early because of unusua weather conditions

may charge the time missed to: vacation, floating holiday, compensatory time, or leave without pay. The
employee shdl advise the department director by phone asin any other case of late arrival or absence.

-10-



46 BREAKSAND MEAL PERIODS

Employees may take one (1) fifteen-minute break for every four hoursworked. All breaks shal be
arranged so that they do not interfere with Town business or service to the public. Med periods shdll
be scheduled by the employee's department director. The scheduling of medl periods may vary
depending on department workload. Med periods are unpaid and usudly one hour in length.

4.7  CALL BACK

All employees are subject to cal back in emergencies or as needed by the Town to provide necessary
sarvicesto the public. A refusal to respond to acal back is grounds for immediate disciplinary action,
including possible termination. Employees caled back to duty will be paid their appropriate rate of pay
for hours worked (the overtime rate for hours worked over the gpplicable overtime threshold).

48 PAYROLL RECORDS
The officid payroll records are kept by the Town Clerk. Each department director shdl turninona

monthly basis a signed work record for each employee within their department, noting hours worked,
leave taken and overtime worked. The Mayor shall sign work records for department directors.

-11-



CHAPTER 5
COMPENSATION

51 SALARY CLASSFICATION AND GRADES

Each job title within the Town is classified into one of the Town's classifications for sdary purposes.
Each classfication is designated a particular salary or sdary range shown on the Town's sdlary and
wage schedule, which is approved by the Town Coundil.

52 EMPLOYEE PAY RATES

Employees shdl be paid within the limits of the wage range to which their positions are assigned.
Usudly, new employees will sart their employment at the minimum wage rate for their classfication.
However, a new employee may be employed at a higher rate than the minimum when the employee's
experience, training or proven capability warrant, or when prevailing market conditions require a sarting
rate gregter than the minimum.

Pay increases are contingent on satisfactory performance. If an employee's performance is consistently
unsatisfactory, the Mayor may defer a scheduled pay increase for a stipulated period of time or until the
employee's job performance is satisfactory.

The Mayor may propose and the Town Council may grant an across-the-board pay adjustment (cost-
of-living increase) or other compenseation from time to time, raising the sdaries of al postions by a
specified amount within a defined group of dassfications. Such adjustments, if any, will not change an
employee's pay anniversary date.

Any employee promoted to a position in a higher classfication and sdlary range shall receive the next
highest available pay step in the new range.

53 PAYDAYS

Town employees are paid monthly on the 5" of each month for the previous month. Mid month draws
will be given on the 20" of each month. If aregularly scheduled payday falls on Saturday, pay checks
will be digtributed on Friday; if it falls on Sunday or aholiday, pay checks will be digtributed on the next
regularly scheduled working day.

54 DEDUCTIONS

Some regular deductions from the employee's earnings are required by law; other deductions are
specificadly authorized by the employee. The Town will withhold from the employee's paycheck those
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deductions required by law and any voluntary deductions authorized by the employee, by applicable
union contract, or by statute.

55 TRAVEL AWAY FROM THE TOWN

All travel away from the Town must be approved in advance by the Mayor or department director. If
private automobiles are used, employees will be rembursed at the rate of 30¢ per mile.

5.6 TRAVEL EXPENSE REIMBURSEMENT

Town employees will be reimbursed for reasonable and customary expenses actudly incurred in
connection with the business of the Town.

NonOvernight Trips. Employees will be reimbursed for reasonable cost of medls, excluding any
expenses for acoholic beverages, and business expenses. Tips, not to exceed 15%, are reimbursable.
The Town credit card should be used whenever possible.

Overnight Trips: Employeeswill be rembursed for reasonable lodging and travel expenses while away.
The Town credit card should be used for lodging expenses whenever possible.

Meal cogtswill be reimbursed on a per diem basis of $30.00 per day. Partiad days will be reimbursed at
$7.00 per breakfast, $8.00 per lunch and $15.00 per dinner. Employees who leave before 7 am and
return after 6 pm in the same day will be reimbursed for one full day. Tips, not to exceed 15%, for taxis,
or baggage handling are reimbursable. Med alowance will not be paid for medstha are included in the
regisiration of any meeting, conference or convention, whether or not the employee partakes of the
med.

Requests for reimbursement, including receipts, shal be submitted on atravel expense report form
sgned by the employee. Med receipts for overnight trips do not need to be submitted.

-13-



5.7 OTHER FOOD EXPENSES

The reasonable cost of food items related to the Stuations listed below are allowable expenses.

@

)

3

(4)

(5)

(6)

()

Codts for meds of interviewers and gtaff involved in assessment certers or day-long
interviews. Costs of trangportation and lodging for out-of-town interviewers or
assessors.

Costs of Council, Board and Commission members and rdated staff at officid and
other town business related mestings.

Cost of coffee and other refreshments a training sessons or saff meetings for town
employees, including employees of other jurisdictions.

Cogt of refreshments a gppropriate ceremonies such as facility openings, svearing-in
ceremonies, commendations and the like.

Cost of medls provided to town employees during emergency Situations (e.g. mgor fire,
water main bresk, natura disaster).

Cost of working lunches at town facilities such as with citizen committees, county
officidsand thelike.

Cost of meds and/or refreshments at employee recognition programs.

The following documentation must be submitted with the claim voucher requesting payment:

@
@)

The date and a description of the activity for which food was necessary,

Receiptsinvoices for al expenditures.
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5.8 COMPENSATION UPON TERMINATION

When an employee's employment with the Town is terminated, the employee will receive the following
compensation on the next regularly scheduled payday:

Q) Regular wages for dl hours worked up to the time of termination which have not dready
been paid.

2 Any overtime pay due.
©)] A lump sum payment of any accrued but unused vacation and compensatory time.

4 A lump sum payment of any accrued sick leave, provided that the employee has been
employed with the Town atota of twenty (20) years. Employee will be paid at therate
of three (3) hours of Sick Leave to one (1) hour of the employees regular hourly rate of

pay.
59  WELLNESSINCENTIVE PLAN

To bedigible to participate in the WelIness Incentive Plan, an employee must first have established a
minimum base balance of 480 hours of accrued Sick Leave. Once this has been established, the

employee may:

@ Elect on an annua bag's, in December, to convert the excess hours (over 480) of Sick
Leave accrued in the previous cadender year to Annud Leave a the rate of three (3)
hours of Sick Leave to one (1) hour of Annua Leave. This option can only be used if
the employee has not reached the maximum Annud Leave accrud limits.

2 Elect on an annua basis, in December, to be paid for the excess hours (over 480) of
Sick Leave accrued in the previous caender year at the rate of three (3) hours of
excess Sick Leave to one (1) hour of the employees regular hourly rate of pay. If this
option is chosen, employee will be paid at the next regularly scheduled pay date.
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CHAPTER 6
PERFORMANCE EVALUATIONS AND TRAINING

6.1 PERFORMANCE EVALUATIONS

To achieve the Town's god to train, promote and retain the best qualified employee for every job, the
Town conducts periodic performance evaduations for dl positions. The Mayor isresponsble for
developing and maintaining the Town's performance eva uation program. Employees are to be
evauated by their department directors prior to completion of their trid period and usudly once every
12 months theregfter.

The evduation is part of an employee's personnd record and may be afactor in determining the
employee's conversion to regular status, whether the employee receives awage increase, or isto be
promoted, transferred, demoted, laid off, or terminated.

6.2  TRAINING POLICY
The Town seeks, within the limits of available resources, to offer training to increase an employegs kill,
knowledge and abilities directly related to Town employment, to obtain or maintain required licenses

and certifications, and to develop staff resources. Opportunities may include but are not limited to: on-
the-job training, in-house workshops, and seminars sponsored by other agencies or organizations.
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CHAPTER 7
BENEFITS

7.1 RETIREMENT BENEFITS

The Town makes contributions on behdf of adl digible employeesto the Socid Security Systemin
addition to those contributions made by the employee through FICA payroll deductions.

All regular uniformed employees in the police department are covered by the Law Enforcement
Officer's and Firefighters Retirement System (LEOFF). Benefit levels and contribution rates are set by
the State of Washington.

Employeesintending to retire should notify their department director of their intent to retire a least Sx
(6) months prior to the date of retirement.

7.2 DISABILITY BENEFITS (WORKERS COMPENSATION)

All employees, other than police and fire employeesin the LEOFF | retirement system, are covered by
the State Workers Compensation Program. This insurance covers employeesin case of on-the-job
injuries or job-related illnesses. For qudifying cases, State Indugtria Insurance will pay the employee
for work days lost and medical costs due to job-related injuries or illnesses. All job-related accidents
should be reported immediately to the department director.

When an employee is absent for one or more days due to an on-the-job accident, he/she is required to
fileacam for Workers Compensation. If the employee filesaclaim, the Town will continue to pay (by
use of the employee's unused sick leave) the employed's regular salary pending receipt of Workers
Compensation benefits.

Coordination of Benefits: When the employee receives Workers Compensation benefits, he/sheis
required to repay to the Town the amount covered by Workers Compensation and previoudy
advanced by the Town. This policy isto ensure that employee will receive prompt and regular payment
during periods of injury or disability so long as accrued sick leave is available, while ensuring thet no
employee receives more than he/she would have received had the injury not occurred. Upon the
repayment of funds advanced, the appropriate amount of sick leave shdl be restored to the employee's
account.

The Town may require an examination at its expense, performed by a physcian of its choice, to
determine when the employee can return to work and if he/she will be capable of performing the duties
of the pogition.

7.3 HEALTH INSURANCE BENEFITS
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Regular full-time employees and their dependents are eigible to participate in the Town's various
insurance programs, on the first day of the month following employment. The programs and criteriafor
eigibility will be explained upon hire. The Town contributes toward the cogt of premiumsin the
amounts authorized by the Town Council. The remainder of the premiums, if any, shal be paid by the
employee through payroll deduction. The Town reserves the right to make changes in the carriers and
provisions of these programs when deemed necessary or advisable, with prior notice to affected
employees.

Part Time and/or Temporary employeeswill not be digible for insurance coverage.
1.4 CONTINUATION OF INSURANCE COVERAGE

Workers Compensation Leave: An employee receiving Workers Compensation benefits continues to
accrue vacation leave and sick leave for up to six (6) months. The Town aso continues to pay for the
employer's portion of hedth insurance premiums, provided that the employee continues to pay thelr
share of premiums, if any. After six (6) months, the employee's benefits shall cease unless the Mayor
makes an exception based on the criteria stated in Section 1.4 of these policies. The employee may
continue hedth care benefits by sdlf-paying insurance premiums for the remainder of the time he/she
receives Workers Compensation benefits.

COBRA Rights Upon an employee's termination from Town employment or upon an unpaid leave of
absence, a the employer's option and expense, the employee may be digible to continue Town hedth
insurance benefits to the extent provided under the federal COBRA regulations. An adminigirative
handling fee over and above the cost of the insurance premium may be charged the employee or higher
dependents who elect to exercise their COBRA continuation rights.

Termination, Retirement, Leave of Absence: For digible employees who termingte, retire or are on an
gpproved leave of absence, the Town will pay the premium for the month the employee is leaving,
provided the employee is on paid status for the first ten (10) days of the month.

7.5 UNEMPLOYMENT COMPENSATION

Town employees may qudify for State Unemployment Compensation after termination from Town
employment depending on the reason for termination and if certain qudifications are met.

CHAPTER 8
LEAVES

81 VACATIONLEAVE
Each regular full-time employee is entitled to vacation leave asfollows:
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Y ears of Employment Vacation Hours Earned

1-7 years 7 hours/month
8-15 years 10 hours/month
16-20 years 13 hours/month

20 + years 16 hours/month

Regular part-time employees will receive vacation on apro-rata bas's.

Employees accrue vacation benefits during their trid periods. Employees are not digible to use or be
compensated for vacation benefits during their first year of employment. Vacation leave benefits can be
used after one year of continuous employment.

Temporary employees are not eligible for any vacation benefits. Employees do not accrue vacetion
benefits during aleave without pay.

Each department is respongble for scheduling its employees vacations without undue disruption of
department operations. Leave requests shall be submitted at least two weeks prior to taking vacation
leave.

The maximum number of vacation hours which may be carried over from one cdendar year to the next
iS40 hours. The maximum number of vacation hours which may be accumulated from succeeding years
cannot exceed 240 hours. In cases where Town operations have made it impractica for an employee
to use vacation time, the department director with the gpprova of the Mayor may authorize additiond
caryover. Employeeswill be paid for unused vacation time upon termination of employment.

Termination, Retirement, Leave of Absence: For digible employees who termingte, retire or are on an
approved leave of absence, the employee will accrue vacation leave for the month the employee is
leaving, provided the employee is on paid status for the first fifteen (15) days of the month.

82 SICKLEAVE
All full-time regular employees, except LEOFF | employees, accrue sick leave benefits at the rate of

eight (8) hours for each calendar month of continuous employment. Regular part-time employees may
accrue Sck leave benefits on a pro-rata basis according to hours worked.

-19-



Employees accrue Sick leave benefits during their trid periods. Employees are not eigible to use or be
compensated for Sck leave benefits during the first Sx months of employment. Sick leave benefits can
be usad after Sx months of continuous employment.

Temporary employees do not earn sick leave benefits. Employees do not accrue sick leave benefits
during aleave without pay.

Allowable Uses of Sick Leave: Sick leave covers those Stuations in which an employee is absent from
work dueto:

Q) Employee's own hedth condition (illness, injury, physicd or mentd disability, including
disability due to pregnancy or childbirth);

2 The need to care for the employee'simmediate family. Proof of need may be required.

3 Medica or denta appointments for the employee or immediate family, provided thet the
employee must make a reasonable effort to schedule such appointments at times which
have the least interference with the work day;

4 Exposure to a contagious disease where on-the-job presence of the employee would
jeopardize the hedlth of others;

) Use of a prescription drug which impairs job performance or safety;

(6) Additiona leave beyond bereavement leave for a death in the immediate family, to be
authorized by the Mayor.

A doctor's certificate may be required when an employee is absent for a period in excess of three (3)
days. The Town may aso request the opinion of a second doctor a the Town's expense to determine
whether the employee suffers from a chronic physical or menta condition which impairs hisher ability to
perform the job. Employees who are habitudly absent due to illness or disability may be terminated if
their disability cannot be reasonably accommodated and/or when the employee's absenteeism prevents
the orderly and efficient provison of sarvicesto the citizens of the Town.

Employees who use dl their accumulated sick leave and require more time off work due to illness or
injury may, with their department directors prior gpproval, request aleave without pay. (See Leave
Without Pay Policy.)

Employees will be paid at arate of three (3) to one (1), as specified in Section 5.8, for any unused sick

leave upon leaving Town service if the employee has been employed for the Town for at least twenty
(20) years. No more than four hundred eighty (480) hours of sick leave may be accumulated.
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83 LEAVEWITHOUT PAY

The Mayor may grant leaves of absence without pay for absence from work not covered by any other
type of leave or if other leave baances are exhausted. Examples of Stuations for which leave without
pay may be granted include time off work for persona reasons, such a prolonged illness, parenting,
caring for an ill rdative, or pursuing an education.

84 JURY AND WITNESSLEAVE

Jury Duty. The Town provides dl employeesleave for the full period of jury duty service. Regular full-
time and part-time employees who have completed their trid period receive paid jury duty leave of up
to two weeks each time they are cdled for jury service. In generd, if jury duty extends beyond two
weeks in any one ingance the additiona leave will be unpaid. Exempt salaried employees who are
asked to serve longer than two weeks should contact the Mayor to discuss whether further paid leave
will be provided. Payment provided by the courts during periods of paid jury duty leave must be turned
over to the Town, excluding expense reimbursements, such as mileage. 'Y ou must provide your
department director with a copy of the jury duty summons as soon as possible after receiving it. Upon
completion of jury duty, you are required to provide your department director with proof of jury
service.

Witness Duty. All employees summoned to testify in court are alowed time off for the period they
serve aswitnesses. In generd, witness duty leave is unpaid unless you are awitnessin a caseinvolving
the Town. For exempt sdaried employees, however, sdary payment will continue except for full-day
absences caused because the employee is aparty in alawsuit.

85 ADMINISTRATIVE LEAVE
On a case-by-case bas's, the Town may place an employee on adminidrative leave with or without pay

for an indefinite period of time. Adminigtrative leave may be used in the best interests of the Town (as
determined by the Mayor) during the pendency of aninvestigation or other adminigtrative proceeding.

86 MILITARY LEAVE

We provide dl employees leave while performing military service in accordance with federd and State
law. Regular full-time and part-time employees recelve paid military leave of up to 15 working days per
year for military service. In generd, if military service extends beyond 15 working days, the additiond
leave will be unpaid. Exempt sdaried employees who serve longer than two weeks should contact the
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Mayor to discuss whether further paid leave will be provided. All employees who are not digible for
paid military leave are provided unpaid leave for a period of their military service. Military service
includes active military duty and Reserve or Nationd Guard training. Y ou are required to provide your
department director with copies of your military orders as soon as possible after they are received.
Reingtatement upon return from military service will be determined in accordance with applicable federd
and state law.

8.7 BEREAVEMENT LEAVE

We provide regular, full-time and part-time employees with paid leave for up to three (3) daysin the
event of the deeth of an immediate family member.

8.8 SHARED LEAVE PROGRAM

The Mayor may authorize employees to donate their accrued vacation leave or sick leave to another
Town employee who is suffering from or who has an immediate family member suffering from an
extraordinary or severeillness, injury, or physica or menta condition which has caused or islikely to
cause the employee to take leave without pay or to terminate higher employment. The following
conditions apply:

To be digible to donate vacation leave or sSick |leave, the employee who donates leave
must have a least ten (10) days of accrued leave. In no event shdl aleave transfer
result in the donor employee reducing hisher vacation leave baance to less than ten
(10) days. Trandfer of leave will be in increments of one day of leave. All donations of
leave are dtrictly voluntary.

The employee recelving donated leave shdl have exhausted dl hisher accumulated
vacation and sick leave.

While an employee is using shared leave, he or she will continue to receive the same

treatment, in respect to sdlary and benefits, as the employee would otherwise receive if
using vacetion or sick leave.

89 HOLIDAY LEAVE

The following holidays are recognized by the Town:
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New Year's Day January 1

Martin Luther King's Birthday 3rd Monday in January
President's Day 3rd Monday in February
Memorid Day Last Monday in May

I ndependence Day July 4

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

Christmas Day December 25

Floating Holiday Optiona

All regular full-time employees will receive eight (8) hours of holiday leave for observance of
recognized holidays. Any holiday faling on Saturday will be celebrated on the preceding Friday. Any
holiday faling on Sunday will be celebrated on the following Monday.

Employees unable to observe the holiday on the recognized day shdl be entitled to accrue eight (8)
hours of holiday leave for use a another time, with prior approva of the department director. No more
than forty (40) hours of holiday leave may be accumulated at any time and no more than sixteen (16)
hours of holiday leave may be carried over from one caender year to the next.

Part Time and temporary employees do not receive holiday leave and will be paid at their regular
draght-time rate for hours worked on a holiday.

Employees will not be paid for any unused holiday leave upon leaving Town service for any reason.
8.10 RELIGIOUSHOLIDAYS
If an employee's religious beliefs require observance of aholiday not included in the basic holiday

schedule, the employee may, with his’her department director's gpprova, take the day off usng
vacation, compensatory time, or leave without pay.

8.11 BENEFITSFOR PART-TIME AND TEMPORARY EMPLOYEES
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Unless noted otherwise in these policies, benefits for regular part-time and temporary employees are as
follows

Regular Part-Time Employees All leaves and insurance premiums are pro-rated. Pro-rated
means the ratio between the number of hoursin the employee's norma work schedule and

thirty-two (32) hours per week.

Temporary Employees. Temporary employees are not digible to receive benefits, including
leaves, holidays and insurance.
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CHAPTER 9
EMPLOYEE RESPONSIBILITIES
AND CONDUCT

9.1 GENERAL CODE OF CONDUCT

All Town employees are expected to represent the Town to the public in a professona manner whichis
courteous, efficient and helpful. Employees must maintain a clean and neat gppearance gppropriate to
their work assignment, as determined by their position and department director.

Since the proper working relationship between employees and the Town depends on each employee's
on-going job performance, professona conduct and behavior, the Town has established certain
minimum standards of persond conduct. Among the Town's expectations are: Basic tact and courtesy
towards the public and fellow employees, adherence to Town policies, procedures, safety rules and safe
work practices, compliance with directions from department directors; preserving and protecting the
Town's equipment, grounds, facilities and resources; and providing orderly and cost efficient servicesto
its citizens.

The Town isardatively smal organization. To function as efficiently as possible, we may ask you to
perform seemingly "menid" duties outsde your regular assgnments. It is no reflection on your worth to
the Town, but a necessary arrangement for most small organizations.

To make the mogt efficient use of personnd, the Town aso reserves the right to change your work
conditions and the duties originaly assgned. If these arrangements become necessary, we expect your
best cooperation.

9.2 OUTSIDE EMPLOYMENT AND CONFLICTSOF INTEREST

Employees shdl nat, directly or indirectly, engage in any outside employment or financia interest which
may conflict, in the Town's opinion, with the best interests of the Town or interfere with the employee's
ability to perform hisher assgned Town job.

An employee who chooses to have an additiond job, contractua commitment or salf-employment, may
do so only after obtaining prior gpprova from hisher department director.
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9.3 REPORTING IMPROPER GOVERNMENTAL ACTION

Generd Pdlicy:

In compliance with the Loca Government Employee Whistleblower Protection Act, RCW 42.41.050,
this policy is created to encourage employees to disclose any improper governmenta action taken by
Town officids or employees without fear of retdiation. This policy dso safeguards legitimate employer
interests by encouraging complaints to be made firgt to the Town, with a process provided for speedy
dispute resolution.

Key Definitions:

Improper Governmenta Actiont any action by a Town officer or employee that is.

@ undertaken in the performance of the officid's or employee's officid duties, whether or
not the action is within the scope of the employee's employment, and

2 inviolation of any federd, state or loca law or rule, is an abuse of authority, is of
subgtantia and specific danger to the public hedlth or safety, or is agross waste of
public funds.

3 "improper governmenta action” does not include personne actions (hiring, firing,
complaints, promotions, reassgnment, for example). In addition, employees are not
free to disclose matters that would affect a person's right to legdly protected
confidenti communications.

Retaiatory Action any materid adverse change in the terms and conditions of an employee's
employment.

Emergency: acircumstance that if not immediately changed may cause damage to persons or property.
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Procedure for Reporting Improper Government Action: Town employees who become aware of
improper governmenta action should follow this procedure:

Q) Bring the matter to the attention of hig’her department director, if norrinvalved, in
writing, stating in detail the basis for the employee's belief that an improper action has
occurred. This should be done as soon as the employee becomes aware of the
improper action.

2 Where the employee believes the improper action involves the department director, the
employee may raise the issue directly with the Mayor.

©)] The Mayor or their designee, as the case may be, shdl promptly investigate the report
of improper government action. After the investigation is completed (within thirty (30)
days of the employee's report), the employee shall be advised of the results of the
investigation, except that personnel actions taken as aresult of the investigation may be
kept confidentia.

An employee who fails to make a good faith effort to follow this policy shdl not be entitled to the
protection of this policy againgt retdiation, pursuant to RCW 42.41.030.

In the case of an emergency, where the employee bdlieves that damage to persons or property may
result if action is not taken immediately, the employee may bypass the above procedure and report the
improper action directly to the gppropriate government agency respongble for investigating the
improper action.

Employees may report information about improper governmenta action directly to an outside agency if
the employee reasonably believes that an adequate investigation was not undertaken by the Town to
determine whether an improper government action occurred, or that insufficient action was taken by the
Town to address the improper action or that for other reasons the improper action islikely to recur.

Protection Againgt Retdliation: It isunlawful for aloca government to take retdiatory action because an
employee, in good faith, provided information that improper government action occurred. Employees
who bdlieve they have been retdiated againg for reporting an improper government action should follow
this procedure:
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Procedure for Seeking Relief Againg Retdiation:

@

@)

3

(4)

Employees must provide awritten complaint to the department director within thirty
(30) days of the occurrence of the aleged retaiatory action. If the department director
isinvolved, the notice should go to the Mayor . The written charge shdl specify the
dleged retdiatory action and the relief requested.

The Mayor, as the case may be, shal investigate the complaint and respond in writing
within thirty (30) days of receipt of the written charge.

After recalving the Town's response, the employee may request a hearing before a state
adminigrative law judge (ALJ) to establish that aretaliatory action occurred and to
obtain appropriate relief under the law. The request for hearing must be delivered
within the earlier of ether fifteen (15) days of receipt of the Town's response to the
charge of retdiatory action or forty-five (45) days of receipt of the charge of retdiation
to the Mayor for response.

Within five (5) working days of receipt of arequest for hearing the Town shdl apply to
the State Office of Adminidtrative Hearing's for an adjudicative proceeding before an
adminidrative law judge. At the hearing, the employee must prove that aretaliatory
action occurred by a preponderance of the evidence in the hearing. The ALJwill issue
afina decison not later than forty-five (45) days after the date of the request for
hearing, unless an extenson is granted.

Policy Implementation The Mayor (or designee) is respongble for implementing these policies and

procedures. Thisincludes making the policy available to any employee upon request and providing the
policy to dl newly hired employees. Officers, managers and department directors are responsible for
ensuring the procedures are fully implemented within their areas of responghbility.

Violaions of this policy and these procedures may result in appropriate disciplinary action, up to and
induding dismiss.
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94  POLITICAL ACTIVITIES

Town employees may participate in politica or partisan activities of their choosing provided that Town
resources and property are not utilized, and the activity does not adversdly affect the respongibilities of
the employeesin their postions. Employees may not campaign on Town time or in a Town uniform or
while representing the Town in any way. Employees may not alow others to use Town facilities or
fundsfor politicd activities

Any Town employee who meets with or may be observed by the public or otherwise represents the
Town to the public, while performing his’her regular duties, may not wear or display any button, badge
or sticker relevant to any candidate or ballot issue during working hours. Employees shdl not solicit, on
Town property or Town time, for a contribution for a partisan political cause.

Except as noted in this policy, Town employees are otherwise free to fully exercise their condtitutiona
Frg Amendment rights.

9.5 NO SMOKING POLICY

For hedlth and safety consderations, the Town prohibits smoking by employeesin dl Town facilities,
induding Townowned buildings, vehicles, and offices or other facilities rented or leased by the Town,
induding individud employee offices.

9.6 PERSONAL POSSESSIONS AND ELECTRONIC COMMUNICATIONS

The Town does not assume respong bility for any theft or damage to the persond belongings of
employees.

The Town dso furnishes computers for use in conducting Town business. Because the computers are
for Town business, the Town reserves the right to review the contents of any files or documents on the
computer, including contents of any eectronic mail. Town computers are not for persond use.

9.7 USEOFTOWN VEHICLESAND EQUIPMENT
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Use of Town phonesfor loca persond phone calls should be kept to a minimum; long distance persond
use is prohibited, unless employee uses a persond calling card or logs and reimburses the Town for al
cals. Other Town equipment, including vehicles, should be used by employees for Town business only.
An employees misuse of Town services, telephones, vehicles, equipment or supplies can result in
disciplinary action induding termination.

9.8 BULLETIN BOARDS

Information of specid interest to al employeesis posted regularly onthe Town bulletin boards.
Employees may not post any information on these bulletin boards without the authorization of the
Mayor.

9.9 CONTACT WITH THE NEWSMEDIA

The Mayor or designated department directors shall be responsible for dl officia contacts with the news
media during working hours, including answering of questions from the media. The Mayor or
department director may designate specific employeesto give out procedurd, factud or historical
information on particular subjects.

9.10 SEAT BELT POLICY
Per Washington law, anyone operating or riding in Town vehicles must wear seet belts at dl times
9.11 DRIVER'SLICENSE REQUIREMENTS

As part of the requirements for certain specific Town postions, an employee may be required to hold a
vaid Washington State Driver'slicense. If an employegslicenseis revoked, suspended or log, or isin
any other way not current, vaid, and in the employee's possession, the employee shdl promptly notify
his’/her department director and will be immediately suspended from driving duties. The employee may
not resume driving until proof of avaid, current license is provided to his’her department director.
Depending on the duration of license suspension, revocation or other inability to drive, an employee may
be subject to disciplinary action, including termination.

9.12 SOLICITATIONS
Mog forms of sdlling and solicitations are ingppropriate in the workplace. They can be anintruson on
employees and citizens and may present arisk to employee safety or to the security of Town or
employee property. The following limitations apply:

@ Persons not employed by the Town may not solicit, survey, petition, or distribute

literature on our premises at any time. This includes persons soliciting for charities,
sdespersons, questionnaire surveyors, labor union organizers, or any other solicitor or

- 30-



digtributor. Exceptionsto this rule may be made in specid circumstances where the
Town determines that an exception would serve the best interests of the organization
and our employees.

2 Employees may not solicit for any purpose during work time. Reasonable forms of
solicitation are permitted during non-work time, such as before or after work or during
med or break periods. Soliciting employees who are on non-work time may not solicit
other employees who are on work time. Employees may not distribute literature for any
purpose during work time or in work areas. The employee lunchroom is considered a
non-work area under this policy.

9.13 SAFETY

Every employeeis responsible for maintaining a safe work environment and following the Town's safety
rules. Each employee shal promptly report dl unsafe or potentidly hazardous conditions to his’her
department director. The Town will make every effort to remedy problems as quickly as possible.

In case of an accident involving apersond injury, regardless of how serious, employees shall
immediately notify their department director or the Mayor.

Since being exposed to a bloodborne pathogen may lead to sicknesses such as hepatitis, AIDS, or
malaria, and since the Town wants to assure our employees as safe and health work environment as
possible, it isthe palicy of the Town to comply with al statutory obligations for the prevention of
exposure to bloodborne pathogens. Employees should familiarize themsalves with the Town's Exposure
Control Plan and follow it a dl times. Failure to comply with this Plan will result in discipline up to and
induding termination.

Employee safety depends on the safety consciousness of everyone. In order to facilitate a safe work
environment, employees may not bring dangerous wegpons to the workplace. Thisincludes, but is not
limited to, wegpons for which employees have avdid permit. The only exception to thisrule involves
law enforcement positions for which the job requires possession of dangerous wegpons.

9.14 SUBSTANCE ABUSE

The Town's philosophy on substance abuse has two focuses: (1) a concern for the well-being of the
employee and (2) aconcern for the safety of other employees and members of the public.

Avallability of Rehabilitation or Tregtment: As part of our employee ass stance program, we encourage
employees who are concerned about their alcohol or drug use to seek counsdling, trestment and
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rehabilitation. Although the decision to seek diagnosis and accept treatment is completely voluntary, the
Town isfully committed to hel ping employees who voluntarily come forward to overcome substance
abuse problems. In most cases, the expense of trestment may be fully or partialy covered by the
Town's benefit program. In recognition of the sengtive nature of these matters, dl discussonswill be
kept confidential. Employees who seek advice or trestment will not be subject to retdiation or
discrimination.

When Job Performance is Affected: Although the Town is concerned with rehabilitation, it must be
understood that disciplinary action may be taken when an employee'sjob performance isimpaired
because he/she is under the influence of drugs or dcohol on the job. The Town may discipline or
terminate an employee possessing, consuming, selling or using acohoal, or controlled substances (other
than legdly prescribed) during work hours. The Town may dso discipline or terminate an employee
who reports for duty or works under the influence of acohol or controlled substances. An employee
may be required to submit to alcohol or controlled substance testing when the Town has reasonable
suspicion that the employee is under the influence of controlled substances or dcohol. Refusa to submit
to testing, when requested, may result in immediate disciplinary action, including termination.

Substance Abuse Policy for Operators of Commercia Motor Vehicles: Town employeeswho hold
commercid driver'slicenses ("CDLSs') and who operate commercid motor vehicles while employed by
the Town are subject to additiona rules and regulations imposed by the federad government. These
regulations require urine drug testing and acohol breath testing in the following circumstances:

(1)  pre-employment;

2 reasonable suspicion;

©)] post-accident;

4) return to duty testing;

(5) random testing.
CDL holders who test positive must be removed from service and are subject to discipline, up to and
including termination. CDL holders should consult the Town's Drug and Alcohol Testing Policy and
Procedures for the additional details concerning these rules.
Drug-Free Workplace: Based on the federd Drug-Free Workplace Act, the manufacturing,
distribution, dispensation, possession and use of unlawful drugs or dcohol on Town premises or during

work hours by Town employeesis gtrictly prohibited. Employees dso must natify the Town within five
(5) days of any conviction for adrug violation in the workplace. Violation of thispolicy can result in
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disciplinary action, including termination. Continued poor performance or failure to successfully
complete arehabilitation program is grounds for termination.
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CHAPTER 10
DISCIPLINE AND TERMINATIONS

10.1 ACTIONSSUBJECT TO DISCIPLINARY ACTION

Our success in providing excdlent service to our citizens and maintaining good relationships with the
community depends on our employees. We have therefore provided for your guidance certain conduct
which, if engaged in, would be detrimenta to our objective and could lead to disciplinary action
including discharge. The following specified conduct isilludrative and not comprehensve.

1) Misrepresentation or withholding of pertinent factsin securing employment.

2 Unauthorized use or possession of the Town facilities/property. Unauthorized use of
position with the digtrict for personad gain or advantage. Accepting unlawful gratuities or
bribes. Lying.

3 Smoking in any unauthorized posted area or creating of fire hazardsin any area.

(4)  Violation of dress and/or grooming standards. Violation of the Town's telephone use
policy.

(5) Failure to report an occurrence causing damage to Town, customer, or public property.
Failure to properly secure the Town facilities or property.

(6) Loitering after completing day's work which results in the disruption of the Town's
business or the work effort of other employees. Vending, soliciting, or collecting
contributions for any purpose whatsoever during working time on the premises without
the permission of the department director.

) Unauthorized operation or using machines, tools, or equipment to which the employee
has not been specificaly assigned.

(8) Unauthorized recording of another employee's time record. Both employees can be
subject to disciplinary action.

9 Habitud lateness for work. Absence without proper natification to immediate

department director, excessive absenteaism, or insufficient reasons for absenteeism.
Loitering, goofing off, failing to asss othersin awork Stuation.
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(10)

(11)

(12)

(13)

(14)

(15

(16)

17)

(18)

Making mdicious, fase, or derogatory statements that are intended or could reasonably
be expected to damage the integrity or reputation of the Town or our employees, on or
off premises. Disorderly conduct, including fighting on the premises. Rudeness,
discrimination, intimidation, coercion, use of obscene language, gesture or lack of
courtesy to the public or fellow employees. Immora conduct while on duty.

Intentiona fasification of records/paperwork required in the transaction of the Town
business.

Inability, inefficiency, negligence, or insubordination, including arefusa or falureto
perform assigned work. Concedling defective work.

Failure to observe safety practices, rules, regulations, and indructions. Negligence that
resultsin injury to others. Failure to wear required safety clothing and equipment.

Failure to promptly report to your immediate department director an on-the-job injury
or accident involving an employee, equipment, property, or vistor.

Dishonesty or theft, including ddliberate destruction, damage, or remova of the Town's
or other's property from the premises, or any job Site.

Possession, use, sale, or being under the influence of acohol and controlled substances
while on the Town business (including standby duty). The only exception to thisrule
shall be for an employee using or possessing a controlled substance prescribed by a
doctor if such employee has given hisher department director prior notice of such use
and/or possession and such use does not impair safe and/or efficient work performance.

Possession of explosives or weapons on the premises or at any job Site unless
authorized or required by duties.

Conviction of agross misdemeanor or felony.
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10.2 POSSIBLE DISCIPLINARY ACTIONS

In the event that disciplineis necessary, the following types of disciplinary actions may be used,
depending on the particular Stuation:

@ Ord Warning.

2 Written Reprimand.

3 Suspension.

4 Demation.

) Termination.
The choice of what discipline to gpply in any particular case is solely the Town's. Employeeswho are
exempt from overtime [aws will not be suspended without pay for disciplinary purposes for periods less
than afull workweek, unless the infraction involves violation of safety rules of mgor sgnificance.

10.3 PRE-TERMINATION HEARING

In the case of termination of an employee, other than trid employees, the Town will conduct a pre-
termination hearing. The pre-termination hearing serves as a check againgt mistaken decisons and as an
opportunity for an employee to furnish additiona facts before atermination decison isfindized.

In the event a department director desires to terminate an employee, the employee shal be provided
with anatice of the recommendation for termination. The notice shdl include an explanation of the
charges on which the recommendation is based, and the time and date for a pre-termination hearing. If
the employee fails or refuses to appear, the termination may proceed.

Pre-termination hearings will be presded over by the Mayor or a designated representative. The
hearings are intended to be informal. The employee may show cause why he/she should not be
terminated. The employee may bring one person to the hearing as a representative.

Usudly within two (2) working days after the pre-termination hearing, the Mayor will issue adecison on

whether there are reasonable grounds to believe the charges against the employee are true and support
termination. A longer review period may be required in more complex Stuations.
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104 LAYOFF

The Mayor may lay off employees for lack of work, budgetary restrictions, reorganization or other
changes that have taken place, subject to two weeks prior notice.

Temporary employees or employees who have not completed their tria period will be laid off before
regular employees are affected. In determining who isto be laid off, consderation will usudly be given
toindividuad performance and the qudifications required for remaining jobs. Seniority will be
consdered when performance and qudifications are equd, as determined by the Town. Employees
who are laid off may be digible to be re-employed, if avacancy occursin a pogtion for which they are
qudified.

105 RESIGNATION

An employee should provide two (2) weeks notice of resgnation. Thistime limit may be waived by the
employee's department director or the Mayor.
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CHAPTER 11
COMPLAINT PROCEDURES

111 COMPLAINT PROCEDURES

The Town recognizes that sometimes Situations arise in which employees fed that they have not been
treated fairly or in accordance with Town policies. For this reason the Town provides its employees
with procedures for resolving complaints.

Step 1: Employees should firgt try to resolve any problem or complaint with their department director.
Step 2: When norma communication between an employee and the department director is not
successful, or when an employee disagrees with the application of Town policies and procedures, the
employee should attempt to resolve the problem with his’her department director. The department

director will usuelly respond to the employee in writing within five (5) days after mesting with himvher, if
possible.

Step 3: If the employee is not satisfied with the response from the department director, the employee
may submit the problem, in writing, to the Mayor. The written complaint must contain, & a minimum:

(1) A description of the problem;

(20 A gpecific palicy or procedure which the employee believes has been violated or
misgpplied;

3 The date of the circumstances leading to the complaint or the date when the employee
first became aware of those circumstances,

4 The remedy sought by the employee to resolve the complaint.

The written complaint must be filed within twenty (20) working days of the occurrence leading to the
complaint, or twenty (20) working days after the employee becomes aware of the circumstances.

The Mayor may meet with the parties, either individualy or together, and will usudly respond inwriting

to the aggrieved employee within ten (10) days of the meeting. The Mayor's response and decison
shdl befind and binding.
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Certain employees may have more than one source of dispute resolution rights, i.e., the Town's Civil
Service rules, a collective bargaining agreement, if any, and this complaint process. Employees
represented by a bargaining unit or who are covered under civil service rules should follow grievance
procedures set out in their respective labor contracts or civil service rules, where gpplicable. In al other
cases, the procedures described in this section shall be used. Under no circumstances shdl an
employee have theright to utilize both this process and any other complaint or apped procedure that
may be available to an employee.
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