BEFORE THE BOARD OF COUNTY COMMISSIONERS
OF LEWIS COUNTY, WASHINGTON

IN RE: UPDATE OF THE LEWIS )
COUNTY POLICY MANUAL/EMPLOYEE ) RESOLUTION 10- _&L@
HANDBOOK FOR 2010 )

WHEREAS, Lewis County is committed to maintaining current policies; and

WHEREAS, Lewis County recognizes that revisions and updates will be necessary from time to time;
and

WHEREAS, it appears to be in the best interest of Lewis County to approve the update to the Lewis
County Policy Manual/Employee Handbook.

NOW, THEREFORE BE IT RESOLVED, that the Board of County Commissioners approve the Lewis
County Policy Manual/Employee Handbook attached hereto and incorporated herein.

PASSED IN REGULAR SESSION this [ l day of October, 2010.

BOARD OF COUNTY COMMISS|ONERS
LEWIS COUNTY WASH « «

APPROVED AS TO FORM:




WASHINGTON

KMPLOYER
HANDBOOK

UPDATED October 4, 2010
Supersedes 01-28-2008
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1.0 GENERAL PROVISIONS

1.1 INTRODUCTION

It is important to begin by describing what this Employee Handbook is, as well as what it is not. It...

. IS asummary of our organization’s employment policies and procedures. It revokes and supersedes
any prior summaries or statements of employment policies and procedures and will control in case
of any inconsistency with other written materials (except employment contracts or collective
bargaining agreements) or written practices.

. IS an evolving document, which we expect to revise and update from time to time. We will keep
you advised of changes in policies and procedures covered in this Employee Handbook through
notices on the bulletin board, employee meetings, and/or circulation of revised pages or a later
edition.

« IS NOT your only source of information on employment-related issues. Although this Employee
Handbook will probably always be the best place to start in finding answers to questions, you may,
from time to time, have questions that it does not answer. In those situations, you should talk with
your supervisor.

- IS NOT an express or implied contract of employment. We hope that our employment relationship
with you will be ongoing and rewarding for you and us. However, no one in Lewis County
government has the authority to enter into any agreement for employment for a specified period of
time, or to make any other representations or agreement inconsistent with this policy, unless it is in
writing and signed by the Board of County Commissioners, a Department Director, or Elected
Official (hereinafter Elected/Director). If you are an employee of a department under the authority
of the Board of County Commissioners (BOCC) your employer is the BOCC. If you are an employee
of an independent elected official, your employer is that official.

The statements contained in this Handbook are not to be considered binding upon the County. This
Handbook is subject to revision by the County unilaterally and without prior notice. Policy
statements as written do not amount to promises of specific action or treatment. The same are
merely general statements of County Policy.

To the extent, if any, that any of these policies and procedures are inconsistent with a specific
provision of any applicable collective bargaining agreement, the provisions of the collective
bargaining agreement shall control, provided that the requirements of Washington law shall be
paramount.

1.2 GENERAL STATEMENT OF POLICY

The purpose of this Handbook is to provide guidelines for a system of consistent personnel
administration governing the appointment, tenure, promotion, transfer, layoff, removal and
discipline of County employees. These policies will establish and maintain uniformity based upon
the duties and responsibilities of the positions, provide an equal opportunity to enter County
employment on the basis of demonstrated fitness, and develop a program of recruitment, training,
advancement and tenure that will make a career in the County attractive to persons who possess
qualities of ability, integrity, knowledge and professional understanding in their particular fields of
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endeavor. These policies and procedures are applicable to all employees of Lewis County. They do |
not apply to independent contractors. To the extent the non-wage and benefit portions of these

policies are adopted by Elected Officials, they shall apply within their departments.

Cooperative Extension Officers employed by Washington State University are not covered by the
terms and conditions of these policies and procedures. These policies and procedures are applicable
to the clerical support staff in the Cooperative Extension Office.

1.3 STATUS OF EMPLOYEES

Wages or salary, benefits, and job duties are affected, in part, by employee classification and job
title. The following are employee classifications:

1) Probationary Employee: An employee who is still within the probationary period of job performance
evaluation.

2) Full-Time Employee: An employee who is hired to work at least 40 hours per week.

3) Part-Time Employee: An employee who is hired to work less than 40 hours per week.

4) Regular Employee: A full or part-time employee who has successfully completed their probationary
period.

5) Casual Employee: An employee who is hired to work on an intermittent or as-needed basis.

6) Project Employee: An employee who is hired with the expectation that he or she will be needed for
a specified period of time, not to exceed four (4) months, unless an extension is approved by the
Board of County Commissioners.

7) Non-exempt Employee: An employee who is included in the minimum wage, overtime, and time
card provisions of federal and state wage and hour laws. Nonexempt employees are eligible for
overtime for all overtime hours actually worked in accordance with applicable law.

8) Exempt Employee: An employee who is paid a fixed salary on a weekly basis rather than an hourly
wage, and who meets the criteria for exclusion from wage and hour laws (for example, managerial,
professional). An exempt employee does not receive overtime pay.

1.4 DEFINITIONS

1) “Abandonment of Position” means a voluntary resignation of employment with no notice given to
the Employer.

2) “Adjusted Date of Hire” means the actual hire date with an adjustment made for any leave without
pay, suspension without pay, or an interruption in service.

3) “Administrative Leave” is the placing of an employee on paid or unpaid leave due to a complaint,
investigation, or other administrative needs as necessary.

4) “Administrative Time” is time-off for exempt employees working additional hours. Amount of time
off is at the direction of the elected or director as outline in section 5.3.3.2(4).

5) “Anniversary Date” is the date of hire within the classification adjusted by any ieaves without pay
and suspension without pay, or an interruption in service.

6) “Appeal” is a complaint filed by an employee or group of employees pertaining to employment
conditions or personnel practices based on specific provisions of these rules.

7) “Appointing Authority” means any Elected Official/Department Head or other person vested with
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authority to appoint to any County position.

8) “Appointment" means all methods of selection of a candidate for a position.

9) “At-will employment” means that the employee serves at the pleasure of the employer and may be
terminated immediately and without cause.

10) “Board" means the Board of County Commissioners.

11) “Business Day” is defined as any Monday through Friday of the calendar year, with the exception of
County adopted holidays.

12) “Call-back Employee” means an employee who is called back to work after their normal work shift
and prior to the beginning of the next normal work shift.

13) “Cause” means a willful or wanton act or pattern of willful or wanton conduct in violation of the
Employer's interest, the employee's duties, or the employee's expected standard of conduct. The
act or conduct must be of a substantial nature and not merely inconsequential or technical. Cause
may also include a substandard level of performance, which, while not willful or wanton, fails to
meet the Employer’s reasonable business expectations.

14) “Certified Hire List” means a list of individuals eligible to be employed for a specific position or job
classification. Such list may be established at the discretion of the Elected Official or Department
Director and is valid for a period of six months from the date certified by the Elected/Director.
Other Elected Officials and Department Directors may utilize a certified hire list established for
positions of the same class.

15) “Cohabitation” means residing together in the same household, commonly understood in the
context of a husband and wife relationship.

16) “County” means Lewis County, Washington.

17) “Date of Hire” means the actual date employee first renders paid service in a regular position.

18) “Days” means business days unless specifically noted otherwise (Monday through Friday).

19) “Demotion” means an appointment of an employee from a position in one classification to a
position in another classification having a lower maximum salary rate, or a reduction in salary to a
lower step in the same salary grade.

20) “Department Director” means an appointed official vested with the authority to administer the
functions of a County department. For purposes of this document, all appointed Department
Directors are responsible to the Board of Lewis County Commissioners for implementation of the
provisions of this Employee Handbook.

21) “Deputy” means any person appointed to a position in the County's service by an Elected Official
pursuant to State law or constitution and who can act in the stead of the Elected Official and can
exercise all of the Elected Official's authority.

22) “Disciplinary Action” means action taken to sanction the improper conduct or inadequate
performance of an employee.

23) “Domestic Partner” means a "Washington State registered domestic partnership" where both
persons must be at least 18 years old, share a common residence, and are capable of consenting to
the domestic partnership. Either (a) both persons are members of the same sex; or (b) at least one
of the persons is sixty-two years old or older. Neither person can be a sibling, child, grandchild,
aunt, uncle, niece, or nephew to the other person. Where not prohibited by law, this term will also
apply when reading spouse.

24) “Elected Official” means an individual placed in a position of authority by a majority popular vote
and subject to the provisions of the office as set out in the Revised Code of Washington, and the
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Washington Constitution.

“Employee” means a person performing identified tasks, functions, or services for Lewis County in
return for compensation.

“Employer” refers to Lewis County, the Board of County Commissioners, Department Directors, or
Elected Officials, depending on the context.

“Independent Contractor” means a person who by a specific written agreement performs specified
and described tasks, functions, or services for Lewis County in return for certain agreed upon
compensation. Independent contractors are not County employees, do not receive the Lewis
County benefit package, and must be retained under personal service agreements.

“Lay-off” means a separation from the County service because of a shortage of funds or materials,
abolishment of position or for other reasons not reflecting discredit on an employee and for reasons
outside of the employee's control.

“New Hire” means first time employment with Lewis County or reemployment with Lewis County
after a break in service. In no case will the County waive this break without a resolution from the
Board.

“Out-of-classification” means an assignment of an employee to perform duties of a classification at
a different salary level than their existing position.

“Personnel Action” means any action taken with reference to appointment, compensation,
promotion, transfer, layoff, discipline, termination, or any other action affecting status of
employment.

“Personnel Resolution” means the resolution, plus rules and regulations adopted by the Board of
County Commissioners, as a uniform personnel policy for County employment.

“Position” means a group of related duties and responsibilities assigned to an appointing authority
requiring the full or part-time employment of one or more persons.

“Position Vacancy” means a position is unfilled.

“Progressive Discipline” means an additional penalty imposed upon an employee for an act of
misconduct on the basis that the employee has received discipline for some prior act of misconduct,
and, or, the Employer imposes a level of discipline appropriate to the offense and the employee’s
disciplinary history.

“Promotion” means a movement of an employee from a position in one class to a position in
another class having a higher maximum salary rate.

“Reclassification” means the duties and responsibilities of an existing position have changed, or are
suggested to be changed, so that the position should be allocated to another class.

“Reinstatement” means the employee is appointed to a previous position following an approved
leave of absence or when ordered by the Board of County Commissioners in accordance with the
Personnel Resolution, or a court of competent jurisdiction in accordance with applicable law.
“Resignation” means a voluntary quit by an employee.

“Separated” means voluntary or involuntary termination of employment with the County.
“Suspension” means temporary, involuntary separation of an employee for a period or specific time
for administrative or disciplinary purposes. Suspension may be with or without pay.

“Supervisor” means any person responsible for assigning tasks to and evaluating the performance
of an employee.

“Termination” means to end employment.

“Transfer” means an employee is appointed to a position in the same or different class, which has




the same salary grade; provided, however, that the employee is qualified to do the work.

45) “Work Day” means any day which an employee is employed in their duties as a County employee,
regardless of the number of hours that day.

46) “Work Week” means 168 consecutive hours -seven (7) consecutive twenty-four (24) hour periods.
(FLSA 29 C.F.R. Section 778.105)

2.0 COMPENSATION

2.1 APPLIED PRINCIPLES

1) Lewis County will have a uniform salary system. Only salary decisions with overriding mitigating :
circumstances will be made outside the system. |
2) All positions in County offices and departments will be subject to this system except elected |
officials, positions classified as executive and positions classified as law enforcement. |
3) Recruitment and retention issues may change the normal outcome of a salary level but must be
documented in the process. In order to ensure accurate documentation of retention issues the
Human Resource Office shall conduct exit interviews of all willing employees who are leaving
County employment.
4) The County will establish a standardized job description format and content. Only that format will
be accepted for purposes of classifying or reclassifying positions under this policy and procedure.
5) A vacant position may be filled by an applicant that does not meet the minimum educational
requirements, as long as there is not a legal violation and documented exceptions are approved by
the Elected Officials. The absence of the educational requirement request must be substituted with
directly related experience, required to complete the essential functions of the job (as defined in
the job description), and supported by verified reference checks or documented proof of
experience. The process requires submitting the applicant’s hiring information, which justified the
directly related experience, and the verification of such, through reference checks or other
appropriate documentation. Requests must be submitted to and approved by Elected Official prior
to the formal offering of the job. This option is not an encouragement to not hire those with
degrees and experience, but simply to give an option when those with degrees do not have the
necessary experience to perform the essential functions.
6) Authorized experience substitutions for education levels:
7) Associate degree will be a minimum ratio of two (2) to one (1) -- two years of experience for each
year of college. In other words, a position requiring a minimum of an Associate’s degree would
require a minimum of an additional four years directly related experience. Bachelor’s and Master’s
degree will be a minimum ratio of three (3) to one (1) -- three years of experience for each year of
college. In other words, a position requiring a minimum of a Bachelor’s degree would require a
minimum of an additional twelve (12) years directly related experience and Master’s degree an
additional eighteen (18) years above than minimum requirements. The original pay grade for the
position stands. Increasing the minimum requirements for a job position is only valid if approved by
the Board of County Commissioners and the new requirements are adhered to in filling the position.
8) Positions currently placed on the salary grid higher than the final adopted results are frozen until
COLAs or the Salary Grid catches up.
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2.2 SALARY COMPENSATION APPEAL/CLASSIFICATION/RE-CLASSIFICATION PROCESS

The salary system regulates positions, not the people in them. The job analysis is a systematic process
of describing the purpose of a job along with its activities, qualifications, skill requirements, and
conditions under which it is performed.

2.2.1 APPEALS PROCESS

If the Elected Official, Department Director, or Employee does not agree with a new position
placement, an appeal may be submitted to the Human Resources Department, which will then
be forwarded to the consulting agency for evaluation.

Appeals will be accepted up to ninety (90) days following the classification decision. Appeal
decisions will be completed within thirty (30) days of date of submission.

Appeal requests will be submitted on the appropriate form, submitted to the Human
Resources Department and may be accompanied by supporting documentation if applicable.

The Human Resources Department will ensure the appeal submittals are complete and |
forward the packet to the consulting agency for review.

The Human Resources Department will facilitate communication and/or meetings between
the consulting agency and the Office/Department. |

The consulting agency will communicate the appeal results to the Human Resources |
Department and the Elected/Director. The Human Resources Department will forward to the

Budget Office to determine availability of funds and then to the Board of County
Commissioners for final signature approval.

2.2.2 CLASSIFICATION PROCESS

Situations can result in the creation of a new position. In the event that unanticipated
revenue is received for a new position, a classification request will be accepted at that time.

Classification requests will be submitted on the appropriate form, submitted to the Human
Resources Department and may be accompanied by supporting documentation if applicable.
The Human Resources Department will ensure the classification submittals are complete.

The Human Resources Department will facilitate communication and/or meetings between
the consulting agency and the Office/Department.

The consulting agency will communicate the classification results to the Human Resources
Department and the Elected/Director. The Human Resources Department will forward to the
Budget Office to determine availability of funds and then to the Board of County
Commissioners for final signature approval.

2.2.3 RECLASSIFICATION PROCESS

The following factors may be considered as evidence of possible eligibility for reclassification:
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a. A majority of job duties have changed to the extent they are more accurately reflected in
another existing classification description;

b. A majority of job duties have changed to the extent the job entails a different skill set, which
requires increased education or experience in order to perform essential job functions;

c. Market factors for identified market positions as designated by the Executive Steering
Committee (ESC).

|
The following circumstances are NOT factors to be considered reasons for reclassification: |

a. Increased volume of the same level of work; |

b. Added duties of a similar nature already covered by the current classification or requiring j
similar skills, education, or experience; |

c. Duties within a current classification that have not been previously assigned;

d. Additional assigned duties in a higher classification unless those duties become a majority of
the current position;

e. Enhanced technological tools to perform current duties;

f. Salary differences for similar jobs in other departments or desire for more monetary
compensation;

g. Reclassifications which occur in other departments.

Reclassification requests will be conducted in coordination with the budget preparation
process. Reclassification requests will be submitted on the appropriate form and submitted to
the Human Resources Department and may be accompanied by supporting documentation if
applicable. The Human Resources Department will ensure the reclassification submittals are
complete.

The consulting agency will communicate the reclassification results to the Human Resources
Department. The Human Resources Department will forward to the Budget Office to
determine availability of funds and then to the Board of County Commissioners for final
signature approval.

2.3 OVERTIME AND COMPENSATORY TIME
2.3.1 AUTHORIZATION FOR OVERTIME

All overtime shall be approved by the employee's supervisor in advance of being worked;
however, in the case of emergency, the employee shall notify the supervisor as soon as
possible of having worked the overtime and the reasons for the need to work overtime.

Departments shall utilize standard forms for recording pre-approved and emergency
overtime.

2.3.2 DEFINITION OF OVERTIME

Overtime shall be considered as time worked in excess of the number of hours in the work
week, provided however, in no event shall hours less than forty (40) in a work week be
considered as overtime. The workweek shall be established by the Elected/Director of each
department and kept on file in the appropriate department or office. The workweek may be
changed to accommodate the efficient operation of the department.

Page 13 of 52 Al policies and procedures form a part of County employees’ terms and conditions of employment. Care should be
taken in their application. Further information on how to apply these policies is available from Human Resources.




Overtime shall be paid in increments of fifteen (15) minutes. Any part of fifteen (15) minutes
shall constitute a full fifteen (15) minutes for overtime purposes.

Part-time, casual, and project employees whose hours are set at less than the normal work
week shall not be eligible for overtime until the total work week's hours exceed forty (40)
hours. The overtime rate is one and one-half times the regular rate of pay for all hours actually
worked over 40 hours in one workweek.

2.3.3 COMPENSATORY TIME

Employees classified as non-exempt are eligible to receive compensatory time for hours worked
in excess of forty (40) in a given work week.

Compensatory time shall be accrued in increments of fifteen (15) minutes. Any part of fifteen (15)
minutes shall constitute a full fifteen (15) minutes for purposes of accruing compensatory time.

The use of compensatory time in lieu of cash overtime payment is governed by the following
conditions:

- Being required to work overtime is a condition of employment and compensatory time off in
lieu of cash overtime payment is at the discretion of the County. This means that the County
can require the use of compensatory time rather than overtime. The County may mix any
combination of compensatory time off and overtime payment in cash so long as the principle
of "time and one-half" is maintained. Compensatory time may not be available to all
employees.

. Compensatory time accrued by the employee may be preserved, used, or cashed out
consistent with conditions with this policy. An employee who has accrued compensatory time
may request the use of the time. This request must be granted within a reasonable period of
time after the request is made if it does not unduly disrupt the operation of the department.
An employee has a right to use the compensatory time earned and shall not be required to
accept more compensatory time than the County can realistically, and in good faith, expect to
be able to grant.

. The maximum accrual for employees is 240 hours (160 hours of overtime work) unless the
employee is involved in a public safety activity, emergency response activity, or seasonal
activity. In that case the maximum accrual is 480 hours (320 hours of overtime work).

. Any compensatory time granted to the employee must be used within a 90-day period from
the date it is earned, unless the Elected/Director authorizes an extended period of up to 90
additional days in writing. If earned compensatory time off is not taken within the extended
period, then such compensatory time shall be compensated for by monetary payment,
payable at the end of the next ensuing pay period. Compensatory time off shall be scheduled
with the approval of the employee’s supervisor.

2.4 HIRING PERS 1 RETIREES

See the Department of Retirement Systems web page for current information. www.drs.wa.gov

2.5 OUT OF CLASS PAY

Page 14 of 52 Al policies and procedures form a part of County employees’ terms and conditions of employment. Care should be
taken in their application. Further information on how to apply these policies is available from Human Resources.




Sreme

Any employee working out of job classification, in a higher paid job classification, by the direction of |
the Employer and/or designee for more than one week, shall be compensated for all such hours

worked (beyond the initial week). Such compensation will be at the lowest rate of pay for the

higher classification, which provides the employee with a minimum pay enhancement of five

percent (5%) increase in salary. If the lower rate of pay of the higher paid classification does not

provide the required minimum pay increase of five percent (5%), the employee shall be placed in

the next higher step in the out of job classification position, until they have received the minimum

five percent (5%) pay increase. The employee working out of class shall not relinquish their
position’s duties.

2.6 PROMOTION

An employee who changes from one job classification to a higher range job classification shall be
placed at a step which will provide a minimum of a five (5%) increase in salary on the salary range of
the job classification to which the employee is promoted. However, if the top step of the higher
range is less than 5% then the top step shall be the rate of pay.

2.7 DEMOTION

Employees that undergo a demotion from one grade to another shall maintain their same step as
before the move. Performance demotions will result in a new anniversary date and financial
demotion the employee’s will retain their current anniversary date.

3.0 PROBATIONARY APPOINTMENTS

3.1 NATURE, PURPOSE AND DURATION

All original appointments to regular positions shall serve to a probationary period of six (6) months
unless otherwise noted. The probationary period shall be an essential part of the examination
process, and shall be used for the training and orientation of new employees and to set a time limit
for the termination of any probationary employee whose performance does not meet the required
standards. A temporary appointment shall not reduce the probationary period.

3.1.1 CONDITIONS PRELIMINARY TO REGULAR APPOINTMENTS

Regular appointment of a probationary employee shall begin after the successful completion
of the probationary period. An employee will receive notification of the appointment in
writing.

3.1.2 TRANSFER DURING PROBATION

An employee who is transferred or hired to another position prior to the completion of the
probationary period shall complete the probationary period in the latter position by adding
the service time in both positions together, unless the transfer is to a different classification, in
which case a probationary service period of not less than six (6) months is required in the new
classification.

Page 15 of 52 Al policies and procedures form a part of County employees’ terms and conditions of employment. Care should be
taken in their application. Further information on how to apply these policies is available from Human Resources.




3.1.3 DISMISSAL DURING PROBATION

At any time during the probationary period, an employee may be separated from County
service without right of appeal or hearing. Unless a confirming appointment is made at the
close of a probationary period the services of the employee shall be automatically terminated,
and no further salary or other compensation shall be payable to the employee.

3.2 TRIAL PERIODS
3.2.1 WITHING THE SAME DEPARTMENT OR OFFICE

An employee who has satisfactorily completed a County probationary period and is not a re-
hire, shall upon transfer or hire into a different classification within THE SAME Department or
Office, serve a trial period of a minimum of forty (40) hours to a maximum of sixty (60) days.
Upon failure to satisfactorily complete a trial period, an employee may be returned to their
prior classification within THAT department provided they still remain qualified for their prior
position and the position has remained open.

3.2.2 WITHIN A DIFFERENT DEPARTMENT OR OFFICE

An employee who has completed a County probationary period who transfers or is hired into
any classification within a different department or office shall serve a trial period of between
one (1) and six (6) months, as determined by the Department or Office, and shall not have a
right to return to their former position.

3.3 ONE PERSON - ONE |OB

County employees are not eligible for full-time, part-time, project, casual or independent contractor
work in more than one Department or Office. Employees may apply for jobs in other departments
or offices, but must resign from their current position, giving two weeks’ notice prior to assuming
the new job. In addition, an employee may hold more than one position (not to exceed 1.0 FTE) in
their own Department or Office as long as the employee maintains identical representation status
(same Union and CBA or non-represented status for both positions). Any disciplinary action will
affect both positions.

4.0 CONDUCT, JOB PERFORMANCE, DISCIPLINE AND APPEALS

4.1 PERSONAL CONDUCT

As integral members of Lewis County government, employees are expected to accept certain
responsibilities, adhere to acceptable business principles in matters of personal conduct, and
exhibit a high degree of personal integrity and performance at all times while on the job.

Employees of the County, regardless of whether public contacts are direct or indirect, are expected
to be courteous, efficient, appropriately dressed and groomed, helpful in all of their work
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assignments, and to treat members of the public, as well as other County employees, with dignity
and respect.

Conduct also includes compliance with laws, rules, policies, regulations, as well as in ethical
standards. Lewis County has adopted the provision of Chapter 42.52, RCW, Ethics in Public Service,
and Chapter 42.20, RCW, Misconduct of Public Officers, as applicable standards for all Lewis County
employees.

4.2 ]JOB PERFORMANCE EXPECTATIONS

Job performance expectations are based on the employee’s department, job classification,
qualifications, and job assignment.

4.2.1 CONFIDENTIALITY

Some positions with the County are responsible for handling information that should be
released only on a need-to-know basis. This requires confidentiality and privacy of the
identity of individuals and the highly sensitive information prepared, reviewed, and handled
by these employees. This includes, but is not limited to, telephone and personal contacts,
facsimile transmittals, e-mails, social networking, employment application materials, medical
information, draft and final written documents, and any other correspondence. A breach of
confidentiality will be grounds for discipline up to and including termination.

4.3 DISCIPLINE OF EMPLOYEES

4.3.1 DISCIPLINE

Employee effectiveness, efficiency, productivity, safety, and morale are directly related to
employee conduct.

4.3.1.1 Investigations

Subject to applicable provisions of Washington labor laws, employees have an obligation
to cooperate with any investigation conducted by the Employer. Failure to do so will be
considered insubordination and will be grounds for discipline, up to and including
termination.

4.3.2 APPLICATION OF DISCIPLINE

Discipline for infractions may consist of, but not be limited to, the following:
. Verbal warning or reprimand;

. Written warning or reprimand;

. Suspension (with or without pay);

. Demotion; OR

. Discharge.
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Any or all of these steps may be utilized, depending upon individual circumstances and the
nature of the infraction. Exceptions or deviations from the normal procedure may occur.
Progressive discipline shall not necessarily apply.

If the employee violates County policy, commits serious misconduct or fails to improve the
level of performance, discharge may result. Inmediate suspension or discharge may apply in
cases of gross misconduct.

4.3.3 TERMINATION FOR CAUSE HEARING

|
\
An employee who is terminated for cause will be afforded a hearing, conducted by their ‘
Elected/Director Official, in accordance with state and federal law. This provision shall not i
apply to Civil Service employees, those represented by unions, or those hired as at-will |
employees including deputies, directors and managers, casual, probationary and project ‘
employees.

4.4 APPEAL OF DISCIPLINARY ACTION
4.4.1 APPLICATION

Any non-probationary, non-management, and non-at-will employee may appeal any
demotion, suspension, or discharge when the action is believed to be unjustified by the
employee.

4.4.2 APPEAL PROCEDURE

Elected/Director or their Designees:

Step 1: The appeal shall be presented in written form to the employee's Elected/Director or
Designees five (5) working days from the date of the action being appealed. The
Elected/Director or Designees shall respond in writing within ten (10) working days after
receiving the appeal.

Step 2: If the matter is not resolved to the satisfaction of the employee, within ten (10) working
days of the response, the appeal in written form shall be presented to the Board of County
Commissioners or the respective Elective Official. The employee shall schedule a meeting
with the Board of County Commissioners, the Elected Official, or a designated representative
within ten (10) working days for resolution of the issue. The meeting shall be set within a
reasonable time. The Board may either hear the appeal for its employees or appoint a
representative to hear the appeal. Elected Officials may hear the appeal for their employees
or appoint a representative. The Board/Elected shall issue findings in writing within twenty
(20) working days of the meeting.

4.4.3 HEARING PROCEDURE

1) Hearings on appeals from disciplinary action shall be subject to the provisions of the RCW
34.05 Part IV, the Administrative Procedures Act.
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2) The Board of Commissioners or Elected Officials shall be represented at the hearing by the
Lewis County Prosecuting Attorney’s office. The employee may represent them self or be
represented by an attorney retained at the employee’s expense.

3) The Board/Elected has powers to administer oaths, subpoena witnesses, and compel the
production of books and papers pertinent to any investigation or hearing authorized by law.

4.5 NON-DISCIPLINARY APPEAL

4.5.1 DEFINITION OF NON-DISCIPLINARY APPEAL (GRIEVANCE)

This policy is only applicable to issues under the terms or scope of this Employee Handbook,
the terms or scope of a County resolution dealing with personnel issues and passed by the
Board, or the terms or scope of an issue which might be applicable to County employees in
more than one Department or Office. This policy does not apply to compensation and salary
determinations made pursuant to Chapter 2 of this Employee Handbook, and such
determinations can be appealed only as provided in that Chapter. A non-disciplinary appeal
is a grievance filed with the employer if an individual or group of County employees believes
an injustice has occurred because of:

1) Lack of a County policy;

2) A County policy that is unfair;

3) Deviation from a County policy;

4) Discrimination on the basis of race, color, religion, sex, sexual orientation, national origin,
marital status, age, expunged juvenile record, association with anyone of a particular race,
color, sex, national origin, marital status, age, veteran status, or religion, family relationship,
mental or physical handicap, application of Workers' Compensation benefits, or retaliation
for protected activities. All County employees may appeal an employment action they
believe is based upon discrimination, i.e. this section shall apply to at-will employees.

4.5.2 NON-DISCIPLINARY APPEAL PROCEDURE

1) Arequest for appeal must be in writing.

2) The Elected/Director shall conduct a preliminary investigation to ascertain if the appeal falls
under the terms of an interpretation of the Employee Handbook, an applicable County
resolution, or is of countywide significance.

3) If the appeal falls under the terms of the Employee Handbook, an applicable County
resolution, or is of a countywide significance, the Elected/Director shall forward the
information to the Board.

4) If the appeal does not fall under the terms of the Employee Handbook, an applicable County
resolution, or is not of County wide significance, the Elected/Director shall handle the matter
internally and according to the guidelines and policies within the specific department.

4.5.3 HEARING APPEAL

1) When an appeal of a non-disciplinary policy is directed to the Board for resolution, the Board
or its designee shall investigate the matter and make a finding on the appeal. When hearings

Page 19 of 52 au policies and procedures form a part of County employees’ terms and conditions of employment. Care should be
taken in their application. Further information on how to apply these policies is available from Human Resources.




involve employees of other Electeds, said Electeds or their designees shall sit with the Board
for investigations and findings.

2) Copies of the finding shall be forwarded to the employee filing the appeal and the affected
Elected/Director.

3) If the finding recommends or implements a change in Lewis County Policy, all employees
shall be so advised.

4) The Board or its designee’s finding shall be final.

5.0 ATTENDANCE

5.1 ATTENDANCE AND PUNCTUALITY

Each employee is expected to keep regular attendance, be on time, and work as scheduled. Failure
to meet attendance and punctuality requirements may subject an employee to disciplinary action,
up to and including termination.

5.1.1 HOURS WORKED

Unless otherwise provided by the Board:

1) Hours for Courthouse offices shall be from 8:00 a.m. to 5:00 p.m. on every business day.

2) The number of hours per workweek constituting full time employment shall be designated
by the Board or the relevant independent Elected Official.

3) The Elected/Director shall designate the commencement and end of the workweek for the
department pursuant to the requirements of the Fair Labor Standards Act. Such workweek
shall be fixed at 168 consecutive hours, seven (7) consecutive twenty-four (24) hour periods.
(FLSA 29 C.F.R. Section 778.105)

5.1.2 TIME RECORDS
Each non-exempt employee is expected to record accurately on the provided time record

the time spent working. Exempt employees shall not be required to provide time records for
pay purposes.

5.2 MEALS AND REST PERIODS
5.2.1 MEALS

All non-exempt employees shall be granted a non-compensated meal period of one-half or
one hour as determined by the Elected/Director.

If an employee’s supervisor determines that a non-exempt employee may not be completely
relieved of all duties during the meal time or determines that the employee is not free to
leave their duty post or work station during meal time, the meal time shall count as hours
worked.

5.2.2 REST PERIODS
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Each non-exempt employee shall be allowed a compensated fifteen (15) minute rest period,
on Employer's time, for each four (4) hours of working time. Rest periods shall be scheduled
as near as possible to the midpoint of the work period. An additional rest period shall be
granted for each additional two-hour increment that an employee is required to work
beyond the normal shift. Rest periods may be required to be taken at the workstation.

5.3 NON-MEDICAL LEAVES OF ABSENCE
5.3.1 ABSENCE WITHOUT LEAVE

No employee shall be absent from duty without proper permission. An employee absent for
three (3) consecutive work days without authorization, except for an immediate health, or
family emergency, shall be considered to have terminated employment as of the last day of
active employment.

5.3.2 AUTHORIZATION FOR LEAVE

No employee shall receive compensation for a period of absence unless leave is authorized.
No leave of absence with or without pay shall be granted unless the employee submits a
written request and the request is approved in writing in accordance with these procedures.
Requests for leave of absence without pay shall be submitted to the Elected/Director. Any
type of leave taken with pay shall be reported on the payroll form submitted monthly to the
Auditor's Payroll Benefits Specialist.

5.3.3 NON-MEDICAL LEAVE OF ABSENCE WITH PAY

5.3.3.1 Leave of Absence With Pay

The Board of County Commissioners and Elected Officials may grant Leaves of Absence
with pay, for any reason deemed suitable and necessary to the operation of their offices.

5.3.3.2 Leaves of Absence With Pay Without Board Approval

Leaves of absence with pay may be granted by Department Directors without Board
approval for the following reasons:

1) Jury duty, provided that any per diem jury pay is paid over to the County. The employee
may retain any mileage and expense reimbursements received.

2) Appearance before a court, legislative committee, or judicial, or quasi-judicial body as a
witness on behalf of Lewis County in response to a subpoena or other direction by
proper authority, provided that any witness fee be paid over to the County.

3) Funeral Leave/Bereavement Leave - Up to three (3) days shall be granted without any
sick leave debit in the case of a death of the employee's spouse, child, parent, spouse’s
parents, grandparent, sibling, or spouse’s sibling. Up to three (3) days shall be granted
without any sick leave debit in the case of a death of any other person who is a non-
pecuniary resident of the employee's household.

An employee shall be allowed to utilize up to three (3) days accrued sick leave for
bereavement in the case of death of a member of the employee's "immediate family".
"Immediate family" shall include only persons related by blood, marriage, or legal
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adoption in the degree of consanguinity of grandparent, parent, spouse, brother, sister,
child, grandchild, father-in-law, mother-in-law, brothers-in-law or sisters-in-law,
domestic partner, as well as any other person who is a non-pecuniary resident of the
employee's household.

Employees who are permitted to attend the funeral or memorial service of a fellow
department employee shall be allowed to take four (4) hours sick leave when such
services are held during working hours.

Regular employees may request to use additional leave to exceed this three day period.
The County may, at its discretion, grant additional leave to be charged to accrued
vacation, sick time and/or accumulated compensatory time, or may grant leave without
pay as a last resort.

4) Administrative Time: Exempt, non-union employees who work an unusually large
number of hours may be granted Administrative Time at the Employer’s discretion.
Administrative Time shall not accrue in excess of ninety (90) days, shall not be available
for cash-out purposes, and shall not be granted in advance. In no case, shall more than
eighty (80) hours be granted per year. No more than twenty-four (24) hours shall be
used in succession. Requested leave shall be used within ninety (90) days of being
granted.

5.3.4 LEAVE OF ABSENCE WITHOUT PAY

An unpaid leave of absence may be available to an employee for medical or personal reasons
under the guidelines below. If the employee qualifies in more than one category listed below,
the period of leave will be counted toward the total entitlement of every category of leave that

may apply.
5.3.4.1 Non-Medical Leave -Absence without Pay

1) UNPAID LEAVE FOR PERSONAL REASONS. Under certain circumstances, employees may
be given personal leaves of absence for a specified period of time. Requests for personal
leave will be evaluated based on work record, Employer staffing needs, and the reason
for requesting the leave. The circumstances will determine the length of the leave, but a
personal leave of absence typically may not exceed 90 days. Employees returning from a
personal leave are not guaranteed a return to their former job. If a position is available
for which they are qualified, they may apply and compete for that opening.

2) MILITARY LEAVE OF ABSENCE. Any employee who is a member of a military reserve force
of the United States or of the State of Washington shall be entitled to and shall be
granted military leave of absence from County employment, not to exceed twenty-one
(21) working days during each October 1 through September 30. Such leave shall be
granted in order that the person may take part in active training duty in such manner
and at such time as he or she may be ordered to active training duty. Such military leave
of absence shall be in addition to any vacation or sick leave to which the employee might
otherwise be entitled, and shall not involve any loss of efficiency rating, privileges or pay
(RCW 38.40.060). During the period of military leave, the employee shall receive from
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the Employer his or her normal pay. Any additional leave will be considered under
applicable federal law.

5.3.4.2 Medical Leave of Absence without Pay (non-FMLA)

OVERVIEW - A leave of absence must be requested in writing and submitted to the
Elected/Director 30 days (14 days for a leave due to a child’s terminal illness) prior to the
date leave is to begin, or as soon as the need for such a leave is known. No benefits, such
as vacation or sick leave, are earned while on unpaid leave.

Group health insurance coverage may terminate at the end of the month in which the
unpaid leave of absence begins. In those circumstances COBRA coverage will be offered
to the employee.

Failure to return from leave as agreed may be treated as a resignation of employment. If
an employee has taken a leave during which the County has continued its contributions
toward health premiums (as identified below) and the employee does not return at the
end of the leave, the employee may be required to repay the County for its contributions
to the cost of health insurance paid during leave. The circumstances will determine the
length of the leave, but a personal leave of absence typically may not exceed 30 calendar

days.

Where the Family and Medical Leave Act or state law requires the leave, the policy will
be administered according to that Act or applicable law.

5.3.4.3 Family and Medical Leaves of Absence (FMLA)

The County’s FMLA Policy is found in Part 2 of ATTACHMENTS. The following is a
summary of rights which County employees may have under various leave
programs. Legislation and regulations governing these programs will determine actual
leave entitlement in a given situation. Also, these laws and regulations may change from
time to time. For further information contact the Lewis County Human Resources
Department.

Medical Leaves

A medical leave is granted for a serious health condition or pregnancy-related disability.
Medical leave may require a healthcare provider’s certificate identified as Form WH-
380. Employees returning from a medical leave may be asked to provide a physician's
release to return to work. Pregnancy related disability may result in longer periods of
leave. See Pregnancy Disability for more information.

Family Leaves
Eligibility
To be eligible for all family and/or medical leave an employee must be employed by the

County at least twelve (12) months and have worked at least 1,250 hours in the twelve
(12) month period immediately preceding the start of leave. The amount of leave an
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employee may be entitled to take may be limited by other leaves taken in the twelve
(12) months prior to the date they request to start a medical leave.

Unpaid Family leave is granted for:

e A father’s attendance at the birth of a child;

* A parent’s care of a child after birth. (See Pregnancy Disability for more information);
The placement of a child with an employee for adoption or foster care;

A serious health condition of an employee’s child (under 18 years, older if disabled);
* Aserious health condition of employee’s spouse or parent.

Lewis County will continue medical insurance benefits for employees during approved
leave. Employees must continue to pay their portion of the insurance premium while on
leave. Although employment benefits, such as vacation pay, and personal/sick pay will
not accrue during unpaid leave, employment benefits previously accrued (up to the day
that the leave begins) will not be lost. However, before being granted unpaid time, all
employees must first exhaust available vacation (with the exception of forty (40.0) hours
of vacation that can be reserved by the employee), sick, and comp time. All paid time off
will run concurrently with FMLA.

A medical leave of absence may be extended beyond twelve (12) weeks in certain
circumstances, although employees may lose certain reinstatement rights and may have
to pay all insurance premiums for the time beyond the initial twelve-week period. The
employee must provide a healthcare provider’s certificate of their ability to return to
work with any limitations that are applicable, at the time their return from leave. When
employees return from a medical leave after not more than twelve (12) work weeks of
absence, generally they will return to the same job or an equivalent one with equivalent
pay and benefits, unless the position would otherwise have been eliminated had the
employee not been on leave. If the leave extends beyond the period permitted by this
policy, employees will not be guaranteed any reinstatement, but may apply and compete
for a vacant position for which they are qualified.

Military Family Leave Provision (FMLA)

The Military leave provision has the same time worked requirements as medical FMLA.
Military leave may require the certification of Military Orders and completion of WH-384.

Military Caregiver Leave: A spouse, son, daughter, parent, or next of kin may take up to
twenty-six (26) workweeks of leave to care for a "member of the Armed Forces,”
including a member of the National Guard or Reserves, who is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on
the temporary disability retired list, for a serious injury or illness. If employee and
spouse both work for the County, they will together be entitled to a total of twelve
weeks or 26 weeks for military care leave under this section.

Qualifying Exigency Leave, up to twelve (12) weeks, may be taken for any qualifying
exigency arising out of the fact that a covered military member is on active duty or call
to active duty status for a Contingency Operation. The FMLA leave is to address the

All policies and procedures form a part of County employees’ terms and conditions of employment. Care should be
taken in their application, Further information on how to apply these policies is available from Human Resources.




most common issues that arise when a covered military member is deployed, such as
attending military-sponsored functions, making appropriate financial and legal
arrangements, and arranging for alternative childcare.

5.3.4.4 FAMILY LEAVE ACT (Washington State)
Washington Family Leave Act may also cover absences for which sick leave is available.

3.3.4.5 FAMILY CARE ACT (Washington State)

Employee can use paid sick leave to care for sick family members including spouse, child,
parent, parent-in-law, or grandparent with a serious health condition. Also for the care
of a child under the age of 18 with a routine childhood illness or needed preventative
care; or for the care of a disabled adult child. This includes the short-term care of
pregnant spouse during or after childbirth, as needed.

5.3.4.6 Pregnancy Disability RCW 49.60/WAC 162.20

Allows employees disability leave due to pregnancy for the period of time before and
after childbirth as determined by the Healthcare Provider. There is no minimum
employment requirement. The Healthcare Provider determines when employee can no
longer work.  After childbirth, the leave is typically 6-8 weeks, but is based on the
individual employee’s condition. Leave for disability due to pregnancy or childbirth is in
addition to twelve (12) weeks (if qualified) under either FMLA and/or state FLA. When
the employee returns from leave, they will be reinstated to their former position or an
equivalent position with equivalent pay and benefits, unless the position would have
been eliminated if they had not been on leave.

5.3.4.5 Domestic Violence Leave for Victims and Family Members

Employees who are victims of domestic violence, sexual assault or stalking can take
reasonable leave from work for legal or law-enforcement assistance, medical treatment
or counseling. Employees who are family members may also take reasonable leave to
help a victim obtain needed treatment or services. Leave is with or without pay. A
family member includes: child, spouse, domestic partner, parent, parent-in-law,
grandparent, or person the employee is dating. An employee must give advance notice
whenever possible.

6.0 BENEFITS

Benefits are granted to employees as integral to a full compensation plan. Benefits include all non-
wage/non-salary compensation.

6.1 HOLIDAYS OBSERVED

New Year's Day January 1
Martin Luther King's Birthday 3rd Monday of January
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President's Day 3rd Monday of February
Memorial Day Last Monday of May
Independence Day July 4th

Labor Day 1st Monday of September
Veterans Day November 11
Thanksgiving Day 4th Thursday of November
Day After Thanksgiving 4t Friday of November
Christmas December 25

Personal Day Vacation Credit

Unless stipulated in bargaining unit agreements each employee shall be credited eight (8) hours to
his or her vacation bank for their Personal Day. The vacation bank will be credited on January 1st of
each year for current employees and on the date of hired for newly hired employees but not
available to those employees until completion of their six month probationary period.

Employees shall have the courthouse-recognized holidays off. Should the recognized holiday fall on
the employee’s regularly scheduled day off, the employee shall be given the adjacent day off or,
with mutual agreement of the Employer, another day within the work week.

An employee who works on a designated holiday and does not take an alternate day off during the
workweek shall be compensated for all hours worked on such holiday at 1% times the employee’s
regular hourly rate, in addition to their regular salary.

6.1.1 BY GOVERNOR'S PROCLAMATION

Any day designated as a legal holiday by public proclamation by the Governor of the State.

6.1.2 WEEKEND HOLIDAYS

Whenever a holiday falls on a Sunday, the succeeding Monday shall be observed as a paid
holiday and whenever a holiday falls on a Saturday, the preceding Friday shall be observed
as a paid holiday.

6.1.3 ELIGIBLE EMPLOYEES

Only regular or probationary full time and part time employees shall be eligible to receive
holiday pay that have compensable hours the day before the holiday.

. Eligible regular full-time employees shall be paid for observed holidays. If a holiday falls on
an eligible employee's day off, the employee shall receive an alternate day off with pay, on
the next workday adjacent to the employee’s next normal days off.

. Eligible regular part-time employees, regardless of their daily schedule, will receive prorated
holiday pay based on their regular weekly hours. If the holiday falls on a day the employee
is scheduled to work, the eligible part time employee shall have the day off and be paid the
prorated holiday pay. If the holiday or observed day under 6.1.2 above falls on a day the
employee is not scheduled to work, the employee shall only be paid the pro-rated holiday
pay.
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6.1.4 HOLIDAY PAY

An eligible employee shall receive pay for his/her regular scheduled hours for each of the
holidays listed above which falls on a regularly scheduled workday.

6.1.5 HOLIDAY DURING LEAVE

When an employee is on authorized paid leave and a holiday occurs, that holiday shall not
be charged against the leave.

6.1.6 WORK PERFORMED ON HOLIDAYS

If a non-exempt employee, at the direction of his/her supervisor, works on any of the
holidays listed above, he/she shall, in addition to his/her pay for the hours worked, be
compensated at the rate of one and one-half times for each hour worked.

6.2 ANNUAL LEAVE

6.2.1 ANNUAL LEAVE ACCRUAL AND ELIGIBILITY

. An employee may not use annual leave until he or she has been employed for six (6)
months. Annual leave may be accumulated to a maximum of 240 hours.

. Regular part-time employees shall accrue annual leave in proportion to the percentage of
time normally schedule to work factored against full time employment.

. Each department shall assume the responsibility for maintaining accurate annual leave
records for their employees and shall provide a report to the Auditor's Office as required.

. Employees must use accrued annual leave during any period covered by the Family Medical
Leave Act.

6.2.2 ACCRUAL RATES

All employees shall accrue annual leave in accordance with the following schedule unless
modified by bargaining unit contracts with the Board of County Commissioners. The
increased accrual rates start at the beginning of the new year of service (e.g., the 9.00 rate
starts at the beginning of the twenty-fifth month of service, etc.).

0-12 8.50 102
13-24 8.50 102
25-36 9.00 108
37-48 9.50 114
49-60 10.66 128
61-72 10.66 128
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73-84 11.00 132
85-96 11.50 138
97-108 12.00 144
109-120 12.66 152
121-132 12.66 152
133-144 13.00 156
145-156 13.50 162
157-168 14.00 168
169-180 14.50 174
181-192 14.50 174
193-204 15.00 180
205-216 15.50 186
217-228 16.00 192

229+ 16.33 196

6.2.3 CONTINUOUS SERVICE

Continuous service determining the accumulation rate for annual leave credit shall be
service unbroken by separation from County service, except that time spent by an employee
on military leave, Peace Corps duty, leave resulting from a job-incurred injury, maternity
leave, federal and state family medical leave, or authorized educational leave, all of which
shall be included as continuous service.

6.2.4 MAXIMUM ACCRUAL FOR EXEMPT AND NON-UNION EMPLOYEES

Leave time shall be limited to a maximum of 240 hours accumulation. At no time, except
under the provisions of 6.2.7, shall an employee accrue beyond the maximum limit of 240
hours.

6.2.5 LEAVE RIGHTS IN CASE OF LAYOFF OR SEPARATION

A non—probationary employee who is laid off, discharged, retired or separated from the
service of the County for any reason prior to taking their leave shall be compensated for all
earned or unused vacation accumulated to the date of separation. This shall not apply to
employees who are laid off, discharged, retired or separated from the service of the County
prior to the completion of their six (6) month probationary period.

6.2.6 WORK DURING SCHEDULED LEAVE PERIOD

Non-exempt employees who are called back to work during any scheduled leave period shall
be compensated for hours worked at time and one-half the normal hourly rate with a
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