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Welcome

Welcometo the SpokaneCounty governmenteam. It
IS the desireof the Board of County Commissioners
that your employmentas a County employeeis a
positive event in your life. As professionals,our
friendsandneighbas entrustus with the responsibility
to provide the highest quality service at the lowest
possiblecost. The maximumlevel of performanceand
dedicationcan only be attainedby enployeesof high
moral character,who are respectedand enjoy their
work. We, your Commissioners,are dedicated to
supportingall employeesand creatingan atmosphere
that allows you to be professionalambassadorsvho
will set theprecedentor all othercountiesto follow.

TheBoardof CountyCommissioners
SpdkaneCounty,
Washingon State




NOTICE

Application and Revisionof Policies

THIS MANUAL IS NOT INTENDED TO BE, SHOULD NOT BE CONSTRUED AS,
NOR DOES IT CONSTITUTE AN EMPLOYMENT CONTRACT OR A
GUARANTEE OF EMPLOYMENT AND IT IS NOT INTENDED TO BE PART OF
THE EMPLOYMENT RELATIONSHIP. THIS MANUAL IS INTENDED ONLY TO
SET FORTH GENERAL STATEMENTS OF COUNTY POLICY. THE MANUAL IS
INTENDED AS GUIDELINES FOR MANAGEMENT AND EMPLOYEES WHICH
THE COUNTY MAY OR MAY NOT FOLLOW IN ITS SOLE DISCRETION. THIS
MANUAL SHOULD NOT BE CONSIDERED AS THE TOTAL AND COMPLETE
STATEMENT OF PERSONNEL POLICY FOR SPOKANE COUNTY.

NATURE OF EMPLOYMENT

UNLESS SPECIFIC RIGHTS ARE GRANTED IN EMPLOYMENT AGREEMENTS,
LABOR AGREEMENTS, OR CIVIL SERVICE RULES, ALL EMPLOYEES OF
THE COUNTYARE CONSI| DERE®WI AT O

As policiesandbenefitsarerevised,changeswill be communicatd to you throughstandard
communicatiorchannels.Advance notice mayotalwaysbe possible.

If you haveany questionsor wish to havefurtherinformationaboutany particularguideline
in thismanual please contache HumanResource®epartment.

This policy manual supersedesall previous manuals, letters, memoranda, and
undestandings.

If a conflict occursbetweenthis policy manualand a previously approvedresolution,the
Board of CountyCommissionersvill reviewanddecideon Countypolicy. This marual will
eitherbe updatedor theresolutionwill berescinded.

The County recognizesthe provisions and requirements of R.C.W. 41.56with respect
to wages,hours and working conditions. No County policy or procedure will add to,
deletefrom or modify any valid and effedive Collective Bargaining Agreement. Where
any Collective Bargaining Agreement is silent, the County acknowledges the
requirements of R.C.W. 41.56. Where the application of any County policy and
procedure conflicts with applicable civil servicerul es,federal or state laws, regulation
and/or rules, and/or Collective Bargaining Agreements, the rules, laws, regulations or
labor agreementswill govern.




EMPLOYEE ACKNOWLEDGEMENT

| UNDERSTAND THAT IT IS MY RESPONSIBILITY TO REVIEW AND BECOME
FAMILIAR WITH THE SPOKANE COUNTY POLICY AND PROCEDUREMANUAL

WHICH IS ACCESSIBLE ANYTIME WITHIN MY DEPARTMENT OR ON THE

COUNT Y 6CGOMPUTERNETWORK AND TO HAVE ANY QUESTIONS CLARIFIED

WITH MY IMMEDIATE SUPERVISOR OR THE HUMAN RESOURCES
DEPARTMENTREGARDINGTHE DISCLAIMERS OR THE MANUAL.

| ACKNOWLEDGE THAT | HAVE READ AND UNDERSTAND THE DISCLAIMERS
REGARDINGTHE SPOKANE COUNTYPOLICY AND PROCEDURBVIANUAL.

| UNDERSTAND THAT ALL SPOKANE COUNTY EQUIPMENT AND RESOURCES
ARE PROPERTY OF THE COUNTY AND ARE TO BE USED FOR COUNTY
BUSINESS ONLY. MANAGEMENT HAS THE ABSOLUTE RIGHT TO MONITOR
AND ACCESSALL FORMSOF COMMUNICATIONS OF COUNTY EQUIPMENT.

| UNDERSTAND THAT THIS MANUAL DOES NOT CONSTITUTE AN
EMPLOYMENT CONTRACT.

EmployeeSignature Date

EmployeeName (Print)
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010- DEFINITIONS OF EMPLOYMENT STATUS

PURPOSE
To helpprovideuniformity and equityin applying personnepolicies and benefits.
SCOPE

These defiitions applyto all locations inSpokaneCounty. Somelabor contractamayhavevarying
definitions. Seespecific laborcontracts.

POLICY

Spokane County maintains standarddefinitions of employmen status and classifies employeesfor
purposesof persomel administration and related payroll transations according to the following
definitions:

A. EMPLOYMENT DEFINITIONS:

At-will: SpokaneCounty is an atwill employer County. This means either the employee or
employeris free to terminatethe employmentrelaionship at any time, with or without reason,
advancenotice, or warning. This may vary dependingon the labor contractagreementor Civil

Servicerule.

Exempt: Any position designatedby SpokaneCourty as exemptwhile using the Fair Labor
StandardsAct (FLSA) overtime provisons tests. These employess are not entitled to receive
overtimecompensation.

Non-exempt: Employeeswhose positionsdo not meet FLSA exemptiontestsand who are paid a
multiple of their regularrate of pay for overtime,asrequiredby federaland statelaw. Paymentcan
be incompensatorytime off or in cashpayment.

Reqular: Employeesvho havecompletedatleastl,040 hours oReviewPeriod.
Full-time: Employeescheduled tevork 37.5 hours 040 hours peweek,a full workweek.
Part-time: Employeescleduled tovork less tharB7.5 hours peweek.

Review Period: A period of time in which employeeswho are newly hired, just promoted,or
rehired will be continually evaluatedfor at least the first 1,040 nonovertime work hours
(approximately 6 months). However, longer periods may be establishedfor positions requiring
technical, professional, specialized, unusaralnique skills omqualifications.
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Extra-Help: Works to cover peakor emegencyworkloadsand necesaryvacationrelief. Insofaras
possible extrahelpwork will be offeredto persondrom eligible lists. Extra help personnekhall not
be employedfor more thanfive monthsin any 12-monthperiodin the samedepartmentA month of
extra help employmentis consideredo be 70 or more hours. Extra help personnelwho work less
than 70 hours per month may work for an indefinite period. Except in unusualor emergency
situations,extra help personnelmust meetthe minimum requirementof the applicablecounty job

classification.Extra help personnelare not eligible for benefits.(Res.95-0742, Res.87-1184 4, 1987; Res.
74-817,1974)

Seasonal: Works at specific timesof yearor on specialprojectsto meetdepartmetal needs. Time
of employmentgenerallyexceedsfive monthsbut lessthantwelve months.Only retirementbenefits
are paid, unless labagreementspecifyotherwise.

Limited Term: Any position with a starting and an ending date; includes benefitsand must be
appliedfor in the normal manner,and approved,if not alreadyestablishedy the Board of County
Commissioners.

. GENERAL DEFINITIONS:

Appointed: A positionin which an Elected OfficialEQO) has authorityto hire directlywithout using
recruitmentprocedureqi.e. DepatmentHeads Deputiesetc.). The EO may useCountyrecruitment
proceduresjf they desire. These positions are political appointmentsand serve at the will and
pleasure ofthe Ekcted Official.

rtified Eliqibility List: A list compied by the Human Re®urcesDepartmentand sert to the
hiring authoritywith thenamesof those eligible fohiring consideration foa specificjob vacancy.

Classification: All positions having substatially the same duties and responsibilities,requiring
substantially thesame qualifications,to which the samedescriptivetitle canfairly be appliedand can
properlybe subjecto thesamesalaryrange shallbe included in &ingleclass.

Classified Service: All positions in the CountgerviceexceptEleded Officials.

Compensatory Time: Time off in lieu ofcashpaymenftor overtime.
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Continuous Recruitment: Recruitmentthat continuesuntil the positionis fil led. Cut-off datemay
be establishedor any Friday at 5:00 p.m. A final closing datemustbe establgshedwith notification
to the public ateastfive (5) working daysprior to the finalclosingdate.

Delegation: Elected Official (EO), DepartmentHead (DH), senior leaders and managers may
delegateduties andresponsibility to ahers in theirdepartment However, each are ultimately
responsible fotheitemsdelegated.

Demotion: A changeof a regularemployeefrom a position in one classificationto a postion in
anotherclassificatiorhavinga lowermaximumsalary.

Department Head (DH): A nonelected,at-will, appointedemployeewho is responsiblefor the
direction and operation @ine ormoredepartmentsf the County.

Departmental Recruitment: Recruitmat in which a qualified pool of applicantsis generatednly
from employeeswithin the employing depatment; requiredfor someunion positions,optional for

nonrepresentegositions.

Elected Official (EQ): An employeeof the County who has beenduly eleced into a specific
position by the votersof SpokaneCounty. They are also departmentheadsand respasible for the
direction and operation @ine ormoredepartmentsf the County.

Eligible: An applicantwhosenameis on a certified eligibilityist.

Emergency Appointment: An appointmentwithout competition,for emergencyreasms. Requires
Human Resouces approval. Appointment shall not exceed60 days, unlessextendedby Human

Resourcedor up to 60 additionaldays.Personsappointedwithout competitionto employmentshall
not attainregularstatus fronmsuchappointment.

Emplovee: Any person hired andiorking for SpokaneCounty.

Examination: Examinationswill include but are not limited to any combinationof: the completed
SpokaneCounty application,resume, any and all supplementahpplications,evaluationsof training
and expeience,performanceests written tests,oral appraisalboards,and referencechecks.These
examshelp identifythe besgualified and besnatchfor the open position.

Hiring Authority: The individual who has authority to requestrecuitments, interview, test, and
makea job offer on avacantposition.

Immediate Family: An employee'smmediatefamily includesthe employee'surrentspousechild
or stepchild, parent, brother or sister, in-laws (mother, father, son, daughter,brother or sister),
grandparer) grandchildreror a rehtive ifliving as anemberof theemployee'fiousehold.
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Interdepartmental Recruitment: Recruitmentin which a qualified pool of applicantsis generated
only from employeeswithin theCourty.

Internship/Work Study: Internships/workstudy opportunitiesmay be used to provide a high
schooland/orcollege/universitystudentwith a shortterm work experiencean a Countysetting. The
hiring authorityin the participatingdepatmentselectsndividualsfor aninternshipivork study. Any
wagedo be paid are to b#eterminedy the hiringauthorityin conjunction with(HumanResources.

Job Family: A hierarchyof positionsinvolving work of the samenaturebut requiring different
levelsof skill and responsibility. For exampg, associateaccountantaccountantsenioraccountant,
etc.

Job Share: Whentwo or more peoplesharethe duties,responsibilitiesand normalwork hoursof a
single,full-time position.

Lateral Transfer: The movementof any regularCounty employeefrom one departmento another
departmentwithin the sameclass specification.Those employeesrequestinga lateral transferare
subjectto the rules oRecruitmehand Selection.

Minimum Reguirements (MRSs): The training, experienceand other qualificationsestdlishedfor

agivenclassification and required ah applicanto competefor a job.

Qut of Class Pay: When an employee,temporarily at the direction of the Elected Official,
DepartmentHead, or Chief ExecutiveOfficer is assignedall the essentiafunctions of a job on an
extendedull-time basisandis responsibldor the product/outcomein a classificationabovethatin
which the employeeis normally classified, the employeemay be paid Out of Class pay. The
employeeshall be paid for suchwork at the rateassignedo the higherclassifiedpositionthatresults
in anincreasen the regularrate of pay. If the periodwill exceed90 days,prior HumanResarces
review andapprovalis neededlt is expectedhat the employeemeetminimum requirementgor the
position.

PercentageEmployee: A regular employee whdoes not work futtime (50%, 60%, 80%).

Position: A groupof responsibilities, duties artdskswithin a classificatiomormally assignedo an
employee

Position Analysis: Procesgo arrive at a rating to evaluatea position accordingto responsibilities
andtasks.
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Promotion: A promotionis achangein stauis for an employeeto a highergraded position
(classification). For salaryadministrationpurposesthereare two typesof promotions:thosewithin
thejob family and those outside theb family.

Reassignment: To changespecific tasksor dutiesof postionsin a single classificationwithin a
department.

Recall: _Return to dormerclassificationfrom layoff status.

Reclassification: Redesignationf a positionfrom oneclassificationto a different classificationto
recognizea significantchangen the duties and responsibilities afosition.

Rehire: An employeeeturring to Countyemploymentputside oflayoff status.
Reinstatement: On layoff status and returned to Couriyployment.
Recruitment: The process used generate poolof qualified applicants.

Salary Analvsis: A processby which salry rangesare compaed within the departmentand/or
Countyhierarchicaktructure.

Salary Survey: A processby which salaries,classificationsand/or job duties are comparedon
marketdata.

Separaion: Endingtheemploymentelationship withSpokaneCounty.
Seniority: L engthof continuous Coumtservice.

Transfer: The movementof an employeefrom one positionto anotherposition, within the same
classification andlepartment.

Termination: A voluntaryor involuntaryseparation fronemployment.
Work Study: (seelnternslip)

Y-rate: A 6 Yrateis a specialsalaryrate establishedby the pay plan which entitlesa personto

receivecompensatiorat a rate higher than that providedfor in the top step,monthly flat rate, per

annum, daily, or hourly rate for the classificationposition. The employee will ordinarily be

consideredneligible for anincreasdn pay until anadjustmenin the salarystructureor a promotion

to a classificationwith a highersalaryrangebringsthee mp | o satedd @agwithin the established
rangefor the position.
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0181 APPLICANT TRAVEL

. PURPOSE
To establistguidelinesto providefor travelarrangementfor applicantgravelingto SpokaneCountyfor job interviews.

Il. SCOPE
This policy appliesto Directorlevelpositionsandabove

lll. POLICY

SpokaneCountyrecognizeshe needto providetravelassistanceo Directorlevel applicantduringtheinterviewprocess
in orderto staycompettive in the market. Lodgingandtransportations providedto applicantdiving morethan100
milesfrom SpokaneCounty. Hiring departmentshouldhavethefundsavailablein theirbudgetto payfor theseexpenses.
Itemsdisallowedunderthis policy:

Eally Boarding RoomService
Baggagd-ees Alcohol
Airline Conveniencdtems Parking
CarRental Meals

IV. PROCEDURE
A. Priorto arranginganytravel,hiring departmentsvill emailthe CEOor their designeehe Requesfor
ApplicantTravelForm
B. CEOortheirdesigneeespondsvith approval denialor modificationtothed e p a r treqeestt 6 s
C. Hiring departmehemailsapplicant;

a. Policy anddetail of travelexpenseto be paid by the County.
b. W-9 form to beconmpletedby applicantasrequiredfor reimbursement.
D. Transportationo SpokaneCounty(Airfare OR Mileage);
a. Airfare is bookedandpaidfor by the County,using mostdirectandefficienttimes.
b. Everyeffort shouldbemadeto meettheapplicantattheairportfor transportatiorio the
Countyandlodging. Sameeffort shallbemadefor thereturnflight home.
C. Applicantmaydrive their personalehicleto SpokaneCountybutany reimbursement

will bemadeonly if acostcomparisorshowsdriving is lessthanthe cod of theairfare.
i. Mileageis calculatedromthea p p | i horaeaddresdo the County
CourthousaandpaidatthecurrentiRS mileagerate.
. Prepaymenof mileageis notallowed.
E. Lodging
a. Countyreserveshehotelroom.
b. Applicantpaysfor thehotelroomandis reimbursedip to thecurrentGSArateplus
applicableaxes.
i. Detailedreceiptis required.
. No incidentalsor conveniencéemsallowed(i.e. roomseavice, parkng).
F. Paymento Applicantby hiring departnent
a. ProcessV-9
b. Applicantis reimbursedy warrantfor allowedexpenses.


file://///spokanecounty.org/Humanresource/home/LMcGlocklin/My%20Documents/2016%20CIVIC%20PLUS-SHAREPOINT%20FILES/Copy%20of%20Applicant%20Estimate.xls
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020- RECRUITING AND SELECTION

PURPOSE

To establishthe authority and responsibiliy of Spokane County personnelin recruiting and selecthg
employees;to maximize Spokane County's efforts and resourcesin selecting the best employees
available. (Also see Polidyo.021,EqualEmploymentOpportunity.)

SCOPE

This policy appliesto reauiting and selectingof employeesfor all positions,except thosein elected
positions,their Chief Deputies,and other nonrepresenteananagemenpositionssetforth in Policy No.
011.

POLICY

When a personnelacancyoccurs,the appropriatesupervisor,manageror ElectedOfficial/Department
Headandthe HumanResource®irectorwill conducta joint recruiting andselectionprocesgdesignedo
identify themostsuitable individuafor the position.

Recruiting iscoordinatedoy HumanResourcesolely baedon ability, merit, qualifications,competence,
job fit and/or seniority, without regardto race, color, nationalorigin, religion, creed,sex, age, marital
status(employmentonly), veteranwith disability status(employmentonly), Vietham eraveteranstatus
(emgdoymentonly), or disability.
NOTE: FormoredetailedinformationseeSpokaneC o u n Reriditsmentand

Selection Manual.

PROCEDURE
The followingstepsgovernthe recruitingand selection process:

A. Thesupervisormanageror ElectedOfficial/ DepartmentHeadwill :

1. Reviewthe classspecificationfor accuracy providing HumanResourcesith a current
job description, including essentialresponsibilitiesand minimum job requirements.
(Attached- PostingRequesEorm)

2. Reviewlaboragreementwhere applicabe.

3. Interview candidateson certified eligiblity lists and conduct valid, job-related
empoymentselectionexaminations.For each applicantjeterminevhetherthere is:
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a) Nofurtherinterest;

b) Possible fatherinterest: hold pendingnterviewswith othercanddates;or

c) Definite interest: scheduleinterviews with appropriatedepartmentmanagersand
others on selection panel.

D

Identify the bestandidate and condutferencechecks.

5. Consult with Human Resource on the appropriatestarting salary and pre-employment
physical. Then,makeajob offer to the successfuapplicant.

6. Confirm oral job offer in writing (attachedi written job offer letter) and arrangefor
beginningwork, including conductirg a departnent new hire orientationon their first
dayof employmentand schedule the o u n Ney ire Orientation wittHR.

7. Notify all non-selecteccandidatesvho wereinterviewed.

8. Return the signed certified eligibility list, all applicationsand all other examiration
materialsto HumanResource$or procesingandfiling.

Human Resourcesill :

1. Uponreceiptof the postingequesform, discuss with th®epartment.
a. The need fothe position.
b. The class specification amelcruitment.
c. All possibilities ofpromotionor transferfrom within theorganization.

2. Make surelaboragreementhavebeen followedwhenapplicable.

3. Prepareand distributgob postings.

4, Activate appropriate outside recruitirspurce(s).

5. Screen applications to identify qualified candidate who meet the minimum
requirements May conductexaminationsncludingwritten exams.

6. Preparea certified eligibility list and forward with qualified applicationsto the
Department.

7. Conductthe New Hire Orientation.
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8. Requestthatthe hired applicarfurnish:

a. Proofof eligibility to workin theU.S.

b. Completethel-9 form within 3 businesslaysfrom date ofhire; and

c. Supplycertified copiesof collegetranscripts certificatesor credentialsjf required,

for the position.

9. Applicationsand relatednaterialincludinginterviewnotes forall
interviewedcandidates wilbe maintainedn HumanResource$or 3 years.

GENERAL INFORMATION:

A. Eachapplicantshall completeandsign an application form beforebeingconsideredor any position.
(See attachecemploymentpplication.)

B. Any false or misleadinginformation suppliedby an applicantor employeewill be justification for
immediatetermination.

C. The HumanResource®Departments resposible for recruitmentand examinationdor all non-Civil
Service County positions (including but not limited to full-time or parttime, temporary,seasonal,
limited-term, extrahelp or regular). Preemploymentstepsmay consistof the completedSpokane
Couwnty applicdion, resume,any and all supplementalapplications, evaluation of training and
experienceperformanceests, written tests, orappraisaboards, oanycombinationof theabove.

1. Examinationsmay be given as frequently as the needsof Couny Governmeh may require or
justify. Candidatesvho havetakena written examinationmay not take the sameexamination
until six (6) monthshaveelapsed fronthe original examinatiordate.

2. Recruitmentsnaybe posted:
a. Firstin thedepartmenor union;andbr
b. Offeredinterdepartmental, Countyide; and/or
c. To thepublic.

D. Residencywithin SpokaneCountyshdl notbe a condition oémploymentwith the
exception otertain classificationgSeePolicy No. 11).

E. Applicantsfor positionsin which the applicantis expectedd operate anotorvehiclemustbe atleast
18 yearsold andwill be requiredto presentand maintaina valid driver'slicensewith any necessary
endorsements Applicants who are required to drive may have their driving record checked.
Applicantswith poor driving records,as determinedoy the County, may be disqualifiedfor County
employmentin positions requiring driving. Certain positions may requirea CommercialDr i v e r
License(CDL). In those instances, tleDL maybe required as a conditiaf employnent.
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F. After anoffer of employmentasbeenmacde andbeforecommencemertf employmentthe County
mayrequire persons selected fmploymento:

1. Haveabackgroundnvestigation.
2. Provideproofof edwcation orequivalentwork experienceakingthe place okducation.

3. Successfullypassa medicalexamnation, which may include testingfor alcohol and controlled
substancesT he purposeof the examinationis to determineif theindividual is physically ale to
perfam the essentialduties of the job and to ensure that their physical condition will not
erdangerthe health, safetyor well being of other employeesor the public. The offerof
employmentshall be conditionedon the results of the examination.(See Safetyl.oss Policy
Manualfor furtherinformation.)
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Entered in TRAC SPOKANE COUNTY HUMAN RESOURCES Job Number:
Posting Request Form
B 477-5750 FAX 477-5642

Instructions: To initiate a recruitment, please fill out all non-shaded areas, have Department Head sign and send (or FAX) this information to Human Resources
for processing. This information will be verified by telephone.
Requests for a Monday public recruitment should be in Human Resources by the previous Wednesday.

POSTING INFORMATION

Department: Job Title:

Requester: Phone: FAX:

Class. Specification No.: Non-Exempt Hourly Amt:

Salary Range: Hours per week:

Union No.: Exempt Monthly Amt:
Reason for vacancy: Promotion Incumbent: No. of Vacancies:
Vacant Position No. Estimated date of hire: LIST NUMBER:

Vet. Pref..  Yes No

Special Requirements/Comments:

CLASS SPECIFICATION REQUESTED APPLICANT INFORMATION
Is there a position analysis on file? [ Yes [ No ] Supplemental Application
O New position |:l Resume
| Class specification appears to be accurate Cover Letter
O Class specification needs a few changes Q References
Extensive changes are needed to the classification Other (Specify)
POSTING DATES COMMENTS

OPEN: CLOSE: 5:00 P.M.

WHERE:

Departmental

Reemployment List

Union or County Departments

ADVERTISING
Do you want to approve ad copy before publication? [] Yes [] No | Do you want the County logo at the top of yourad? [] Yes [] No
(Cost for supplemental ads to be paid by your department) (Cost for the logo adds approximately $10 to the ad.)
Ad dates:
[] Spokesman-Review ($1.71/line) [] Seattle Times ($15.83/line) [ Portland Oregonian ($8.97/line)
[1 Jobs Available (contact H.R. for rate) [] Professional Journals/Publications/Other: (Specify)
SELECTION/EXAMINATION PROCESS (Check all that apply)
Human Resource Action Department Action
Screen for minimum requirements Screen for minimum requirements (H.R. must screen final

candidate for minimum requirements before job offer is made)
Conduct training & experience supplemental examination Evaluate application materials and rank
Conduct written examination Conduct performance exercise(s)
Conduct performance examination Conduct interview

[ Conduct oral board examination [J Polygraph
O O

Other (Specify) : Other (Specify):
Department Head/Division Head Signature only Date

Department

Head/Division Head Signature only DateAs of: 9/199
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Example Employmerpplication

RETURN BY MAIL TO:

EM PLOYM ENT SpokaneCounty

Human ResourceDept.
APPLICATION (L220W: Mallon Ave.

or fax to (509) 4775642

EOUAL OPPORTUNITY EMPLOYER - DRUG-FREE WORK ENVIRONMENT

PLEASE READ: Readthe completejob postingbeforefilling out this application. Type or print legibly in ink. This applicationmustbe

completedn full. A resumedoesnot replace any secfon of this application. All statementaresubjectto verification. Keepa copy of your
completedapplication and attachmentasthey will not be returned. DEADLINES FOR SUBMITTING APPLICATIONS: All application

materialsmustbe receivedby the HumanResaircesDepatmentby 4:30 p.m. on the closingdateof the recruitment.No additionalmaterials
will beacceptedftertheclosingdate. No postmarksill beaccepted.

APPLICATION FOR

Title of Position: PostingNo.:
APPLICANT INFORMATION (SocialSecurityinformation is optional)
LastName: First: M.L.: SocialSecuriy #:
Mailing Address: City: State: Zip Code:
HomePhone:( ) DaytimePhone ( ) Email:
Areyouunderl8yearsof age? A Yes A No Doyoupossesavalidd r i Vicensé?@®nly if requiredfor postion)
A Yes A No IssuingState:
PREVIOUSEMPLOYMENT
Haveyou previouslybeenemployedy SpokaneCounty? A Yes A No Dates: Title:
RELATIVES EMPLO YED BY SPOKANE COUNTY WORK AVAILABILITY
(Informationusedfor nepotisnpolicy only) Will youaccept? A Regular A ExtraHelp A Seasonal
Name Dept. Will youaccept? A Full Time A PartTime A Oncall
Shiftsyouwill accept? A Day A Swing A Graveyard

CRIMINAL CONVICTIONS (A nonjob relatedconvictiondoesnotnecessarilfparyoufrom employment WAC 162.12.140)
Haveyoubeenconvictedby a courtof law within thepasttenyears? A Yes A No If yes,pleaseexplain:

LICENSES AND CERTIFICATES (List professionabr tradelicenseghatarerelatedo theposition,i.e.ICBO, ICC, CDL)
Description IssuedBy ExpirationDate

EDUCATION
Circle highesigradecompleted:8 9 10 11 12 GEDA Collegel 2 3 4 GradWork? YesA NoA
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POST-HIGH SCHOOL EDUCATION/TRAINING ACADEMIC MAJOR, CREDITS EARNED DEGREE LEVEL

NAME AND LOCATION
SKILL ORTRADE SEM QTR (BA//BS,AAJAAS)

If you needaccommodationin order to completeor participate in the processbecauseof animpairment or disability,
pleasenotify Human Resourcesat 509/4775750.

EMPLOYMENT HISTORY: Respondcompletelyto the information requestedAttemptto coverall the requirenentslisted in the job posting. List your most
recentemploymentfirst. List all experiencepaid and voluntary, relatedto the position for which you are applying. Include months,days,and years.
Failureto provideall informationrequiredmay resultin rejectionof application.Supplemental pagesmay be usedto expandon work history and/or
education using the application format. Becauseresumesmay contain unfair pre-employmentinquiry information, resumeswill not be accepted
in placeof completing this application.

COMPANY NAME: DATESEMPLOYED(Mo/Day/Yr) JOBTITLE: NO.EMPLOYEES
SUPERVISED:

ADDRESS: SPECIFYDUTIES:

FROM:
PHONE:

TO
SUPERVISORNAME:

AVERAGE HOURS WORKED/

REASONFORLEAVING:

MAY WE CONTACTTHISEMPLOYER: A Yes A No
FINAL SALARY: $

COMPANY NAME: DATESEMPLOYED(Mo/Day/Yr) JOBTITLE: NO.EMPLOYEES
SUPERVISED:
ADDRESS: SPECIFYDUTIES:
FROM:
PHONE:
TO
SUFERVISORNAME:
REASONFORLEAVING:

MAY WE CONTACTTHISEMPLOYER: A Yes A No
FINAL SALARY: $

COMPANY NAME: DATESEMPLOYED(Mo/Day/Yr) JOBTITLE: NO.EMPLOYEES
SUPERVISED:

ADDRESS: SPECIFYDUTIES:

FROM:
PHONE:

TO
SUPERVISORNAME:

AVERAGEHOURS WORKED/

REASONFORLEAVING:

MAY WE CONTACTTHISEMPLOYER A Yes A No
FINAL SALARY: $

Example Employment Example EmploymenrApplication (Page#1)
Application (Page#1)
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ADDRESS: SPECIFY DUTIES:
FROM:
PHONE:
TO
SUPERVBORNAME:
AVERAGE HOURS WORKED/
REASON FOR LEAVING:
MAY WE CONTACTTHISEMPLOYER: A Yes A No
FINAL SALARY: $

List further job dutiesand employmentistory on additional sheetausing applicationformat.

ADDITIONAL INFORMATION You mayincludeanycommentshatmayshowfurtherqualificationsfor thisposition.

AGREEMENT: All of the information| haveprovidedin this applicationandin any attachment®r sypportingdocumentss true,
correct,and complete.l understandhatif |1 have providedfalseor incompletestatementsit will be justification for terminationor
refusal of employmentl understandthat reference checksand/or job-related backgroundcheds may occur and | releasethe
County of Spokaneall employersall thosethat provide backgroundinformationandall referencegexceptas notedabove)from
any and all liability and/ordamagedor receivingor releasinginformation. If a conditionaljob offer is made,l agreel may be
requestedto undergo job-related medical examinations,inquiries and/or a drug/alcohol screening test, and understandthat
employments contingentuponsatisfactoryoutcomeof thoseexaminationandinquiries.

Signature Date

EXAMPLE EMPLOYMENT APPLICATION

EQUAL OPPORTUNITY EMPLOYMENT INFORMATION
(This information is voluntary and in no way affectsthe outome ofyour application.)
SpokaneCountyis an EqualOpportunityEmployer. We arerequiredby the stateand federalgovernmerg to maintaincertainstatisticalinformationon our job applicantsandemployees. We appreciateyour
voluntarycooperatiorin answeringthe questionson bothsidesof this questionnaire.This formwill be detachedrom your applicationandwill be keptseparateand confidential.

Name; Positionapplyingfor: PostingNo.: Sex:

A Female A Male Disabledveterarstatus: A Yes A No VietnamEra A Areyoudisabled?A Yes A No
Birth Date; / /

EthnicOrigin:

A White - personof Europeardescent.

A Black- personf African descenaswell asJamaicanfrinidadian andVestindian.

A Hispanic- personsof Mexican,PuertoRican, Cuban,Latin Americanor Spanistdescent.

A AsianAmerican- personf JapaneseChineseKorean,Filipino, Malayan, Thai, VietnamesePolynesianPakistanor Eastindiandescent.

A Native American- personsvho identify themselvesasAmerican IndianAl euts,Eskimos.

HOW DID YOU HEAR ABOUT THIS JOB?
(Pleassill this out for statisticalpurposes)

A Phonecontact- walkin A Advertisementnewspaper/periodical)

A JoblinterestCard A Informed/referredby a SpokaneCountyemployee
A JobFair A Internet

A JobLine A Othe:

DEADLINES FOR SUBMITTING APPLICATIONS: Must be receivedby the HumanResource®epartmenby 5:00p.m. on the closingdateor postmarkedy the closingdate, unlessotherwiseindicatedon the
posting. No addtional matefalswill beacceptedftertheclosingdate.
SPOKANE COUNTY HUMAN RESOURCES
1229WEST MALLON
SPOKANE, WA 992660230
(509) 4565750(TDD AVAILABLE) JOB HOTLINE: (509) 3280590 www.spokanecounty,org
(Thisformis in compliancewith andhasbeenapprovedy the WashingtorStateHumanRightsCommission, 9/96)
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EXAMPLE JOB OFFERLETTER

(Date)

(Name& Address)

Dear ,

| ampleasedo makethis formaljob offer to you. | would begladfor youto join Spokane€Count y 6 s (Orgn) asa
(JobTitle). Thiswill beeffectiveon (StartDaté).

Asanfi anti |lexempt/norexempt(Pick the onethat applies)employee you work at the pleasureof the ElectedOfficial. You
are being offered a valuable position, assising in (explain some key duties). It is a postion that
requiregrust,attentionto detail,andconfidentiality..

The starting salay for a (Job Title) is $ per month. This is at Step1 of the currentsalaryrange
After successfullcompeting the six-monthreviewperiod,youwill getapayincreasdo Step2.

| amvery pleasedo haveyou partof the (Organizationstaff.

(Name/Titleof EO, DH or Division Leader)

| accept/declinéhe positionof (JobTitle).

(TypedName) DATE

CC: HR (personnefile)
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SPOKANE COUNTY NEW
EMPLOYEE CHECKLIST

Employee SSN
Department Position
Hire Date
Extra-help Regular Seasonal

Human Resource$apemork

wW-4 Date for Benefit©Orientation
[-9 (Verify 2 Pieces of Identification) Dat e f orCompQriéneatod s
Medical/Dental Insurance Date forSexualHarassmentraining

Life Insurane
Retirement

Percentage Agreement
Confirmationof Extra-help Status

Backgroundif required)

Statemenbf Understandindif required)

Safety/L os€Control Paperwork
Medical ExaminationAuthorizationForm (Occ. HealthUnit/OMA)

RequestFor Service Medical Questiomnaire
Drug Screen(w/booklet) (if req.) TB Test(w/booklet) (if req.)

**EXTRA -HELP ONLY**
NOTE: Each Extrahelp employee should be provided a copy of the Drug/Alcohol Policy and Accident
ReportingPolicy. They shouldbe instructedto readthrough eachpolicy and its conterts and sign off on this
sheetthattheyhavereceivedthem.

I , haveread,understandandwill comply with the Drug/Alcohol and
Accident Reporting policies and have beeninstructedto read eachprior to my beginningwork for Spokané
County.

Signature
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Policy No. 021
April, 2001
Pagel of 1

21 - EQUAL EMPLOYMENT OPP ORTUNITY

l. PURPOSE

To preserveanemploymenenvironmentree fromillegal discrimination.

Il SCOPE

This policyapplies b all employeesaind applicants foemploymenbf SpokaneCounty.

M. POLICY

Spokane County maintains a policy of nondisciimination with employees and applicants for
employmentNo aspectof employmentwithin SpokaneCounty will be influencedin any mannerby
race,color, religion, sex, age,nationalorigin, veteranstatus,mentalor physicaldisability, or any other
basis pohibited bystatute.

SpokaneCounty is an equal employmentopportunity employer.The County employs, trains, retains,
promotes, terminates, and otherwise treats all employees and job applicants based on merit,
qualifications, angdompetence.
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Policy No. 022

April, 2001
Pagel of 1

22 - AMERICANS WITH DISABILITIES ACT

PURPOSE

To complywith the Americanswith Disabilities Act.

SCOPE

This policyapplies to alemployeesand apficants foremploymenbf SpokaneCounty.

POLICY

SpokaneCounty'spolicy and practiceis to comply with the Americanswith Disabilities Act and ensure
equalemploymenbpportunityfor all qualified persons wh disabilities.

i Di s a Includesa physical or mentalimpairmentthat substantiallylimits oneor morelife activities,
a recod of suchimpairment,or being regardedas having such an impairment.fi P h y i neeatal
i mp ai rimleded oithopedicdisorders,visual, speechand hearing impairments, cerebral palsy,
epilepsy,musculardystrophy,multiple sclerosis HIV infection, cancer,heartdiseasementalretardation,
emotionalillness, specific learnindisabilities, drugaddiction, andilcoholism

SpokaneCounty is committedto ensuringnon-discriminationin all terms, conditionsand privileges of
employment.Rea®nableaccomnodationis availableto all employeesand applicants,including work
site accessibility aslong asthe accommodatiomloes't causeunduehardshipon the County. Individuals
should contact their supervisor, manager, Elected Official/Department Head or Human Resources
concerningan accommodationAll final approvalsfor accommodationsvill be jointly approvedby the
DepartmenandHumanResources.

It is the policy of Spokane Countyto provide reasonableaccommodatiorfor qualified individuals for
services programsor employment.SpokaneCountywill adhereto all applicablefederal,stateandlocal
laws, regulationsand guideines with respectto providing reasonableacoommodationsas requiredto
afford equalbpportunityto qualified individualswith disabilties. SeeADA Attachment.
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ADA ATTACHMENT

THE REASONABLE ACCOMMODATION OBLIGATION

Overviewof Legal Obligations

T

=a =4

An employermust provide a reasonableaccommodabn to the known physical or mental limitations of a
gualified applicantor employeewith a disability unlessit can be shown that the accommodatiorwould
imposean undue hardship on the business.

Reasonablacaommodationis any modification or adjustmento a job, anemploymentpractice,or the work
environmentthat makesit possble for an individual with a disability to enjoy an equal employment
opportunity.

The obligationto provide a reasonableaccommodatiorappliesto all aspectsof employment.This duty is
ongoingandmayarise angtimethata per s on ogobchargesa bi | ity

An employer cannotdeny an employmentopportunityto a qualified applicantor employeebecauseof the
need tgorovidereasonableccommodationynless itwould cause an unddmardship.

An employerdoesnot haveto makeanaccommodatiofior anindividual who is not otherwisequalifiedfor a
position.

Generally,t is the obligation ofn individualwith a disabilityto request reasnableaccommodation.

A qualified individual with a disability hasthe right to refusean accommodationHowever,if the individual
camot performthe essentiafunctionsof the job without the accommodations/he may not be qualified for
the job.

If the cost of an accommodatiorwould imposean unduehardshipon the employer,the individual with a
disability should bayiventhe option ofprovidingthe accommodatiomr payingthat portion ofthe costwhich
would constitute an undue hardship.

SOME EXAMPLES ORREASONABLEACCOMMODATION

)l
1
1
1
1
1
1
1
1
1
1

makingfacilities readilyaccessible tandusable byan individualwith a disability;
restrucuring ajob by reallocatingor redistributingmarginaljob functions;
alteringwhenor howan essentigbb function isperformed,;

providing parttime or modifiedwork schedules;

obtainingor modifying equipmenbr devices;

modifying examinationstraining materialsor policies;

providingqualified readers and interpreters;

reassignmertb avacantposition;

permittinguse ofaccrued pal leaveor unpaidleavefor necessarjyreatment;
providingreservegarkingfor a person with a mobilitimpairment;

allowing anemplgyeeto provideequipmenbr deviceshatanemployeris notrequired tgorovide.

EVALUATIONS, DISCIPLINE AND DISCHARGEAND THE ADA

T
T

1

An employercan holdemployeesvith disabilities to thesamestandards gbroduction/performancas:

Other similarly situatedemployeeswithout disabilities for performing essentialjob functions (with or
without reasonableaccommodation).

Other employeesregardingmarginal job functions, unlessthe disability affects the ability to perform the
marginal functions. If the ability to perform marginalfunctionsis affectedby the disability, the employer
mustprovide sometype of reasonabl@accommodtion suchasjob restructuringlunlessto do sowould bean
undue hardship).
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A disabledemgoyeewho neals anaccommodatiorithatis not an unduehardshipfor anemployer)in order
to performa job function should not be evalwated on his/her ability to perform the function without the
accommodationand should not be downgradedbecausesuch an accommodations neededto performthe
function.

An employershouldnot give employeeswith disabilitiesii s p etcri eaal t Tineyrshoul ot be evaluated
on a lower standardor disciplined less severelythan any other employee.This is not equal employment
opportunity.

An employermustprovidean employeewith a disabilitywith reasonableccommodatiomecessaryo enable
theemployedo participate in the evaluatigerocesgfor example,counselingor an interpreter).

If an employeewith a disability is not performing well, an employer may require medical and other
professionalinquiries that are job-related and consistentwith businessnecessityto discoverwhetherthe
disability is causingthe poor performance,and whether any reasonableaccommodationor additional
accommodatiorns needed.

An employermay take the samedisciplinary action againstemployeeswith disabilitiesasit takesagainst
other similarly situatedemployeesijf the illegal useof drugsor alcoholuseaffectsjob performanceand/or
attendance.

An employer may not discipline or terminatean employeewith a disability if the employerhasrefusedto

provide a requestedeasonableaccommodationhat did not constitie an unduehardship,andthe reasonfor

unsatisfactorperformancavasthe lack of accommodation.
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REASONABLE ACCOMMODATION FORM

NAME . WK PHONE HM PHONE
ADDRESS:;
SERVICEOR PROGRAM DESIRED:

POSITIONAPPLIED FOROR CURRENTLY OCCUPYING;

| amanapplicant/employee for/ithe service programor positionnamedabove andgnayrequire
AReasonabl eo AlkherebyaguestimtHumanResourcesontactmeregardingeasonable
accommodatiorandauthorize HumamResourceso verify thisrequest.

ApplicantSignature Date

DESCRIBEBELOW THE ACCOMMODATION YOU MAY NEED:

Attachments:

PLEASE PROVIDE A MEDICAL STATEMENT DESCRIBING THE DISABILITY, APPLICABLE LIMITATIONS AND
WHAT SPECIAL NEEDS ARE MEDICALLY NECESSARY:
VERIFICATION CONTACT.

TITLE:
AGENCY:

PHONE NUMBER:
For parking requestyleaseprovidea WashingtorState approvedisabledpersonparkingplacard/proobf plate.

FOR REASONABLE ACCOMMODATION COMMITTEE USEONLY
APPROVED DNOT NEEDED DDENIED

COMMENTS:

SIGNATURE: DATE:
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Policy No. 023
April, 2001
Pagel of 2

23 - EMPLOYMENT OF RELATIVES (Nepotism)

PURPOSE

To preventproblemsof supervisionsafety,securityandmorale.

SCOPE

This policyapplies to alemployees.

POLICY

Employmentapplicationsof close family relativesmay be consideredwith other qualified applicants
when personnelvacanciesoccur. Somerestrictionsin job placementmay apply, to preventproblemsof
supervisionsafety,securityandmorale.

DEFINITION

ACl tawilgr el at i v e sedmpil nogyamedieshildy currérspouse, brother, sistén-laws,and
step relationships.

PROCEDURE

A. It is the policy of the countyto avoid the practiceof nepotismin employment.The identity or status
of arelativemustbe given no weightat all in the employmenidecisionunlessthe businessecessity
exceptionapplies.Close relatives or spousesof current SpokaneCounty employeesshall not be
employedby the Board of County Commissionersor their departmentheadswhere one of the
following business necessities applies:

1.

2.
3.

Whereonerelative or spousewould havethe authorityor practicalpowerto superviseappoint,
removeor discipline the other;

Where one relative @apouse would be responsible &rditingthework of the other;
Whereothercircunstancegxist which would placethe relativeor spouseén a situationof actual
or reasonable foreseeable confligttween the mp | oigterastans theirown;

Where,in orderto avoidthereality orappearancef improperinfluence orfavor, or to protet its
confidentiality, the Countynustlimit the employmenbf spouses oclose relatives.
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Policy No. 023
April, 2001
Page2 of 2

a. Whereone of the abovebusinessnecessitiesequiresthe limitation of employment
opportunitiesfor relativesor spousesthe exclusionshould be limited to the job,
work crew, shop,or unit wherethe reasonfor the exclusionexists,and shouldnot
bar the personfrom the whole work force, unlessthe reasonappliesto the whole
work force.

b. It is furtherdesiredby the Boardof County Commissionershat the abovepolicy be

appliedby all otherelectedofficials. (Res.85-0394 AttachmentA, 1985; Res.77-595,1977;
Res.76-700,1977)

B. If employeedecomerelatedafter employmentanda conflict of interestor managemenproblems of

supervisionsafety,securiy or moraleresult; or, if a reorganizatiorcreatessuchconflict, reasonable
time shallbe providedto resolvethe matter.
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Policy No. 024
April, 2001
Pagel of 1

24 - EMPLOYMENT OF MINORS

PURPOSE

To establish guidalies to occasionalllgire minorsduring schoolbreaks at peakwork periods, oion an
internship basis.

SCOPE

This policyapplies to alpositions inSpokaneCounty.

POLICY
As a generalrule, employeesf the Countymustbe 18 yearsof ageor older. Occasionally we may hire

studentsor otherswho are 16 or 17 yearsold, but this is doneonly underspecialconditionsand mustbe
approvedoy HumanResources.

A. Numberof HoursWorked

1. Minors who are high schoolgraduatesor have a certificate of high school proficiency
maywork the samehours as adults.

2. Minors who havenot graduatedr achieveda certificateof high schoolproficiency may
work up to eight hoursper day and 48 hours per week, when schoolis not in session.
When schoolis in sessionthey may work up to four hours per day, unlessthey have
receivedwritten permissionfrom schoolauthoritiesto work up to eighthoursin addition
to schootime on anydayimmediatelyprior to anonschoolday.

B. Spreadof Hours Work must be performedbetween 5:00 a.m. and 10:00 p.m. However, if
enrolled in avork experiencgrogram,aminor maywork up to 12:30a.m.on anyevening.

C. Wages Regardlessf age,minorswill be paidatleastminimumwage. If working the
samehoursas an adult, high schoolgraduatesor minors with a certificate of high school

proficiencymustbe paid thesamerates as an adult.
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Policy No. 025
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25 - REHIRES
l. PURPOSE
To establish guidelines to rehifimeremployees.
Il SCOPE
This policyapplies to alformeremployee®f the County. (Laboragreementmayvary. Seespecific
laboragreements reference to specific representzdployees.)
M. POLICY
Whenformeremployeesapply toberehired,they will be evaluatedbn the samebasis as othexpplicants.
However, considerationwill be given to past job performance,the circumstancessurrounding
terminationof previousemploymentand the former employee'sknowledgeof the County'sprocedures
and functions.
V. PROCEDURES

A. REHIRESNOT RETURNINGFROM LAY OFF
1. Therehiringof anyemployeemustbe approvedby the DepartmenandHumanResources.
2. Rehire candidates are requirecctanpletea SpokaneCountyEmploymentApplication.

3. Employeesrehiredwithin 30 consecutivecalendardays after separatiorwill havetheir senice
andlongevity bridged.This meansthatthe employeemayretain theoriginal date ofhire and will
continueto accruebenefits(vacationand sick leave)at the samerate as before separatiorand
beginningon their first day of re-employment.Sick leavewill be reinstatedat recordedbalance
at the time of separation.Insuranceand retirementbenefits,previouslyin effect, will continue
also. However,any time not worked during this breakin servicewill be treatedasleavewithout
payand benefits accalis would noaccumulateluringthis break.

4. Employeesrehired after a break of service of more than 30 consecutivecalendardays will
receivea newdate ofhire. Theywill be treated theameas newemployeedor all purposes.
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Policy No. 025
May, 2009
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B. REHIRESRETURNINGFROM LAY OFF

1.

If a personis rehiredto County employmentfrom a currenteligible lay off list within eighteen
(18) monthsfollowing the lay off, the Countywill reinstatesick leaveaccrualdaysattime of lay
off.

If the person had @reviousparkingslot on the Countampusthe employeewill gobackon the
parkingwaiting list and will use theoriginal hired datenotthe rehire date.

Any employeewhoseemployments terminatedoy reductionin force afterfive or moreyears of
service,andwho are rehired within threeyearsof suchtermination,may combinetheir original
length of servicewith that after rehire to determinethe vacationaccrualrate. (County Code
1.03.051)

Any employeevhoseemploymenis terminatedoy a reduction in force andihois rehired within
eighteen(18) monthsfollowing suchtermination,may combinetheir original length of service
with thatafterrehire todetermindongevity payeligibility.
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26 - PROMOTI ONS

PURPOSE

To supportthe bast organizatiorbuilding processof promoting qualified employeesto positionsof
greateresponsibilityand recognition.

SCOPE

This policyapplies to alpositions withSpokaneCounty.(Laboragreementmayvary. Seespecific
laboragreements reference to specific representethployees.)

POLICY

A. The County encouragesurrentemployeedo apply for vacantCounty positionsfor which they are
qualified.

B. Regularemployeesare eligible for promotionalrecruitment,trander or voluntary demotions.To be
consideredor anotherposition,an employeemustpossesshe minimum qualificationsfor the vacant
position and be selected framtompetitiverecruitmentby the hiringauthority.

C. When a vacancyoccurs, opportunitiesto promote from within (Departmentor County) may be
explored, consistentith thegoalof filling positions with thanostcapable individuahvailable.

D. Job posting, employeequalificationsand work performancewill provide the primary input to the
internalsdection process.

E. Attimes,extern&recruitingsources willbe used concurrentlyith the internakearch.

Receiptof a promotion does not constitutea commitmentfor continuedemploymentin a new
positionat the Countyfor any specifictime, nor is therea guaranteghatan employeewill be ableto
return to his oherformerposition ifhe orshe is unsuccessfil the newjob.

G. Promotionamayrequire areviewperiod. (SeePolicy#030)
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Policy No. 026
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H. A personpromotedshall be entitled to receivethe stepratein the salaryrangeof the new position,

K.

which providesan increasein salary. A personwho is compensateat a Y -rate which exceedghe
top stepof the salaryrangeof the old position,shalluponpromotion,be compensatedt the steprate
in the salaryrange of the new positionwhich providesanincreasen salaryover the top stepof the
old position,providedthatthe person shatiottherebysuffera reduction irsalary.

Whenthe increasdn salaryprovidedfor aboveis lessthanthe equivalentof a one rangeincreasen
salary,the personshall be placedon the next higher stepof the positionto which appointed.Step
advanceshereafteishallbe as otherwisprovided.

Whentheincreasdn salaryprovidedfor aboveis at leastequivalentto a onerange increase irsalary,

but lessthanthe equivalentof a two rangeincreasen salary,the personshall be entitledto advance
to the next higher stepof the positionto which appointedn onehalf of thetime otherwiserecuired.

Stepadvanceshereafteishall be as otherwisprovided.

The effective date of any changeof statuspursuantto this sectionshall seta new anniversarystep
increase date.

(ParagraphfllH - K are excerptsfromm h e f Ad mi rthe €lassifma i iomn oPIl an.

RELATED POLICIES

Policy No. 030,ReviewPeriod
Policy No. 120, SalaryProgramAdministration
Policy No. 510,EmployeeDevelopmenReview (EDR)

0)
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030- REVIEW PERIOD

PURPOSE

To completethe employe selectionprocesshy providing a review period of onrthe-job work experience
by whichthe employeeand the Countynayevaluateemploymentuitability in termsof knowledge skill,
ability and interest.

SCOPE

This policyapplies to alpositions.

DEHNITION

A periodof time in which employeesvho arenewly hired, justpromoted or rehired will be evaluatedor
atleastthe first975/1,04nonovertimework hours(approximatelyé months).

POLICY

A. Employeeswill servea review period of at least975/1,040* non-overtimework hoursfrom date of
hire. Longerperiodsmaybe established fgrositionswhencircumstancegustify.

B. During the review period, frequentinformal and formal employeeperformancesvaluationsmay be
held. If the Countydeterminesn i t sdlediscretionthat a satiskctory performancdevel cannotbe
achievedthrough a reasonableamountof training and coaching,review period employeeswill be
releasedmmediately.

C. All employeesregardlesof statusor length of service,are requiredto meetand maintain County
standrds forjob performancendbehavior.

(* 1,040non-overtime hourdasedn an8-hourworkdayor 975non-overtime hourdasedon a 7.5-hourworkday.)
PROCEDURE

A. ElectedOfficials/DepartmenHeads,managerspr supervisos normally will be responsibldor
the trainingand evaluation durinthe employeaeviewperiod.
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. Reportsmay be providedat thes u p e r isceetion. infermal coachingand feedbackshouldbe
provided. It is the C 0 u n tegufarprocedureo corduct an appraisabeforethe end of the Review
Period semployeesanreceivefeedbaclon theirperformanceluringthis period. (See Policy
#510)

. Upon satisfactorycompletionof the review period,employeesnowe to regularstatus,but the natue
of employmentfi anti Idde® nothange.

. During the review period an employeeis requiredto demonstratesuitability for the positionthrough
actualwork performance.

. ElectedOfficials/DepartmentHeadsmay require areview period for those employeeswho are
reinstated orehired.

Employeesvho haveserveda review period at the sameor higherlevel (classificationspecification)
are notrequired taservean additionateviewperiod foranytransferor demotion.

. A review periodis requiredfor a promdion wherethe employeehasheld this higherlevel and has
not completedareviewperiod athathigherlevel.

. An employee'seview periodmaybe extended foup to an additional,040non-overtimework hours
(for examplea needto continueto evaluatemarginal performancegtc.) to properly evaluatethe
employee'performance.Thereviewperiod will notbe shortened faanyreason.

Eligible review period employeesaccruevacationand sick leave. Newly hired County employees
shall not be eligible to take a paid vacationuntil they haveaccruedsix daysof vacationandare no
longerin areviewperiod status. Sideavemaybetakenduringthereviewperiod.

TheCounfind si ni efthe GlassifioationP | awilldbe the governingdocumentfor all
enployees.
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040- PERSONNEL RECORDS & PRIVACY

l. PURPOSE

To establishstandarddy which informationcontainedn personnetecordswill be managedo achieve
accuracyprivacyandlegalcompliance.

Il. SCOPE

This poicy applies to aldepartmentandemployee®f SpokaneCounty.

. POLICY

A. Confidentiality Personnelfiles are kept confidential to the maximum extent allowed by public
informationlaws.

B. Housing Files Personnelrecordswill be maintainedin the Human Resaurces Departmentcontaining
information on each Countyemployeeto meet State and Federal legal requirementsand to assure
efficient personnebdministration.

C. Notification of Changes Changesof addressielephonenumberand/orfamily status(births, mariage,
death, divorce, legal separationetc.) must be reportedin writing, immediatelyto Human Resources.
Also anemployee'sncometax status androupinsurancanaybe affected byhesechanges.

D. Files Access Accessto personnelfiles is restrictedto authorizedemployeesof Human Resources
Department,supervisorsmanagers Elected Officials, DepartmentHeadson a i n ete K n o Wwasis.
Employeeamay review their own personnefile. Personnefiles arethe property ofSpokaneCounty and
may not be remowed from the Human ResourceDepartmentwithout the HumanResourceDi r ect o
approval.

E. Information Requestaind EmploymentReferencesRequestdor information from employeefiles (from
other departmentsinquiries from outsidethe County, and requestsfor references)will be directedto
Human Resources. Supervisorsand other employeesare prohibited from providing employment
referenceon ex-employeesor currentemployeeswithout written authorizationfrom the employeeand
HR approval.
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F. Otherrequestsmustcontainwritten andsignedconsentfrom the current/pasemployee. This employee
mustspecifyall areas to be discussed/verified.

G. Only the Human ResourcedDirector or designeeand Elected Official/DepartmentHead may provide
employmenteference®n currentor formerregularCountyemployees.

IV. PROCEDURE

A. PersonneFile Contents Whenanemployeeis hired at the County,a personnefile will be established
generallycontainingthe followinginformation:

1. Application for employmentand relatedhiring documentssuchas resumesand coursetranscripts.
Includedwith this will bethe job postingandclassificationspecification(classspec)underwhich an
employeewnashired.

2. Personhkinformationchangesnd personnection notices opayandemploymenstatuschanges.
3. Performance&ocumentsncludingappraisals.

4. Employeehistory updatinginformation submittedby employeesncluding recenteducation records
of outsideachievements;hangeaffectingwithholdingtax, etc.

5. Other documentspertaining to employment such as certificates of a State or higher award,
employmentoffer letters, record of drivers license, employmentverifications, corrective action
reports,disciplinary actions and exit interviews. The Departnentwill maintainane mp | o jole e 0
related trainingecords.

B. Examinationof an Employee'sPersonnelFile. Inspectionof an employee'spersonnelfile may be
accomplishedt reasonabléimesduringoffice hours undethe following conditions:

1. Employee Employeesmay examinetheir files onetime peryear,at reasonabléimes,and upon prior
24 hour notice submittedto HumanResourcesThis review will take placein the HumanResources
Departmentwith an appropriateHumanResourcesepresentativepresent. Employeesmay obtaina
copyof documentsn the file. The Countymaychargethirty (30) cents gagefor all copiesmade.
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2. Managemenstaff. Managemenstaff may examineactiveand separateémployeefiles on a
il eed tok n o basis.

3. Governmentinquiries The County generally will cooperatewith federal, state and local
government agencies investigating an employee if the investigators furnish proper
identificationandproof of legal authority toinvestigate Howe\er, the Countymayfirst seek
advice of legal counsel.The County may permit a governmentinvestigatorto review a
personnelfile on County premises,but the investigatorwill not be allowed to removeor
reproduce thisnformation without consentfrom Human Resourcesand/or the County's
attorneys.

Information Requestsand EmploymentReferenceslf currentand former employeeswish the
Countyto verify informationrequestedy outsidesourcedor credit or otherpurposesa release
form with theemployee'signaturemustaccompanyhe request.

1. Referenceswith Written Approval Salary history, job chronology and performance
information may be releasedwith written approvalof the employeeor ex-employee.This
informationwill be released in writingnd a cop retained in themployee'personnefile.

2. Telephondnquiries Informationwill be verified by HumanResourcesia telephone (aftea
reasonable calledentification)butwill be limited to thdollowing:

9 Date ofhire and date afeparation;
1 Job titke(s);and
1 Confirmationof salarystated bycaller.

3. Third Party Public RequestsTheserequestawill be reviewed/consideredn a caseby-case
basisin accordancevith stateandfederalpublic disclosurdaws. Inquiresmustbe madeon
appropriate requefdrms. (SeeAttached)

SensitiveFiles Medical records,documentsecessaryor the administrationof County Medical
benefit programs,and any investigatoryinformation will be keptin a separateconfidentialfile.
I-9 forms are also kept in a separatefile. Thesefiles may be examinedonly by appropriate
officials on a need tknow basis.

File Retention.Originals of personnekecordswill be retainedby HumanResourcedor at least
severnyearsafteranemployee'separatn date.
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REQUEST FOR INFORMATION FROM SPOKANE COUNTY

PLEASE COMPLETE ALL SECTIONS

Underthe Rublic Disclosure act, flequesthe followinginformation.

WHAT INFORMATION DESIRED (Be specificand detailed on the information you request):

| understandhatthisinformationcannotandwill notbeusedfor commercial purpses.

(PrintedName’ (Signdure) (Date’

( Co mp &Name'

PhoneNumbers

Work:

Home:
(Mailing Address Fax:

Within 5 businessdays, SpokaneCounty will respondto you by:
1. Providing the information requested,

2. Acknowledging that your requestwasreceivedand will provide a reasonableestimate of the time neededto
review your request,or

3. Denyyour request.

LEGAL REVIEW
(When Appropriate)

The followingmaybereleasec

The followingmayNOT bereleased:(Explainreasorfor notreleasing):

(PrintedName ofReviewer (Signature (Date’

CONTINUEDONNEXTPAGE
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REQUEST FOR INFORMATION

FROM SPOKANE COUNTY
(Page2, Continued)

SPOKANEC OUN T YDERBARTMENT ACTION:

( Re g u éNante)

(DepartmenReleasing Information)

The followinginformationwasreleasedo theabove namedequester undethe Public
Disclosure Act:

Name/Office/Phone#t of Countyemployeenho preparedheinformation:

(PrintedName’ (Office/Department (Phore #)
Wastherea needto expunge informatiobefore release: [ ] YES [ 1 NO
How manypageswvere rekasec Page(s

How wasit deliverec PICKEDBY REQUESTER
DELIVERED BY SPOKANE COUNTY STAFI
MAILED

FAXED FaxNumber:

,_|,_|,_|,_|
[ S S Sy S—

Wasthere anyfee collected focopying($.30percopy): [ ] YES [ ] NO

Totalamountcollected: $

PrintedName of Release Signature Date

This form wil| bemaintainedn the Departmenprovidingtheinformationfor aminimumof 1 year.
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050- VETERANS' PREFERENCE POLICY

. PURPOSE:

To provide a processfor grantingveteranspreferene points, as requiredby RCW 41.04010, to eligible
veteransn applicablerecruitments.

II. SCOPE:

This policy appliesto all recruitmentand selection processesequiring the Spokane County Human
Resource®epartmento administera written tesas parof said process(es).

lll. POUCY:

A.

Grantingveteranspreferencepointsin all competitiveexaminationdgs requiredof public employersas
stated inRCW 41.04.010.

Human Resourceshas determinedcompetitive examinationsto be written tests (thoseadmhisteredby
the HumanResource®epartment) whereapplicantsare placedin rank orderaccordingto their scoreon
the test.

Whenit is determinedby HumanResourcesind the Departmenthat a written testwill be includedas
part of a recruitmentand selectionprocess,the processwill be subjectto compliancewith RCW
41.04.010. This wilbe announced on applicaljtd postingmaterials.

Veteran'sseekingto receive preferencepoints on an eligible written test will be requiredto provide
information outlining their eligibility by completing a Spokane County Application for Veterans
Preferencdattachedand submittinga copyof their DD214form, Part4.

Vet e praferenée points wilbe grantedo eligibleveteransn one ofthe followingways:

1 Ten percent(10%) to a veteaan not receivingv e t e retwramenipayments;said percentaganot to
be utilized in anypromotionaltest.

1 Five percent(5%) to a veteranreceivingv e t e retiramerdipayments;said percentagenot to be
utilized in anypromotionattest.

1 Five percent(5%) to a veteranwho, after havingbeenemployedwith SpokaneCounty,is recalledto
active military servicefor a periodof at leastoneyear; said percentageo be appliedto his/herfirst
promotionalestonly.

An eligible veteranmay receivepreferencepointsin only one recruitmentand selectionprocessif the
veteranis hired into a position as a resafthavingreceivedsaid points
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G. Departmentsadministering their own written tests (independentof those adminigered by Human
Resources)are encouragedbut not required to adopt this policy. This decisionwill be at the sole
discretion ofthe Elected Officiabr Departmenteadin the individualDepartment(s).
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PROCEDURE FOR IMPLEMENTATION OF
VETERANS' PREFERENCE POLICY

Recruitment conducted that
includes Human Resources
administering a written test

Recruitment closes: all
applicable application materials
are screened by HR Specialist
for minimum requirements

J

HR Analyst enters veterans'
preference information into List
Definition (TRAC)

J

U

Applicants meeting minimum
requirements are invited to take
written test; are notified of
time/place/date

HR Analyst places correct wording
on posting, indicating veterans'
preference is available

U

J

Recruitment Opens

Written test is administered by
Human Resources

U

!

Applicant requesting veterans'
preference completes Spokane
County Veterans' Preference
Application & attaches
DD214, part 4

Tests are scored; TRAC
database automatically applies
veterans' preference to (passing)

final grade

U

J

OAZ2 collects Veterans' Preference
application materials and
generically enters into TRAC
database

Certified list is sent to hiring
authority, with applicants listed in
rank order of their final grades

Summary of Veterans' PreferencePercentages
(asstatedin VeteransPref Policy, llle)

10%- Veteran noteceivingveteranstetirementpaymentgN/A for promotionalexams)
5% - VeteranreceivingveteranstetiremenipaymentgN/A for promotionalexams)

5% - Veteraneemployedby SpokaneCountywhois recalled tactiveservice (minimumof 1 year);applies to
1stpromotionalexamonly
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SPOKANE COUNTY
APPLICATION FOR VETERANS' PREFERENCE

RCW 41.04.010 , as amended by House Bill 1065, provides for a veterans' preference to be added to the
final passing score on written examinations taken by certain veterans in the recruitment and selection
process. If you believe you are eligible to be considered for such a preference, and you are submitting an
application for a recruitment that will involve the Spokane County Human Resources Department
administering a written examination, you need to complete this questionnaire.

PLEASE READ THE ELIGIBILITY REQUIREMENTS CAREFULLY. To be granted veterans' preference,
you must meet the following eligibility requirements and submit this form, a copy of your DD214 for- Part 4,
with your application materials by the closing date of the applicable recruitment.

1) VETERANS' STATUS:

A. __ | have served on active military duty, as a member in a branch of the armed forces of the
United States or as a member of the w o me raibferces service pilots, during a period of war or
in_an armed conflict as defined in RCW 41.04.005: WWI, WWII, the Korean Conflict, Vietnam
Era (2/28/61-5/7/75 if served in the Republic of Vietnam; 8/5/64- 5/7/75 if served elsewhere),
Crisis in Lebanon, Invasion of Granada, Operation Just Cause (Panama); Operation Restore
Hope (Somalia); Operation Uphold Democracy (Haiti); Operation Joint Endeavor (Bosnia);
Operation Noble Eagle; Operation Desert Storm, Operation Enduring Freedom; Operation Iraqi
Freedom.

B. | have served on active military duty, as a member in a branch of the armed forces of the
United States or as a member of the w o me raid ferces service pilots, but not during a period
of war as defined in RCW 41.04.005.

2) DISCHARGE STATUS:
A. | have received an honorable discharge.
B. I have received a discharge for physical reasons with an honorable record.

3) RECEIPT OF VETERANS' BENEFITS:
A. | am not receiving any veterans' retirement payments.
B. | am receiving veterans' retirement payments.

4) RECEIPT OF VETERANS' PREFERENCE IN APPOINTMENT:

A. I have never been granted veterans' preference to obtain an appointment to a position
with the State of Washington or any political subdivision or municipal corporation.
B. | have previously been granted veterans' preference and obtained an appointment to a

position within Spokane County, and was afterward called or recalled to active military
service for a minimum of one year during a period of war, and | am now seeking a
promotion within this county government.

| understand that if any of the above statements are demonstrated to be false, | will be disqualified from
employment with Spokane County. | also understand that if employed, any misrepresentation of facts regarding
my receiving veterans' preference is sufficient cause for dismissal.

Print Name Title/Posting # of Position Applied For

Signature Date

Administrative | Veterans' Preference Approved: [ Yes [D No Ifno, listreason:
Use Only Preference Points Availabletobe Granted: DFive (5)Percent [DTen (10)Percent
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110- EXEMPT/NON -EXEMPT EMPLOYEES

PURPOSE

To define exemptand nonexemptemployeestatusandto provide guidelinesfor determiningthis status
accordingto law.

SCOPE

This policy appliesto employeesof SpokaneCounty. Labor agreementsnay vary. Seespecific labor
agreementsn referenceto specific represente@mployees(Also, seePolicy No. 211, Overtime: Nor+
exemptEmployeesfor overtimepayrequirements.)

POLICY

All positionsin SpokaneCountywill be classifiedas either exemptor non-exemptin compliancewith
federalFair Labor Standards laws and fgrayadministration purposes.

DEFINITIONS

Definitions of exemptand nonexemptstatusare basedon provisionsof the Fair Labor StandardsAct
(FLSA). These definitions areummarizeds follows:

Exempt Managementsupervisory professional,and administrativeemployeesvhosepositions
meet specific tests establishedby the FLSA and who are exempt from overtime pay
requirements.Time cardsmaybe required fotheseemployees.

Non-exempt Employeeswhose positions do not meet FLSA exemption tests and who are
eligible for overtime. Time cardsare requiredfor theseemployees.Overtimeis calculatedas
follows:

i. Straighttime for hourspaid throughforty (40) hoursin a work week. (Note: This may
varyin somecontracts.)

i. Hoursworked greaterthanforty (40) will be compensatedt 1.5 timestheir regularrate
of pay.

i, Vacation,sickleave,PTO,holiday andcomphours are notounted toward housrsorked
for purposes obvertimeconsideration.
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115- CREATION OF NEW CLASSIFICATIONS, RECLASSIFICATIONS, TITLE

CHANGES AND WAGE ADJUSTMENTS

PURPOSE

To provide the processto requesta new job classification,reclassification title changeor wage
adjustment.

SCOPE

This policy appliesto regular positions, full-time and parttime, exemptand norrexempt, except
Elected Officials. (Labor agreementanay vary. See specific laboragreementdn reference to
representeémployees.)

. POLICY

It is the policy of SpokaneCounty to provide an equitable processfor requestinga new job
classification,a reclassificationtitle changeor a wageadjustment At leastone of the following is
required forconsideration:

A. Essentiaduties and responsibilities tfe positiorhavesignificantly changed~50%)overtime

to meetdepartmenheeds;

B. Theemployeenhas beeperforminghigherclassificatiorwork and has been paauit-of-classfor
atleastnine (9)months;

C. A departmenteorganizatioror changingdepartmenheeds requires the creationaofewor
modified position;

D. (Wageadjustmentequestnly) Therequesis the resultof anon-goingrecruitmentor retention
problem; considerationsnay include extremedifficulty filling a vacancyor excessiveturnover
due toeconomidssues in théwelve (12) monthsprecedinghe request.

The effective dateof any changeswill be the tenth (10" working day after the requestwasreceived
by HumanResources.

No requestfor reclassificationand/orwage adjustmentevaluationshall be consideredf it hasbeen
less thartwo (2) yearssince the lasévaluation othe position oclassification.

IV. PROCEDURE

Request

The requestingDepartmentHead/ElectedOfficial submits the completed Non-Representedlob
Analysis RequestForm to the Chief OperatingOfficer (COO) and Chief BudgetOfficer (CBO). If
approvedihe COO forwardghesignedjob analysisrequesto HumanResource$or analysis.
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Analysis

Human Resources,in collaboration with the Department, will evaluate the job duties and
responsibilitiespertainingto the requestlf it is deemedappropriatea new classification,a new job
title, and/or a wage adjustmentwill be recommendedby the analysis. If the duties and
responsibilitiesfit within an existing classification, Human Resourceswill recommendthat it be
designateds such.

If theHR analysigloesnotresultin abudgetarympact,the changeshallbe processedavithoutthe
need forfurtherapproval.

Budget Approval

If the HR analysisrequiresadditionalmonies,HR, the DH/EO will meetwith the COO and/orCBO
for final approvalof the changeprior to processing.Final approvalwill include the CBO advising
the requestingDH/EO of the budgetaryimpact and discussionof funding availability. In no case
shall a new classification, a reclassification or a wageadjustment resulting in additional monies
be processedwithout the final approval of the COO and the CBO.

Outcomes

New Classification

A new classificationmay be createdvhenthe existingdutiesandresponsibiliies do not fit within an
existingclassification. The newlassificationrmayor maynotresultin achangen pay.

New Title
A newtitle may be appliedto an existingclassificationin orderto reflect changesn the marketor
industry. A newtitle mayor maynotresultin achangen pay.

Reclassification to a lower classification

If a positionis reclassifiedo a lower classification the incumbentemployeeshallbefi Y ated.ii Y 0
rating shall be defined as follows: An employeeshall continueto receive compensatiorat their
currentrate if that rate ishigher than that provided for their new classification/position.The
employeewill be consideredineligible for an increasein pay until an adjustmentin the salary
structureor a promotionto a clasgfication with a highersalaryrangebringsthee mp | o sate@ 6 s
paywithin the establishechngefor the position.

Reclassification to higherclassification

If anindividual positionis reclassified the incumbentemployeeshall be paid at the stepin the new
rangewhich represents dasta 5.12%increasepr atthe minimumstepof the newrange whichever
is greater. The resulting increaseshall not exceedthe maximum step of the new range. The
employeewill receive the next step increasetwelve (12) months after the effective date of the
reclassification.Subsequenstepincreaseshall be at twelve (12) monthintervalsuntil the top step
is achieved.
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WageAdjustments

Positionsmay be adjustedo a highersalary gradebasedon marketand/orinternalequity factorsand
in accordancewith the C o u n CompensatiorPhilosophy. The incumbentemployeeshall retain
their currentstepin the new pay gradeup to a maximumincreaseof ten percent(10%). The typical
adjustmentwill bein the rangeof five to ten (10) percent.The employeewill receivethe next step
increasetwelve (12) monthsafter the effective date of the wage adjustment;and, subsequenstep
increases shalle intwelve (12) monthintervals untilthe top step isichieved.

Appeals

Employeesnay appealby contactingthe HumanResource®irector within ten daysof the outcome.
The appealmustbe in writing and basedon one or more of the following criteria: (A) the selection
of comparablgositionswasnot anaccuratenatchof thei n ¢ u m Ipasition; ansl/or(B) additional
informationis nowavailable thats pertinento theoutcome.

The Human Resourcedirector has the authority to determinethe outcome.The decisionby the
HumanResource®irectoris final.
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NON-REPRESENTED JOB ANALYSISREQUESTFORM

EmployeeName:

Department: Phone:

Classification: PositionNumber(s) Affected:
REASON FOR REQUEST: (PLEASE CHECK THE APPROPRIATE REASON.)

1. ReclassificationThere hasbeena significant (~50%) changein job duties (i.e., different duties, not just a
changein the work-load) sincethe last evaluation -or- the employeehasbeenperforming the work
and hasbeenpaid out of classfor at leastnine (9) months. Pleaseprovide specificdetails of these
changesncluding: What are the new duties and where did thesedutiescomefrom (e.g.,new
program, program changeschangein organizational structure, etc.).

2. Newposition: No classspecificationcurrentlyexiststhatincludesthesgob duties. Pleasgrovideadetailed
job description.Includealist of majorjob responsibilitiesfanktheseresponsibilitiesn orderof priority,
andgive theapproximateercentagef time spentperformingeach.

3. WageAdjustment: Pleaseprovidespecificreasondelow,alongwith detailedsupportdata,asto why a
wageadjustments beingrequestedior example recruitment/retentioproblems.

Comments:

(For additional comments pleaseattach additional sheetsasneeded.)

In additionto theitemslistedabove pleaseprovidethefollowing:
1) Classificaion sought:
2) A detaileddescriptionof job responsibilities.Attach currentclassspecificationgpleasendicateif theclassspecheeddo
beupdated).Ontheattachedlassspecificationpleaseoutline/highlightthedifferencesn yourold classificdion andthe
classificatiorto whichyou areseekingo bereclassified.

3) Datethispositionwaslastreviewed:
4) A currentorganizationathartfor yourdepartmenshowingthe relationshipof this positionto othersin your office.

I havereadthe attachedrequestand supportingdocumentatiorand agreethe enclogd materialsare a fair and accurate
representatiorof thedutiesof this position.

SupervisorSignature: Date:
DH/EO Signature: Date:
Comments:

(For additional comments pleaseattach additional sheetsasneeded.)

OO/CBOSignature: Approvedto Analyze
Date  IDNotApprovedoAnalyze

If notapprovedpleasecomment:

(For additionalcommentspleaseattachadditionalsheet@asneeded.)

If this requesthasbeenapprovedfor analysisby the COO/CBO, pleaseforward the requestand all
supporting documentationto Human Resources.

HR Useonly. Date received; Signatureof Analyst: Date
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120- SALARY PROGRAM

PURPOSE

To maintainan equitable and consister@mpensatioprogram.

SCOPE

This policy appliesto regularpositions,full-time and parttime, exemptand nonexempt,exceptElected
Officials. (Labor agreementsmay vary. See specific labor agreementsn referenceto represented
employees.)

POLICY

Spokane County strives to pay salariess competitive with those in our community and industry,

recognizingindividual effort and contributionto the C o u n sugcéssDeterminationof salarypolicy is

the responsibilityof the Boardof CommissionersHumanResourcefiandle administration.

DEHNITIONS

Job Family. A hierarchyof positionsinvolving work of the samenature butrequiringdifferentlevels of
skill and responsibility.For example AccountingTech, Accountant, Accountinganageretc.

Promotions. A changein statusfor an employeeto a highergradedposition. For salaryadministration
purposes, there are twygpesof promotionsthose within thgob family and those outside theb family.

Salary Level. Eachsalaryrangehasbeenassigned salarylevel. Within this framework,an employee's
salarymay be relatedto performance Employeeswill receivea salarythatis within the rangelimits of
the applicabldevel.

Salary Range. Each position in the County has been placedin a salary range that establisheshe
position in relatiorto otherpositions in therganization.

RangeMinimum . The lowestevel (Step 1)of a SalaryRange.
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RangeMaximum. The uppetimit (Step 7)of a SalaryRange.

AY¥r at Salagv. A 6 Yréateis a specialsalaryrate establishedy the pay plan which entitlesa person
to receive compensatiorat a rate higher than that providedfor in the top step, monthly flat rate, per
annum,daily, or hourly rate for the classification/positionThe employeewill ordinarily be considered
ineligible for an increasein pay until an adjustmentin the salary structure or a promotion to a
classificationwith a higher salaryrangebringsthee mp | o sate & pay within the establishedange
for the position.

Salary or Range Adjustment: Adjustment of the salary range, either up or down, of an entire
classification.Step placementand anniversarydate of eachincumbentof the classificationremainsthe
same.

Salary on Lateral Transfer/Equal Level Positions: Any employeewho transfersirom one department
to anotherin the sameclassificationor anotherclassificationhaving the samesalary range shall be
compensatecht the same step in the salary range as previously received. For purposesof further
increases within the salargnge the anniversarydate shalfemainthe sameas itwashbefore the transfer.

SALARY PROGRAMELEMENTS

A. Each job title within the County is classified into one of the County's classification (class)
specificationsfor salary purposespasedon job qualificatiors, level of responsibility, difficulty,
working conditions, skill, hazard,and amountof supervisionrequiredfor the specific job title. Each
classspecificationis assignedo a particularsalaryor salaryrangeshownon the County'sSalaryRange
Table. Salaryrangesareapprovedy the Boardof Commissioners

B. Salaryreviewsare conducted bifumanResources.

C. Payincreasegmay be contingenton satisfactorywork performance.lf an employee'sdocumented
performanceis less than satisfactory,the Electal Official/DepartmentHead should consult with the
Human ResourcedDepartmentand the CompensatiorPlan documentfor possibleactionsregardinga
delay in a scheduledpay increasefor a stipulatedperiod or until the employee'sob performanceis
satisfacbry.
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D. SalaryAdjustments.

1. Salaryincreases argrantedon theeffectivedate ofthe promaotion.

2. Thedateof promotionestablishes new pay anniversarydateandreview date. (SeePolicy #030
- ReviewPeriod)

3. Salkry on Promotion: Employees must meet the minimum qualifications of the higher
classificationupon promotion.An employeepromotedshall be entitledto receivethe step rate in the
salaryrangeof the newposition as pethe classification and patan.

4. Salary on Demotion: On voluntaryor involuntary demotionghe employeeshall be reducedto an
appropriatesalaryusing theSalaryRangeTableandthe Administrationof the Classificationand Pay
Plan procedures.

5. Salary on Reinstatement:Elected Officials/DepartmentHeads may consider Advance Step
placementor individualswho havepreviouslyworkedfor the Countyin thesameclassification.

LONGEVITY BENEFITS

Employeeswith continuousCounty servicefrom the time of regular full-time employmentare paid a
longevitybenefitcalculated athefollowing:

Continuous Service Monthly Rate
Over 7 years $ 40.00
Over 10 years $ 75.00
Over 15 years $100.00
Over 20 years $150.00
Over 25 years $200.00

The longevity pay shall not apply to:

1. Court Commissioners,
2. Any elected official whose salary is set by the Board of County Coriungss

3El ected officials whose sal aries arariesfst by
Elected Officials, or

4El ected officials whose salaries are set by

* The monthlyrates are applied t8tep 6 ofSalaryRange9dF.
(Res.89-0164,1989; Res.87-1184 8§ 5, 1987; Res.82-0116 AttachmentA (part), 1982; Res.72-590
(part), 1972Res.71-80 (part), 1971Res.67-752 (part), 1967Res.57-4978 1, 1957)
Res. 131073 amended per Res.-0@26
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VIl.  ADVANCED STEPHIRE

A. SALARY UPON ORIGINAL PLACEMENT: SpokaneC o u n praciice requires thathena hiring
is madeto a particularbudgetedoosition, the startingpay shall be at thefirst stepin the salaryrange
applicableto the position as classified. However,that new employeemay be hired at otherthanthe
first step uporapprovalof the HumanResource$HR) Director.

B. THE PROCESS
1. TheDepartmenscreens and offers the applicarposition athe Step 1 posin.
2. If a discussion ensues abaulvancedtepplacementthe departmentorwardsa letterto Human
Resource¢HR) requesting thedvancedstep.The letter will includethe criteriaandresponsdo

the questions listed below.

a. Oneor more of the following primary criteria must be met beforeconsideringan advanced
stepplacement.

PRIMARY CRITERIA
1) Difficulty of Recruitment:A scarcityof applicants thamneetthe employmenstandards.

2) UnusualQualifications:Possessionf knowledge abilities or skills which are necessary
to provide a neededservice and which are unusualin the applicant population and
normallyhavebeen acquirethroughsubstantiakpecialized trainingr experience.

b. If one or more of the primary criteria are met, the following placementcriteria will be
analyzedn recommendingtepplacemenfor a particularcandidate.

1) DoestheDepartmenhavethe moneyneeded in theibudgetto grantthe advancestep?

2) Would grantingthe requestresultin the employeebeing placedin a higher stepthan
existingemployeesvith similar trainingand experience?

3) Would the employeebe earning more than they could have receivedif all their
experiencavaswith SpokaneCounty?

4) lIsit necessaryo hire abovethefirst stepto avoidthe personreceivirg a substantiapay
cut?

5) Would the person accetfite position at lowerrate ofpay?
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3. A HR Analyst reviewsthe information and makesa recommendationThis recommendatioris
forwardedto theHR Director.

4. The HR Director reviews the analysis, the letter and makes a final determination. This
determination islocumentedn writing and senbackto thedepartment.

5. If approvedthe Departmenimakesthe job offer at the approvedadvancedsteplevel, indicating
that the next stepwill be at the completionof the 1,040 hour Review Period (Resolution97-
1056).

6. The Departmentcompletesthe PersonnelAction Form, with the advancedstep approvalletter
attached, antbrwardstheseitemsto HumanResource$or processing.

7. HR processes the forandforwardsit, alongwith a copyof theapprovalletter, toPayroll.

8. Whena currentemployeeis selectedo fill a postedvacancythetwo departmentinvolved will
conferandagreeon a suitabletransferdate. Suchtransfersare expectedto occurwithin two to
four weeksfrom date ofjob acceptance.

C. SUMMARY

1. Everyeffort should bemadeto bringpeople in aGtep 1 othe appropriate salargnge.
2. Advancedsteps should be a rare exception,thetrule.

3. Any deviationsfrom the aboveproceduresnustgo throughthe Board of CountyCommissioners,
thelegislativeauthorityfor wagesand benefits.
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121-Setting Salaries for County Non -Represented Promotions
Scope Nonrepresentecemployees
Definitions:
Interim position: A temporary position where the employee has the full authority and

Policy

responsibilityas thatfound inthehigherlevel position.

Like-kind position: A position requiringhesameknowledge skills and abilities as @acant
higherlevel position.

Promotion: An appointmentof an employeefrom a lower level positionto a higherlevel
position.

Upon promotion,a Countyemployees normally placedat the stepin the salaryrangeof the new positionwhich
providesat leasta 5.12 percentincreasein salary over the previously held position. However, there may be
occasionsvhenit is appropriatdo grantaninternalcandidatean advancedtepplacementj.e., greaterthan5.12
percent.

Procedure

To seekan advancedstep placementfor an internal candidatefor a higher level/promotionalposition, the
following factors should be considered:

1.

Work history: Attention should be givento thec a n d i draviouws éxperienceif the candidatehas
diredaly performedthe work either as a long-term interim or in a like-kind position.Performingin a
position at a lower level, while helpful as preparatiorfor a higherlevel position, is not a substitutefor
direct experience Similarly, performingas a shot term interim (i.e. during periodsof vacationor sick
leave) doesnot provide sufficient evidenceof the ability to performthe full scopeof the higherlevel
duties.

Salaryhistory: The salaryhistory of a candidatein a like-kind positionto the vacan position may be
takeninto consideration.

Recruitmentdifficulties: Evaluationof factorssuchasthe scarcity ofqualified applicantsthe numberof
rejectedjob offers, and the turnover rate for a position may give insight into recruitmentdifficulties.
Consideratiorshouldbe given to recruitmentdifficulties in relationto the availabletrainedlabor force
for the position. For example,anindividual who possesseskills difficult to find in the labor force may
be inhigherdemandand thereforenayrequire additionasalaryconsideration.

Departmenbudget In consideringthe appropriatesalaryaction, attentionshouldbe given to the impact
on the departmentudget. In addition, consideratiorshould be given asto whetherthis salary action
would case internakquityissues and therefore lead to additidmadgetarympacts.

The Human ResourcesDirector must approvethe advancedstep placementwith concurrenceof the Chief
Operations Officeand/orChief BudgetOfficer.

(Resolution: 201604791 6/21/2016)
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130 - SIGN-ON BONUS POLICY

I PURPOSE

To attracthighly competenapplicantdor thoseselectpositionsin which SpokaneCountyhasdifficulty recruiting.

Il. POLICY

SpokaneCountyusessigrnonbonuseto attracthighly competenexternalcandidate$or positionswhichare
difficult to recruitandhire. Thisis arecruitingtool thatis meantto beusedselectivelyandnotregularly.

Thesignon bonusplanis comprisedf thefollowing:

1. Thisbonuswill bepaidin two parts:

a. 50%of thebonuswill be paidonthefirst regularlyscheduleghaydayaftertheapplicantbecomes
SpokaneCountyemployee.

b. Theremaining50%will be paidonthefirst paycheclaftertheemployeecompletegheirfirst year
of servceaswell ashis/herprobationanperiod.

2. If the employeeleavesfor anyreasonprior to oneyearof service,he/sheis not entitledto the remaining
50%bonuspaymennor will he/sheberequiredto paybackanyportionof thebonusalreadyreceived.

3. Theagreemento useasign-onbonusrequiregheuseof thesign-onbonusacceptancéetterwith newhire
signaturdattached).

4, Theamountof the signron-bonusis determinedhroughthe useof this policy andin collaboratiorwith the
HumanResource®irectoror ChiefBudgetOfficer. Thebonusamountis paidoutofthehiringd e par t me nt ¢
budget.

5. Only RegulafrFull Time Benefitted(FLSA) Exemptpositionsareeligible for asign-onbonus. (Exception:
SpokaneCountyS h e r Offfcd ntayguseasignonbonusfor lateralandintermediatdateralcandidates.

6. Bonusesrelimited to thefollowing typesof positions(asdefinedin thejob codetable):

a. ExecutiveandDepartmenteadpositions: upto $10,000
b. Managerpositions: upto $7,000
C. Non-exemptpositions( S h e Office dnky)supto $15,000
1) Up to $15,000 through 12/31/2021. After such date: up to $7,500.

7. Nothingin this policy changeshefl awti Isthtdsof thenonrepresentegositioneligible for asigrnon

bonusnordoesit changepertinenttanguagdoundin thelocalbargainingunit representinghis position.
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Eligibility Standards
In orderto beeligible to useasign-on bonus thefollowing requirementsnustbe met:

1. Thereis ahighdegreeof difficulty recruitinghighly competenapplicantsafterextensiveadvertisingand
salaryanalysis.

2. Thebasesalaryof the positionis competitiveasdeterminedy HumanResources.

3. Thefollowing positionsapprovetheuseof asign-onbonus:HumanResource®irector,CountyOperations

Officer, Chief BudgetOfficer (includingareviewof thedepartmenbudgetfor sufficientmoniesto paythe
bonus)with final approvalfrom the CountyExecutiveOfficer. Exception-- for the SpokaneCountySheriff,

approvalsare:Civil ServiceChiefExaminer ChiefBudgetOfficer andSheriffor designee.

PROCEDURE

1. TheHiring Managerequestsheuseof asign-onbonusfor aneligible position.

2. TheDepartmenHead/Electedfficial approvesheuseof asign-onbonusandagreego
fundthesign-on-bonus.

3. If approvedy the Departmentead/ElectedDfficial, therequesgoesto theHuman
Resource®irector(or ChiefCivil ServiceExaminer)who reviewsthefollowing in makingthedecisionto
approve:

1 Thenumberof applicationgeceived,;
1 Thequality of theapplicants;

1 Theextentof advertisingconducted.

4. If approvedhy theHumanResource®irector (or Chief Civil ServiceExaminer)approvals
mustthenbe obtainedrom the CountyOperationgfficer, the Chief BudgetOfficer (includingareview of the
departmenbudgetfor sufficientmoniesto paythebonus)with final approvalfrom the CountyExecutiveOfficer.
Exception-- for the SpokaneCountySheriff, approvalsare:Civil ServiceChief Examiner Chief BudgetOfficer
andSheriffor desigee.

5. Thenewly hiredemployeemustsignthebonudletter (attached)n orderto receiveanysign
onbonusamount.

TAX CONSIDERATIONS

Signonbonusesretaxableincometo theemployeeandmustbeaddedothee mp | o gompedsatiom theyear

in whichtheyarepaid. All applicablepayrolltaxeswill bededucted.
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Sign-on BonusAcceptanced_etter

[date]

[newhire name]
[address]
[city, state zip]

Dear[newhire]:

We arepleasedo offer you asign-on bonusof $ for thepositionof

. Thisbonuswill be paidin two payments:50% of the bonuswill be
paid on the nextregularlyschedulegay dateafter your first day of employmentvith SpokaneCounty;the remaining50% of
thebonuswill bepaidafteroneyearof Countyserviceandsuccessfutompldion of your probationaryperiod.
Thesign-onbonusis taxable andall applicablepayrolltaxeswill bedeductedor eachpayment.

In the eventthatyou leave Countyemploymentfor any reasonprior to the completionof oneyearof Countyserviceyou will
not be entitled to the remaining50% of the sign-on bonus,nor will you be requiredto pay back any portion of the bonus
alreadyreceived.

Nothing in this letter affectsthe i awti |sfatasof your position or in the eventyour positionis representedy a local
bargainingunit, changeshetermsof thebargainingunit contract.

Sincerely,

[HumanResourceBirector] [Chief ExecutiveOfficer]
CC: Payroll
EmployeePersonnefile

Attachment:Sign-on BonusPolicy

By your signatureyou agreeto thetermsof the SpokaneCountySign-on BonusPolicy (attached).

EmployeeSignature Date
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210- HOURS OF WORK AND PAY PERIODS

PURPOSE

To establishthe hoursof employmentin the County'sbasicworkday andworkweekandto establishpay
periodsand pay daysto administerthe paymentof wages salariesandoverime to complywith Stateand
Federakegulations.

SCOPE

This policy appliesto all employeesat the Courthousecomplex.Other work sites may have different
schedules(Laboragreementmayvary. See specifitaboragreementin referenceo representedmployees.)

POLICY
1. Hoursof Work:

1.

The County'scustomerserviceworkweekis MondaythroughFriday from 8:30a.m.to 5:00 p.m.
with a onehour unpaid lunch period. Different work weeks/houramay be establishedby the
Countyto meetjob assignmentandprovide necessargervices.

Each employee'sElected Official/DepartmentHead or their designeewill advisethe employee
regardingspecificwork week/hours.

A normal working schedulefor regular, full-time employeesconsistsof 37.5 or 40 hourseach
workweek. Alternative work schedulesmay be establishedby the County to meet job
assignmentandprovidenecessargountyservices.

Extra-help, temporary,seasonabnd limited term employeeswill work hoursas specifiedby the
ElectedOfficial/Departmentead.

The Co u n tstanilardvorkweek begins at 12:01 a.m. Sunday and ends at 12:00 a.m. the
following Saturday.Elected Officials/DepartmentHeads or designeemay designatedifferent
standardvorkweeksand hours witlBoardof CountyC o mmi s s gomcurrernces 6

2. Meal Periods and Rest Periods:Employeesshall take one 15 minute break for every four hours

worked. All breaksshall be arrangedso thatthey do not interferewith Countybusinessor serviceto
the public. Breaksshould not be combinedtogetheror with meal petiods. Meal periodsshall be
scheduledby the employee's€lectedOfficial/DepartmentHeador their designee The schedulingof
meal periodsmay vary dependingon departmentvorkload. Meal periodsare unpaidandare usually
one houin length.
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3. Paydays County employeesare paid bi-monthly. If the paydayfalls on a Saturday,Sunday,or a
holiday, paymentshall be madeon the working day immediatelypreceding.No paymentshall be
madeto regularemployee®n otherthanthe establishegaydays.

4. Flex Time: Working other than the regularly scheduleddaily shift where start/finishtimes, break
timesandlunch times canvary but do satisfya full d a ywirk requirementFlex time cansupport
bothwor ke mé s a g e memls. Havever,emphasion approvingflex time shouldreston the
servicewe provideto our customersElectedOfficials/DepartmentHeadsare the approvalauthority
for flex time.

5. Expectations Employeesare expectedto perform work during working hours. Reeiving pay for
time not workedis againstCounty policy andwill be considereddishonestViolations may resultin
discipline. Examplesnclude, butare notlimited to:

Sleepingon job;

Personakrrands obusiness;

Writing checkgto paypersonabills;

Fdsifying time cards/records;

Performingwork for personabusiness oan outsideemployer.

G. Attendance:

1. Punctual, consistentand reliable attendanceis a condition of employment. Each Elected
Official/DepartmentHeadand supervisorareresponsibldor maintaining anaccurateattendance
record ofhis/heremployees.

2. Employeesunableto work or unableto reportto work on time shouldnotify their supervisoras
soonas possible,ordinarily beforethe work day beginsor within 30 minutesof the employee's
usual starting time. If an absencecontinuesbeyondone day, the employeeis responsiblefor
reportingin eachday unlessa known durationis establishedn advancelf the supervisoris
unavailable the employeemay leave a messagewith the Elected Official/DepartmentHead or
designeestatingthe reason fobeinglate orunable to reporfor work.

3. Employeesareexpectedo be at work on time duringinclementweather Non-attendancevill be
countedasabsencdrom work andwill be chargedo personalkholidaytime,accruedvacationor
accruedcomptime, in this order. Elected Officials/DepartmentHeadsmay approvealternative
work schedulesduring inclementweather.If such accruedleave time is not availableto that
employeesuch absence wille withoutpay.

4. In the eventthe Board of Commissionersafter consultationwith the Sheriff, decidesto close
County operationsand directs employeesto go home, all but essentialpersonnelshall be
releasedEach shall be paid for the time off the job. Such pay shall not be chargedagainst
accruedeavetime.
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5. An employeewho is absentwithout authorizationor notification is subjectto discipline, up to
and includingermination.

H. Call Back All employeesare subjectto call back in emergencie®r as neededby the County to
provide necessangervicesto the public. Refusalto respondto a call back groundsfor disciplinary

action. Employeescalledbackto duty will be paidtheir appropriaterate of pay forhoursworked(or
overimerate, ifapplicable).

MAINTENANCE OF PAYROLL RECORDS

The County Auditor keepsthe official payroll records.Eachemployeeshall signify actualhoursworked
by signing a time sheetand submittingit to the Elected Official/DepartmentHead or designee Each
Elected Official/DepartmentHead shall, on a pay period basis,turn in a signedwork recordfor each
departmenemployeenotinghoursworked,overtimeworked,andleavesaken,as applicable.
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211- OVERTIM E: NON-EXEMPT EMPLOYEES

PURPOSE

To provide guidelinesto administerovertimepay to comply with applicablefederaland statewageand
hourregulations.

SCOPE

This policy applies tanonexemptemployee®f SpokaneCounty.(Laboragreementmayvary. See specifitabor
agreementm referencdo representeémployees.)

POLICY

A.

Overtimeworked by non-exemptemployeesnustbe authorizedn advancedy theElectedOfficial or
DepartmentHead.

SpokaneCounty overtime pay policy conformsto overtime provisions of the federal Fair Labor
Standard#\ct (FLSA). Exemptionfrom theseprovisionswill be claimedfor anemployeeonly when
it canclearly be establishedhat the employee'dutiesandresponsibilitieaneetthe requirementgor
suchexemption(SeePdicy No. 110,Exempt/NorexemptEmployeeStatus.)

NonexemptPositions: Employeeswill be paid followinghese principatlements:

1. All employeesworking either a thirty-sevenand one-half (37.5) or forty (40) hour workweek
schedulewill be compensatedt a straighttime rate for hoursworkedup to andincluding forty
(40) hours in avorkweek.

2. Hours worked in excessof forty (40) in a workweek will be compensatedt 1.5 times the
e mp | oreqilaré@te ofpay.

All work performedon any of the approvedCounty-scheduledholidaysis compensatedt the
holidayrate (1.&imesthestraighttime rate)plus thestraighttime rate.

Only hoursworkedwill be usedto calculateovertimepay. Paid or unpaidtime off for holidays,
jury duty, military leave, PTO, vacdion, sick leave or any leave of absencewill not be
considered fothe purposes afalculatingovertime.
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F. Compensatingme off in lieu of overtimepaymentsnaybegranted.

G. Compensatoryime:

1. For nonexemptemployeesentitled to overtime: the Elected Official/DepartmentHead decides
whetherto offer the employeecompensatoryime off in lieu of cashpayment.Overtimeis pre-
approvedon a caseby-case basis by the employee'sElected Official/Department Head or
designeelf the compensatoryime option is exercisedthee mp | o gomgtilheis calculated
the sameas overtime.Maximum accrualsof compensatorytime shall be limited to the same
number of hours as found within a regular work week, either 37.5 or 40 hours for regular
employees.After maximumaccrual overtimecompensatioshallbe paid.

2. Employeesshouldusecompensatoryime within six monthsof whenit wasearnedunlessdoing
so would unduly disrupt County operations.Employeeswill be permittedto use suchtime off
within a reasonable periodfter making the request,unless doing so would unduly disrupt

Countyoperations.
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21217 Time Sheet & Missed Breaks

Purpose

The purpose of this polyds to provide time reporting requiremeatsd procedures for missed breés
all hourly paidemployees of Spokane Countycompliance with the Fair Labor Standards Act and the
Washington State Minimum Wage A@epartment Heads and Elected Officiadsé the discretion to
apply this policy to exempt employees.

Scope
Non-exempt employee@nd exempt employees as designated by department heads or elected officials)

Definitions
Authorized hours Work hours that a manager assignarieemployee

Hours Worked: All hours during which the employee is authorized or required, known or reasonably
believed by the employer to be on duty. Hours attributed to vacation, sick leave, PTO, and unpaid me:s
breaks are not considered hours worked (except undemciaftar agreements). This time shizl

recorded.

Meal Breaks Defined as at least 30 minutes of uninterrupted time. Meal breaks are required for an
employee workingnore tharb hours in a workdgythe meal break must be taken no earlier than 2 hours
into the shift and no later than 5 hours after the beginning of the Emifployers must (1) relieve the
employee of all duty; (2) relinquish control over their activities; (3) permit employees a reasonable
opportunity to take an uninterruptettalbreak;and, (4) not impede or discourage the employee from
doing so.Labor agreements may provide for alternate arrangements.

Nonexempt employee: Employees whose positions do not meet FLSA exemption tests and who are
eligible for overtime.

Overtime Defined as authorized hours worked by an hourlyewempt employee in excess ofHAurs in

a workweekor workweek as otherwise defined by the Washington State Minimum Wage Act and the Fa
Labor Standards Act (FLSA). Overtime is paid at 1.5 time the recatiwof pay. Overtime shdik

recorded accurately onpaper or electronitmesheeandmu st be approved in ad
manager Labor agreements may provide for additional overtime.

Rest Breaks Fifteen (L5) minutes of uninterrupted resme generally taken during the midpoint of-a 4
hour segment of work timéut no later than the end of the third hour of the shifte 15minute rest break
may be taken i n i ncr e mebBxampleswoininhressbreaks arevpemquhoné s ¢
calls, eating a snack, personal conversations, smoke breaks, and whenever there is no work to do
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for a few minutes during a work shifNon-exempt employees are recdrto take rest breaks for every
four hours worked. Employees may be mandated to stay on premises during this time.

Workday. Defined as 7.5 or 8.0 hours of authorized work generally between 8:00 a.m. and 5:00 pm (or
directed).Workday hours may diffedepending upon labor agreement or alternative work schedules.

Workweek Seven consecutive dagenerallybeginning on Sunday and ending on Saturday. The usual
work week period is 37.5 or 40 hou($he workweek may vary for those employees on an aitem
schedule.)

Policy
It is County policy that employees take their rest and meal breaks. Labor contracts may modify how ar
when rest and meal breaks are taken.

Non-exempt employees are required to notify their supervisor imnmediately should theiienissst or

meal break. Whenever possible, employees should receive authorization in advance from the supervis
about the necessity of missing a break. The supervisor will attempt to reschedule the missed break du
the shift or reduce the scheddilghift by 15 minutes. If the supervisor is unable to reschedule the break c
adjust the schedule, the employee will be additionally compensated. For example: an employee works
8-hour shift. They miss their afternoon-frbnute rest break due to woodd. If the supervisor cannot
reschedule the break during that shift or allow the employee to leave work 15 minutes early, an additio
15 minutes wild/ be added to the employeebds tir
language may modifthese provisions.

Procedures

Non-exempt enployeegpaid on an hourly basigill regularlysubmit their time records as directed by their
managers, either online or in hard copy. Time records must show all hours WweFfk&dacation time,

sick time etc, that were incurred for the week. Time records must also note all missed meal and rest
breaks.

Responsibilities
Eachnonexempt hourlyemployee isesponsibldo:
1 Take rest and meal breaks according to this policy (or applicable labor contract).
1 Wherever possible, receive advance authorization to miss a rest or meal break.
1 Notify manageimmediatelyif ameal or rest breails not received. A missed meal or rest break
period must be noted on timecordby the end of the shift
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1 Maintain an accurate daily record on his or her time record of hours worked. All absences from
work schedules should be appropriately recomtsticodedEntries must be made daily on
departmentimecards

1 Plan their work such that it incorporates allotted rest and meal breaks.

Obtain prior approval for any overtime to be made in the workweek.

1 Sign and submit the completed time record in the format required (electronic or paper) to the
manager in the timperiod required for approval.

==

Each managesf nonexempt employeds responsibl¢o:

Review request®r overtime.

Ensuethat all employees maintain accurate time recordsiding any missed breaks
Review/gprowe time records and submit them toypall.

Ensure employees take legally required breaks.

Ensure employees are compensated for missed meal and rest breaks.

Ensure norexempt employees are not working additional unauthorized hours (i.e. starting work
early, leaving work late).

= =4 -4 -4 —a -1

Time Sheet & Missed Breaks i FAQ

>0

>0

: What is the purpose of this policy?

To provide time reporting requirements for all Spokane Countyemempt/hourly paid employees that
are in compliance with the Fair Labor Standards Act and the Washington State Minimum Wage Ac

: To whom does this policy apply?

This policy applies to hourly neexempt employees. Department heads and Elected Officials can
apply it to exempt employees if desired.

: What are the important points of this policy?

(1) It is important forall employees to take rest and meal breaks. (2) Hourly employees are required
notify their supervisor immediately should they miss their rest or meal break. (3) If the missed break
cannot be rescheduled during that shift, or the shift shortened byniiges)ithe amount of break time

mi ssed wi l | be added to the employeebs ti mec
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What information should time cards contain?
Time records should show all hsuwvorked, PTO, vacation time, sick time, etc. that were used in the
week. Also, time records should also note all missed meal and rest breaks.

What if the labor contract differs?
The labor contracts may be more generous but they must, at a minfiollom this policy.

What if a non-exempt employee, on their own, works on the weekend?
If this is without prior authorization, the employee must be paid for that time (including any
overtime) and then coached not to do this again without auitbrorization.
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213- ALTERNATIVE WORK SCHEDULES

l. PURPOSE

To establish guidelines and pasactices tadministeralternativework schedules.

I SCOPE

This policy appliesto employeesin jobs designatedby the Elected Official/DepartmentHead, and
HumanResources(Labor agreementsnay vary. Seespecific labor agreementsn referenceto specific
representeémployees.)

M. GENERALPOLICY

A. At the sole discretion of the Elected Official/Department Head, employeesmay observe work
schedulesvhich differ from SpokaneCounty'snormal work scheduleof five consecutivedays per
week. These schedulesmust be approvedby the Elected Official/DepartmentHead and Human
Resourcegrior to working one ofthese schedules.

B. Employeesin non-exemptpositionswill be paid for overtimeaccordingto federalregulations.For
additionalguidanceregardingthe County'sovertimepay policies,seePolicy No. 110 - Exempt/NoR
exemptEmployeeStatus, andPolicy No. 211 - Overtime: Non-exemptEmployees.

\A POLICY - ALTERNATIVE WORK SCHEDULES

A. Schedule:Employeesmay work alternativework schedulesbasedon the needsof the positionand
the Department.

B. Flex Time: Working other than the regularly scheduleddaily shift where start/finish times, break
timesandlunchtimes canvary but do satisfya full d a ywirk requirementFlex time cansupport
bothwo r k@@ mé s a g e mezdsHda@vever,emphasion approvingflex time shouldreston the
servicewe provide to our customersElectedOfficials/DepartmentHeadsare the approvalauthority
for flex time.

C. JobShare (SeePolicy#215).
D. Percentag&Employees:(SeePolicy#217 and Policyt 215).
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215- JOB SHARE

PURPOSE

To establish guidelines and pasactices tadministerjob sharework schedules.

SCOPE

This policy appliesto employeesin jobs designatedby the Elected Official/DepartmentHead, and
Human Resources.(Labor agreementsmay vary. See specific labor agreementsin referenceto
representeémployees.)

GENERALPOLICY

With approvalof the ElectedOfficial/DepartmentHead, two employeesmay participatein a job share
program, where appropriate.Not all positionslend themselvesto this arrangementJob shae is an
alternativeschedulingprocedurein which two (2) employeesof the samejob classificationsharethe
duties, responsibilitiesand normal work hours of a single, full-time position. At no time will the
combinedregular scheduledwork hours equal more than 100% of a single position of the regular
scheduledwork. County provided benefits will be prorated (Resolution#96:0289) accordingto the
percentagavorked by eachemployee normally fifty percent(50%). The detailsof the programcanbe
obtained fomthe HumanResource®epartment.
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217- PERCENTAGE EMPLOYEES

PURPOSE

To assist and recognize the individual needs of employees outside of the workplace and further recogr
departments may have alternatwerk needs and to provide less than full time employment opportunities
to provide both departments and individuals more flexibility in managing work.

SCOPE
This policy applies to positions identified as qualifiable under the procedure.

POLICY
Percentagemployee: a regular employee who is normally scheduled to work less than full time (37.5/4
hours per week. They shall only be budgeted at 50%, 60% or 80%.

Percentage positions are appropriate in instances where the operational needs of the gffetteehtie
will be adequately served by percentage rather thatiudl positions.

Benefits for percentage employees are generally received orrat@dabasis.

PROCEDURES
1. Probation/Review Periodis based on calendar months from date of hire andespgdjually to
50%, 60% and 80%ercentagemployees: six (6) months for nogpresentegercentage
employees or twelve (12honths for union percentagenployees. Probation/Review Period
may be extended by the Department Head or Elected Official inrodiga with Human
Resources and the pertinent collective bargaining agreement.

2. Step Increase Dates based on calendar months from the date of hire; it is not based upon
hours worked. The initial step increase oc@appgroximatelysix months after hire \h
subsequent step increases occurring every twelve months thereafter.

3. Vacation/PTO/Sick accrualsare prerated based upon the budgeted percentage of the positiol
i.e., 50%, 60% or 80%. Employees may use accrued annual leave and sick leave only for
regularly scheduled work days.

4. Paid Holidaysare prerated and paid based upon the budgeted percentage of the position, i.e
50%, 60% or 80%.

a. A percentagemployee is entitled to holiday pay if the employee would have been
scheduled to work on such a dayt ifiad not been observed as a holidagthe
employee worked their laségularlyscheduled day prior to, and the first scheduled day
after the holiday unless they are excused by the Employer or on authorized paid leave
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b. If a legal holiday occurs on thpercentage mpl oyeeds nor mal day
shall receive an alternatiyaidday offequal to the proated fulttime hourswhich shall
be scheduled with the Department Head or Elected Official adb&taken within the
first 30 days following the holidayf-or example, a 50% employee would receive 4 paid
hours (8hour day/4ehour week) to be used within 30 calendar days.

c. If alegal holiday occurs on@ercentage mpl oyeeds regul arthey =
employee shall receive the number of hours of holiday pay equal to theatpdofult
time hours. For example, a 50% employee would receive 4 paid helosii(8lay/40
hour week) for that holiday.

d I f the empl oyeeds n onclmasimors lmobretdan drantecbimthat
paid holiday, the employee must either work the additional hours or use PTO or vacat
to supplement. For example, a 50% employee normally works 7 hours on the day of
holiday. After receiving 4 hours of holiggay(8-hour day/4ehour week) the
employee must either work the additional 3 hours during that week or use three hours
vacation or PTO.

e. Holidays occurring during a period of vacation or sick leave shall be paid as they occu
and the employee shall niee charged with vacation or sick leave for the holiday.

. Health insurance premium costdor percentagemployees (50%, 60%, 80%) are set at 20% of
the total cost of the monthly premiuior the coverage chosen

. Life Insurance provided by the County willdpaid the same as if a ftline employee.

. Retirement Benefitsshall be provided togrcentagemployees as authorized in rules adopted
by the Washington State Department of Retiren®ygtems.

. Overtime of percentagemployees occurs when hours workedeeds40 hours in an
FLSA work week (Collective bargaining agreements may vary)
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2200 TELECOMMUTING

\A

PURPOSE

To establisha policy and proceduredo encouragewhereappropriatethe useof telecommutingn order
to attract and retain a diverse and talented work force, reduce costs, encourageaffordable traffic
mitigation, improve productivity amongemployeesbetteraddressvork andfamily demandsandfurther
goalsof local, state,and national policies and regulationssuchasthe CleanAir Act andthe Commute
Trip Reductionlaw. SpokaneCounty supportstelecommutingas an alternativework arrangemenand
allows supervisordo implementtelecommutingarrangementsyhereappropriatefor eligible employees.
The participatingemployeeshall alsobe subjectto all applicableprovisionswithin Policy 220 exceptas
maybemodifiedherein.

SCOPE

This policyapplies to:
1 All Elected Officials DepartmenHeads employee®f SpokaneCounty;

DEFINITIONS

A. A Tel e cionngr@ansvorkingoneor moredayseachwork weekfrom homeor otherdesignatedlternative
worksiteinsteadof commutingto acentrallylocatedworksite.

V o | u meaasmployeeshoosdo requeshtelecommutingrrangement.

C e n tLocatédWarksit emanghe SpokaneCountyworksitewherethe

employeewould berequiredto work if theydid nottelecommute.

B. fi
C. i

POLICY

A. ProgramAgreementind Goals.
1. Thetelecommutingpolicy shallsupersede afpirior and/orexistingtelecommutingpolicies.

2. The telecommting policy shall apply to all employees.The application ofthis policy to
represente@mployeesshall be the subjectof collective bargainingbetweenSpokaneCounty and
theexclusivebargainingagentdor thoseemployees.

3. Elected Official/DepartmentHeads are allowed to implement telecommuting arrangements,
where appropriate, for eligible employeesin recognition of the positive personal and
managemenimpacts of such arrangementsjncluding reduced commuter stressand traffic
congestion,and increasedworkplace flexibility. Telecommutingcan both serve the needsof
SpokaneCounty governmentand its clients, and grant a greaterdegreeof personalfreedomto
employees.

4. Thetelecommutingoptionis not anemployeebenefiti it is amanagementight that providesan
alternative meansto fulfill work requirements.Telecommutingis not appropriatefor all
employees.No employesds entitled to, oguaranteedhe opportunity



SpokaneCountyPersonnePolicy Manual

10.

11.

12.

Policy No. 220
June, 2008
Page? of 11

to telecommute Offering the opportunityto work at homeis a managemendption basedon the

discretionof thee mp | o ElectedDSicial, DepartmenHeadand/ordesigneeAne mp | oy e €

participationis strictly voluntary. All telecommutingagreementsnust meetthe criteria in this
policy and may be terminatedat any time by eitherthe employeeor their immediatesupervisor
(althoughit is recommendethattwo weeksnotice begivenif possible).

All departmentsvill incurthe cosfor anyexpenses thegpprovefor telecommutingagreements.

Expensesfor telecommutingagreementgequire the approval of the Elected Official or the
DepartmentHead. The Elected Official/DepartmentHead may allow managers/supervisothe
authority to approve minimal telecommuting expensesand #ould set spending limits
accordingly.

Implementatiorandterminationof telecommutingagreementsvithin individual departmentsvill
be atthe discretion othee mp | o Flected®ficial/DepartmentHeador their designees.

An employeewishing to reques a telecommutingarrangemenshall submita written requestto
their ElectedOfficial/DepartmentHead. A telecommutingarrangemenmust be mutually agreed
uponby theemployeethee mp | o ynmeadiatesupervisorand the Electe®fficial/Department
Head.Any changedo the writtenarrangemeniustalso bedocumentedn writing andapproved
bythee mp | o Flected®fficial/Departmentead.

ElectedOfficial/DepartmentHeadshouldconsultwith Risk ManagemenandISD in advancef
anemployeeaequiresremde access otechnicalsupportin orderto telecommute.

ElectedOfficial/DepartmentHead must setup telecommutingagreementso that they expireon
a routine basis,such as every three or six months (up to a maximumof 12 months).At the
expirationof atelecommutingagreementthe employeewould havethe option to requesenewal
of the arrangementby filling out another telecommutingapplication. This processallows
managementnd employeesto evaluateand adjust telecommutingarrangementso meettheir
workloadneeds.

After an employeebeginsa telecommutingarrangementmanagemenshall conduct periodic
reviewswith the employeeto evaluatethe succes®of the arrangementlt is recommendedhata
first time telecommutemwould be reviewedduring thefirst 45 days,at the endof threemonths at
the end okix monthsand afteroneyear).

Should a conflict arise between two or more employees concerning a telecommuting
arrangementthe e mp | o ¥Elected Gfficial/DepartmentHead or designeeshall have final
authorityto resolvethe matter.
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Employeesmay, at the discretion of their immediate supervisor,be called to work at their
centrally located worksite on their regular telecommutingworkday during their regular work
hours tomeetworkloadrequirements.

If an employeeis telecommutingand during the workdaythey comein to their centrallylocated
worksite, the time travelingfrom thee mp | o jomeobdesignatedalternativework site to the

centrally locatedworksite mustbe treatedasfi j 8 b ttodi§ o b travél,andthee mp | oy e €

travel time mustbe countedas hoursworked and compensatedccordingly.Whenevermossible,
whentelecommutingemployeesare requestedo reportto their centrally locatedworksite, they
shouldbe so notified by the endof the work day prior to the day they areto reportto the central
worksite. In suchcasestravel time betweenhomeandthe centralworksite is treatedasregular
commutingtime and is notounted as houmsorkedandcompensated.

The duties, obligationsand responsibilitiesof an employeewho telecommutesre the sameas
employeestthe centrallylocatedworksite.

A set procedureand schedulefor regular communicationbetweena telecommutingemployee,
staff and customersmust be identified in the telecommutingagreement.Fair Labor Standards
Act (FLSA) exemptemployeesmustindicatethe hoursthey will be availableto be reachedoy
staff and customers. For nonexempt and bargaining unit employees,the telecommutig
agreemenimustindicatethe hoursthe employeewill be onwork statusaswell asbe availableto
be reachedby staff and customers.Supervisorswill also outline specific job assignmentsnd
expectationsof the telecommutingemployee.Work schedulevariations are subjectto Elected
Official/DepartmenHeadapproval.

For nonexemptemployeesoveredby the provisionsof the Fair Labor Standard#\ct, any hours
beyondtheir normalwork schedulemustbe authorizedn advancébythee mp | 0 supervigos.

In orderto utilize sick leaveon a telecommutingvorkday,employeesnustcontactmanagement
accordingto theirdepartmenpolicy/procedure.

Employeeswho telecommuteare expectedto be working at their designatedvork site during
their telecommuting work schedule. Personal leave time normally scheduled during a
telecommutinge mp | o gcbedubedvorkday mustbe arrangedn the samemannerwith their
immediatesupervisomsemployeeatthe centrallyjlocatedworksite.

Employeeson a telecommutingschedulewill continueto accruevacationandsick leavebenefits
at the samerate as an employeewho is not working a telecommutingarrangementor norn
exemptemployeesvho are coveredby the provisionsof the Fair Labor StandardsAct, vacation
and sick leave benefits shall be expendedon an hourfor-hour basis. The telecommuting
e mp | o salargrétisementand benefits alseemainunchanged.
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Telecommutingshall not be usedas a substitutefor dependenor child care. Employeeswho
telecommuteare expectedo makedependenandchild carearrangementduringthe periodthey
will betelecommuting.

Employeeswho telecommutewill be coveredby wo r k eompegsatiorfor all job-related
injuries occurringat their designatedvork site during their definedwork period. The employee
is responsiblefor maintaininga safe and ergonomicworking environment,including the work
area,bathroom,and otherareas thatnay be necessaryfor work during the telecommuting
arrangementWorker écempensatiowill not apply to non job-relatedinjuries that occur at the
designatedvork site. The employeealso remainsresponsibldor injuries to third partiesand/or
membersof the e mp | o family 6rsthe e mp | o premaséssSpokaneCounty will not be
responsiblefor injuries to third partiesor membersof thee mp | o familg that occuron the
empl opremsdss

In the event of a job-related incident, accidentor injury during telecommutinghours, the
employeeshall reportthe incidentto their supervisorand Risk Managementis soonas possible
and follow establishedorocedureso report and investigateworkplace incidents, accidentsor

injuries.

The employeemust allow home office inspectionsconductedby the county if a job-related
incidert, accidenor injury has occurred.

Telecommutingemployeesshall not hold businessmeetingswith internal or external clients,
customer®r colleaguest theirresidence.

Employees shall not conduct any unauthorized external (noncounty) work during ther
telecommutingvork schedule.

The employee shall participate in any countysponsoredtelecommutingand/or technology
trainingas requested ithee mp | 0 sugerriéos.

Theemployeeshall participate in angountyevaluation otelecommuting.

The empbyeeshall enroll and participatein the C o u n ComéngteTrip ReductionProgramby
completingan online calendagachmonthshowingthe daystheytelecommute.

The Information SystemsDepartment,Risk Managemenor Human Resourcesan assistwith
telecomnuting programadviceor consultation talepartments.

B. Telecommutingd:ligibility:

1. An e mp | o wakendust be of a naturethat faceto-face interactionwith internal or
external customersor project workgroupsis minimal and the e mp | o yaskeoarsbe
pefformedsuccessfullyawayfrom the countyworksite.
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2. The needfor specializedmaterialor equipmentin orderto telecommuteshouldbe minimal.
Employeesnterestedn telecommutingrom homemustalreadyhavea safeand ergonomic
homeoffice environmentand the primary materialsand equipmentneededat their homein
orderto telecommute.

3. Characteristicof the employeewill include a demonstrateadonscientiousnesaboutwork
time andproductivity, selfmotivationand ability to work well alone.

4. The employeecommunicate®ffectively with supervisors,co-workers, support staff and
clients.

5. The employeeoperatescomputeror other equipmentindependentlyto the degreethat will
be required tavork from their homeor designatedvork place.

6. Theemployeemustbe currently performingat an overall satisfactorylevel or abovein their
position includingattendance.

C. Hardware Softwareand Supplies:

1. Although the needfor specializedmaterialor equipmentin orderto telecanmuteshouldbe
minimal, the countymay provideequipmenihardwareand softwareand
services(suchastechnicalsupport)if it is approvedin advanceby thee mp | o Eleced s
Official/DepartmenHeador designee.

2. Generaloffice supplies(suchas paperand pens)will be providedby the countyandshould
be obtainedby the employeeat the centrally locatedworksite. Out-of-pocketexpensegor
suppliesnormallyavailable athe centrallfiocatedworksitewill not bereimbursed.

3. Employeeswho telecommutefrom home are subjectto the sameinternal county policies
regardingthe useof countyprovidedequipmenthardwareandsoftware)andservicesasthat
of employeestthe centralliocatedworksite.

4. Employeesvho telecommuteshall not allow anyone gxceptauthorizedcountyemployeesto
use countyequipmen{includinghardwareand softwareandservices.

5. HARDWARE: New or existing personalcomputerequipmentmay be provided on an as
neededbasisto employeeshy the countyif approvedin advanceby theempb y e Elécted
Official/DepartmentHead. Telecommutingexpenseseyond the minimum spendinglimit
must be authorizedin advanceby the Elected Official/DepartmentHead. This equipment
may consistof a personalcomputer,modem and related supplies.All supgies must be
returnedto the county as soonas the telecommutingarrangements no longervalid, if the
equipmentwill nolongerbe neededby the employeeto do their work or if employmentwith
the county is terminated.The county will provide routine mairtenanceand repairs for
county
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equipmentf the equipments returnedto thee mp | o geptralfylscatedworksite. Routine
maintenanceand repairsfor county provided equipmentthat can not be returnedin a cost
effective mannerto the centrallylocatedworksite may be conductedatane mp | o ome 6 s
if it is approvedn advanceby thee mp | o Klected®D8Hicial/DepartmentHeador designee
and isagreeablavith the applicabléechnologysupportstaff person.

Telecommutingemployeesnay usetheir own computerequipment Employeesnay consult
with theird e p a r t IThsuppbrtpersonor the Help Deskfor work relatedassistancdor
their computerat their own risk. The county will not be ableto providetechnicalsupportfor
computeror telecommunicationgquipmentthat is not compatiblewith equipmentthat is
currently supportedby the county. Employeeswill be responsiblefor the maintenanceand
repairor their own equipment.

Office furniture will not be providedto employeesvho telecommute.

SOFTWARE: Employeesmust conformto the ¢ 0 u n sofiw@are standards.Departments
will consultwith ISD to ensurethat the softwareneededconformsto thec o u n gsofiware
policies.

Remoteaccesdo thec o u nnetwdrlanay be providedto the employeeat the discretionof
thee mp | o ElecedOdfficial/DepartmentHead or designee Remoteaccesanay also be
updated periodically to the employee at the discretion of the e mp | o yEkded s
Official/DepartmentHead or designee.lf the ¢ 0 u n temdiesaccess system includes
internetaccessor VPN services,the employeemay only usethe county provided internet
accesr VPN servicesn a mannerconsistenwith that of employeesat the centralljlocated
worksite. Employeeswho telecommuteare subjectto the sameinternal county policies
regardingthe use of county provided equipmentand servicesas that of employeesat the
centrallylocatedworksite.

The county will not purchaseor reimburseemployeesfor the cost of an internet service
provider or internetuse.If the ¢ 0 u n temofesccesssystemincludesinternet accessor
VPN services,the employeemay only use the county provided internet accessor VPN
servicesin a mannerconsistentwith that of employeesat the centrally located worksite.
Employeeswho telecommuteare subjectto the sameinternal county policies regardingthe
useof county providedequipmentand servicesasthat of employeest the centrallylocated
worksite.

The county will not provide or reimburse employes for software that is commercially
available forinstallmenton ane mp | o gess@nécemputerfor personalse.

The county may purchaseor reimburseemployeesfor softwarethat is installedon county
provided equipmentif approvedin advanceby theemgd o y é&lkediedOfficial/Department
Heador designee.
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13. County information storedon ane mp | o0 peesendlsomputermay be subjectto public

disclosurerequirements.

14. Managemenshall retain the right to visit the home office work site during businesshours.

Such visits shall be madewith 24-hour notification from the Elected Official/Department
Head or designee,exceptin the caseof an emergencyFailure to maintain a safe work

environmentor ensuringthat county owned equipmentis securewill terminatean employee
from thetelecommutingprogram.

D. Telephones:

1.

5.

Telephoneequipment(suchas a fax machine)and servicemay be providedon an asneeded
basisto employeedy the countyif approvedn advanceby the ElectedOfficial/Department
Head or designee.All equipment must be returned to the county as soon as the
telecommutingarrangemenis no longervalid, if the equipmentwill no longerbe neededy
the employeeto do their work or employmentwith the county isterminated.The countywill
provide for routine maintenanceand repairs for county equipmentif the equipment is
returnedto thee mp | o geatmlly lecatedworksite. Routine maintenanceand repairsfor
countyprovidedequipmenthat cannot be returned téhe centralljlocatedworksitein a cost
effective mannermay be conductedat ane mp | o koeeifbitsis approvedin advanceby
thee mp | o ynmeadidtesupervisorand isagreeablavith the applicabléechnologysupport
staff person.

The county may reimburse an employeeon a caseby-casebasisfor businessrelatedlong

distancetelephoneexpensesncurred at the e mp | o hame @ndelecommutingdays if

approvedin advanceby thee mp | o Electd Gfficial/Department Head or designee.
Long distancechargesfor remoteaccesso thec o u nretwdrlsare permissiblef approved
in advance by the e mp | o yHeetéds Official/Department Head or designee.
Reimbursemenwill require aritemizedcopyof thee mp | o telepbodesbill.

Telecommutersvill checktheir voice mail messagesr contactthe office on a regularbasis
throughoutthe dayand will return phone callpromptly.

Phonesat the alternatework site will be answeredn a businesdike mannerduring business
hours. Answering machines,if used, will convey an office image during telecommuting
hours.

The countywill notreimburseheemployedor localtelephone calls service.

E. Confidentialinformation:

The employeewill maintainthe confidentiality of county information and documents prevent
unauthorizedaccesgo any countysystemor information,anddisposeof work relateddocuments
in amannetthatwill notjeopardize the interests tife county.
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F. Procedures:
Action by Action
1. Employee 3 Makesawritten requesandsubmitsit to immediate
supervisor.
2. ImmediateSupervisor 3 Reviewsrequest.
3 Maeguest writtenanalysisof work tasksfrom
employee.
3  Malgnyagreemenbr anyequipmenbor service
expensesequested.
3 If agreemenis acceptald, forwardsagreementor

approvatto ElectedOfficial/DepartmentHeador designee.

3. Elected Official/
DepartmentHead 3 D e n igeargseqoipmenbr serviceexpenseslf

G. Responsibilities:

denied providestheimmediatesupervisomritten
explanation ofvhy the expenses amotapproved.

3 Informsemployean writing of denialor grantingof
requesftor telecommuting@rrangemenand
eguipmentandserviceexpenses iapplicable,
includingdate thearrangemenwill beimplemented
and date itill end. If denied providestheemployee
with a written explanation ofhy the requeshas
been denied.

1. Employeesvhotelecommuter plan totelecommutere responsibléor:

a.

b.

Ensuringthat a high level of public serviceis maintained,andthat abusef this

policy donotoccur.

Initiating a written requestif they are interestedn enteringinto a telecommuting
agreement.

Reportingto their immediatesupervisoras early as possibleif they are unableto

work on atelecommutinglay.

Establishingand maintainingan adeaate,safeand ergonomicwork spacein their

home.

Maintaining appropriatecare and security of any county equipmentusedat the

e mp | o yhame.&mployeeswho telecommutefrom home are subjectto the

sameinternal county policies regardingthe use of courty provided equipment
(hardwareand software)and servicesasthat of employeest the centrallylocated
worksite. Employeesshall return all county provided equipmentpromptly upon
completionof their telecommuting agreement.Employees are responsible for

maintenancand repaiof their own equipment.
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f.  Maintaining the confidentiality of county information and documentspreventing
unauthorizedaccesgto any county systemor information, and disposingof work
relatel documentsn amannerthatwill notjeopardize the interests tife county.

g. Any injuries to third parties and/or membersof the e mp | o Yamily @rsthe
e mp | oprameséskiringthee mp | o telecendmsitingvork period.

h. Abiding by all of thetermsof SpokaneC o u n telgconsmutingolicy.

2. ImmediateSupervisorsre responsible for:

a. Ensuringthat a high level of public serviceis maintained,andthat abusef this
policy do notoccur.

b. Reviewingemployeerequestdor telecommutingdenyingrequestsor forwarding
eligible requests to Electédffficial/DepartmentHeador designedor approval.

c. Providing written notice granting or denying requestsand written notice for
termination ofagreementto employees.

d. Communicating to the employee performance expectéions and monitoring
accomplishmenbf those expectations.

e. Abiding by all of thetermsof SpokaneC o u n telgconsmutingpolicy.

3. ElectedOfficial/DepartmentHeador designeeare responsible for:

a. Ensuringthat a high level of public serviceis maintained and that abuse=f this
policy do notoccur.

b. Reviewing employeerequestsfor telecommuting,granting or denying employee
requestandforwarding equipmentand serviceexpenseshat exceedthe minimum
standardsetup by thedepartmentlirectorfor approvato thedepartmentlirector.
If theydenyane mp | o sequesageasonmustbe providedtothee mp | oy e €
supervisorso thesupervisomayforwardthe reason to themployee.

c. Monitoring policy useby immediatesupervisordo insurethat the policy is being
applied consistently.

d. Abiding by all of thetermsof SpokaneC o u n telgconsmutingpolicy.

e. Allowing division, sectionor unit managergo approveminimal telecommuting
expenses based on specific dolilsnit peremployeeperyear.

f. Settingup additional proceduredor division managershouldthe director choose
to reviewor tracktelecommutingagreementsvith theiremployees.

H. Appendices:Agreement
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TELECOMMUTING AGREEMENT
Empl o Name:b s Department:

Super WNanenr 6 s Date:
DepartmentHead/Elected Officiabr designee

Outlined beloware thetermsand conditions foteleworkingasagreedupon bythe participatinggmployeenamed
aboveand his/heDepartmentead/Elected Officiabr designee.
Theemployeeagreego work at the followinglocation:

Theemployeewill telecommute  daysperweek.Belowis acompletework schedule fobothdaysin and out
of the office:

Day Hours Location

Monday

Tuesday

Wednesday

Thursday

Friday

Other

Specialschedulgequirements:

The followingdutiesmustbe performedoy the employeeat the secondaripcation [attach additional
documentatiorif insufficientroom]:

The followingcompanyownedequipmentill be used byheemployeeatthe secondary
location;

The followingpersonallyownedequipmenwwill be used byheemployeeatthe secondary
location:;
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Theemployeewill bereimbursedor the followingcosts:

I, ( s u p e rnameghaveréviewedthe aboveinformationwith

( e mp | omame)priorso his/hemparticipatingin SpokaneC o u n telgconsmuting

program.

Super \Sigmtore: 6 s

Date:

l, ( e mp| mame)haveread and understand tlielecommutind?olicy, andagreeto
abide hyits rules. lalso understand th#tis TelecommutingAgreemaet is notanemploymentontractor an
employmenbenefit. Thisagreemenis beingentered into bynevoluntarily,andmaybeterminatedoy my
supervisoltanytime, for anyreason.

Emp | o gignatdre

Date:

l, (DepartmenDirector or ElectedOfficial), haveread andagreeto the application for
Telecommuting.l also understand th#tis Telecommutingdgreemenis notanemploymentontractor an
employmenbenefit. Thisagreementnaybeterminatedoy meatanytime, for anyreason.

DepartnentHeadOrE| ect e d SiQrature:ci al 0s

Date:
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311- VACATIONS

PURPOSE

To provide a traditional paid-time-off benefitthatwill providea restful breakin yearroundroutine and
supportthe County'sgoalsto attractmotivateand retain qualitgmployees.

SCOPE

This policy applieso eligible employeeof the County.(Laboragreementmayvary. See specifitaboragreements
in referencdo representegémployees.)

POLICY

A. Eachregularfull-time nonrepresentecemployeeaccruesvacationleave as follows (County Code
1.03.051):

Yearsof Employment VacationHoursEarned AnnualDays
0- 4years 1 daypermonth 12days
5- 9years 1v4 dayspermonth 15days
10- 14 years 1%, dayspermonth 18days
15- 20years 1%, dayspermonth 21days
20-25years 2 dayspermonth 24 days
25+yearsor more 2%, dayspermonth 27 days

*Eligible parttime andpercentagemployeesccumulaten apro-ratedbasis.

1. All newemployeesnustsaisfactorily completetheir review periodto be entitledto the use
of vacation leave. Regular parttime employeesand percentageemployeeswill receive
vacationon a pro-ratedbasis.Extra-help, seasonal, antemporaryemployeesare noteligible
for anyvacationbenefits.

2. Each Departmentis responsiblefor schedulingits employees' vacationswithout undue
disruptionof departmenbperationsLeaverequestshouldbe submittedat leasttwo weeks
prior to commencemertf vacationor accordingo the specifidaboragreemenprocedures.

3. An employeehired on or after the 16th day of any month shall not earnvacationleavefor
that month. An employeemust work through the 16th day of any month before vacation
shallbe earned ahevacationleaverate forthatmonth.
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4. Vacationleave may be accumulatedo a total of twice the amountearnedannuallyor to a
maximumamountof 40 working days credit, whicheveris the lesser. When an employee
reacheghe maximumamountof acaumulatedearnedvacationleave,as providedfor in this
section,the employeewill forfeit any additional earnedvacationleave. Becauseof work
scheduling problems, Elected Official/Department Head may request or authorize an
employeeto defer any accumudted vacationthat would be forfeited underthe provisions.
This would be placedin writing and kept on file. Then,the vacationaccrualwould not be
forfeited. This will beverified with the Payroll Sectionannually.

5. Employeedransferringwithin the se\eral offices and Departmentof SpokaneCounty shall
be entitled to transfeaccruedvacationtime to each succeedirgffice or Department.

6. Any employeewho is laid off, dischargedretired, or separatedrom the service of the
employerfor any reasonshdl be compensateth cashfor the unusedvacationaccumulated
at thetime of separation.In the eventthe employees placedon administrativeleavedueto
a disciplinary process,they shall not continueto accruevacationbenefits.In the caseof
deathvacationleavepaymenwill be madeto the estate.

7. Vacationor sick leavetime shall not be chargedagainstan employeetaking military leave
accordingto the provisionsof RCW 38.40.060and Title 38 U.S.C.Chapter43. (SeePolicy
#3161 Military ActivationandTraining.)

8. SpokaneCountyencouragegachfull -time employeeto take an annualvacationas paidtime
off away from work. The County doesnot provide vacation pay unlessvacationtime is
actuallytakenastime off from work, or upon separation.

9. Sickleaveshall not be substitutedor vacationtime so an employeecanbe in a paid status
while takingtime off from work.

\A ELIGIBILITY

A.

Newly hired County employeesdo not accruevacation entitlementduring the review period.
However,atthe completionof this periodvacationaccrualis retroactive to the date hire.

Vacationtime is not earnedduring an unpaidleave of absenceEarningresumesuponreturnto
paid status.

Unused vacation accrual will be paid to employeesupon separationprovided they hawe
completedthe ReviewPeriod(SeePolicy #030). Paywill be computedbasedon the rate of pay
earned upon separation.
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V. SCHEDULING
A. Vacationhoursmay not be accruedfrom yearto yearbeyondthosespecifiedin pamagraphlllA4
above.
B. Selectionof vacationdatesis subjectto approval of the employee'ssupervisor,manager,or

ElectedOfficial/DepartmentHead. The County prefersthat employeedake one vacationperiod
of atleastfive consecutivevorkdays.

C. If a County-paid holiday falls during an employee'ssacation,the holiday will not be countedas
vacationdaytaken.

D. Eachsupervisormanageror Elected Official/Department Head will maintain a department
schedule and record tfe vacationtime takenby eachemgoyee.
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312- HOLIDAYS
. PURPOSE

To providea competitivepaidtime-off benefitto recognizetraditionalholidays.

I SCOPE

This policy appliesto eligible regularemployeeof SpokaneCounty.(Laboragreementsnayvary. See
specific laboragreementsh reference to representetployees.)

M. POLICY

A. Employeedecomeeligible for holidaypayattime of hire.

B. The followingholidaysarerecognizedy the County*:
Holiday DateObserved
New Year'dDay Januaryl
Martin LutherKing Day Third Mondayin January*
PresidentdDay Third Mondayin February
Memorial Day LastMondayin May
Independenc®ay July4
LaborDay First Mondayin September
VeterandDay Novemberll
ThanksgivingDay Fourth Thursdayn November
Day after Thanksgivihg Fourth Fridayin November
ChristmadDay DecembeR5

And anyday sodesignatedsa onetime holiday by the Governorof the Stateof Washingtoror
the Presidenf the United States, pendifpardof CountyCommissioneapproval.

*Somelaboragreementsnay substitutepersonaholidaysfor calendaholidays. Checkspecific
laboragreement.

All personaholidaysmustbe used byhe end othe calendayear,or else theyare forfeited.

C. Countypaid holidayswhich fall on a Saturdaywill be observedon the precedingFriday; paid
holidayswhich fall on aSundaywill be observedn the followingMonday.

D. To be eligible for holiday pay, an employeemust work the last regularly scheduledworkday
precedinghe holiday andthefirst regularlyscheduledvorkdayfollowing the holiday,unlessthe

employeds onanapprovedaidleave.
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An employeewho separate®r commencesan unpaidleave of absenceon the last scheduled
workdayprecedinga holidaywill notreceiveholidaypay.

Non-exemptemployeesequiredto work on a schedulecholiday will be paid oneandonehalf
theirregularrate forhoursworked,in addition to theiregularholidaypay.

An exemptemployeerequiredto work a holidaywill be givenanotherday off at a time mutually
conveniento theemployeeand theCounty,usuallywithin 90 daysfollowing theholiday.

Extra-help, seasonaland temporaryemployeesare not eligible for holiday pay, but will be paid
attheirregularstraighttime rate forhoursworkedon a holiday.

RELIGIOUS HOLIDAYS (SSB 5173): Notwithstanding provisions in Policy #324, and
employeeis entitled to up to two unpaid holidays per calendaryear for a reasonof faith or
conscienceor an organizedactivity conductedunderthe auspicesof a religious denomination,
church or religious organization.The employeemay, with the ElectedOf f i ci al 6 s/ C
H e a digpeoval,take the unpaid day off aslong as; (a) the e mp | o wbsendasould not
imposean unduehardshipon the employer;(b) the emgoyee submitsa written requestat least
two weeksprior to the requestediay (unlessthe employeecandemonstratéhat suchnoticewas
not possibleunderthe circumstances)(c) the employeehasnot alreadyusedtheir two daysin
the calendaryear;.Or (d) the employeeis necessaryo maintainpublic safety,i.e., grantingthe
leave would resultin the shift falling below necessarystaffing levels. A partial day absence
countsas one of the two days. To requestthe useof this day,afi T i -@ftRequesti Unpaid
Religious Ho | i doary must be completedand given to the e mp | o gupervisar. An
employeewishing to be compensatedor the time off shouldfollow the pertinentpolicies and
procedures fousingaccruedPTO/vacatiodeaveor compensatoryime.



http://countyideas/Internal%20Services/Human%20Resources/Document%20Library/Miscellaneous%20Forms%20and%20Information/312-Religious%20Holiday%20Leave%20form.pdf
http://countyideas/Internal%20Services/Human%20Resources/Document%20Library/Miscellaneous%20Forms%20and%20Information/312-Religious%20Holiday%20Leave%20form.pdf
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311- SICK LEAVE

I. PURPOSE

The purpose is to provide protection againsome loss for employees who, because of illness or
accident may be absent from work, need to attend to a family member or need time off from work for
necessary or routine health care.

II. SCOPE

This policy applies to all regular, fulime and partime/percentage employees of Spokane County not
covered by the PTO plan or other leave policies. Collective bargaining agreements may differ.

[ll. DEFINITIONS

Immediate family: Spouse, State Registered Domestic Partner, parenpatept, child (bitogical,
adopted, step or foster) regardless of age or dependency status, brother, sister,
grandparent, grandchild, fathigrlaw, mothesin-law, brothefin-law, sistein-law,
daughteidin-law, sonin-law or a more distant relative if living as a membethef
empl oyeebs i mmediate family.

Accrual Year: January Tthrough December 31
IV. POLICY

A. Employees in paid status for any portion of the month shall earn sick leave at the rate of 7.5 or 8.0
hours per month (based on a fiithe employee status, prated for other weekly schedules) or
as applicable per Federal or State law.

B. Paid sick leave may be used for the following:
1. An employeeds ment al or physical il Il ness, in
2. Preventive care such as a medical, dental or opticairgppents and/or treatment;
3. Care of a family member with an illness, injury, health condition and/or preventive care such
as a medical/dental/optical appointment;
4, Cl osure of the employeebs place of business
public official for any healtfrelated reasons;
5. Exposure to a contagious disease wherthetjob presence of the employee would
jeopardize the health of others.
Use of a legally prescribed prescription drug that impairs job performance or safety.
7. Iftheempl oyee or the employeeds family member i :c
assault, or stalking.

o

C. Authorized use of paid sick leave for domestic violence, sexual assault or stalking includes:
1. Seeking legal or law enforcement assistance or remexd@sstre the health and safety of
employee's and their family members including, but not limited to, preparing for, or
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participating in, any civil or criminal legal proceeding related to or derived from domestic
violence, sexual assault or stalking.

2. Seeking treatment by a health care provider for physical or mental injuries caused by
domestic violence, sexual assault, or stalking.

3. Attending health care treatment for a victim who is the employee's family member.

4. Obtaining, or assisting the employee's family member(s) in obtaining, services from: a
domestic violence shelter; a rape crisis center; or a social services program for relief from
domestic violence, sexual assault or stalking.

5. To obtain, or assist a falmimember in obtaining, mental health counseling related to an
incident of domestic violence, sexual assault or stalking in which the employee or the
employee's family member was a victim of domestic violence, sexual assault or stalking.

6. Participating, fo the employee or for the employee's family member(s), in: safety planning;
or temporary or permanent relocation; or other actions to increase the safety from future
incidents of domestic violence, sexual assault, or stalking.

. At no time, will sick leaveavith the combination of any compensation exceed that which the

employee would have received had they worked a regular workweek.

.Sick |l eave pay for time off when a person is A
authorized and not counted as camgated time.

Employees transferring to other County departments shall have accrued sick leave balance
transferred, see PTO plan, as applicable.

. Employees rehired withithirty [30] days will have their entire accrued sick leave balance
reinstatedEmgoyees rehired aftehirty [30] days but within twelve [12] months will have their
accrued sick leave balance reinstated uprty [40] hours.

. An employee must notify his/her immediate supervisor or Elected Official/Department Head as

soon as reasoniipossible when it is necessary to use sick leave for stated reasons. The County

may require a medical note for leave of more than three (3) days. The County may request a
physiciand6s written release for @®econédogidratyee to
the Countybs expense to determine whether the
mental condition that impairs his/her ability to perform the job.

Any eligible employee who separates from service shall not be compensatedsied sick
leave. Participation in a VEBA may apply, if eligible.

Employees accrue and may use sick leave during ting | o nevéewr pesiod(s).

. The number of sick leave hours available are not intended to establish a guideline for acceptable
attendance

Regular parttime employees may accrue sick leave benefits on-agped basis (50%,
60% or 80%).
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M. Employees may rollover a maximum of 75 sick days ofrpted equivalent.

N. If an employee's absence continuegdnd the period covered by sick leave, the following
remedies apply:

1. Except when State or Feder al l aw dictates i
leave to use, Spokane County will permit the use of compensatory leave first, followed
by vacatbn leave.

2. If all leave options have been exhausted, employees may be placed on leave without pay
status upon approval of the Department Head or Elected Official in conjunction with the
Human Resources Director or designee. Sick leave and vacation acoayabe credited
during this unpaid leave status.

O. Retaliation: Any discrimination or retaliation against an employee for lawful exercise of paid
sick leave rights is not allowed. Employees will not be disciplined for the lawful use of paid sick
leave.

V. EMPLOYEES HIRED PRIOR TO JUNE 1, 1989

Unless the employee selected the LTD plan an employee hired before June 1, 1989, may rollover a
maximum of 180 sick days or prated equivalent. Upon retirement or death, accrued sick leave

will be paid at 50% Pbaccrued leave balan¢max of 130 daysat empl oyee tea f i nal pa
maximum of 65 days)

Please reference Policy XXX for Sick Ledurtra Help/Seasonal Employees.
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314¢ PAID TIME OFF (PTO) PLAN

PURPOSE

The PTO Plan is designed to offer employees flexibility andrsaliagement with their paid time off.

SCOPE
This policy applies regular employees of Spokane County, unless otherwise excluded. It
currently applies to mostly nerepresented emploge Classifications/Labor Groups/Benefits
excluded from the PTO plan include:

Elected Officials Court Commissioners

Judicial Assistants, job code 420504 Official Court Reporters, job codg
420704

LEOFF Employees PERS 1 Employees

Employees not covered/thong Term Disability or those employees/positior

with benefits tied to the above excluded groups

Definitions

1. Catastrophic (CAT) accountmeans a bank of leave hours separate from PTO, created upon
conversion from the standard vacation/sick leave @dTO. The CAT account may be
accessed under specific circumstances, in the case of a severe iliness or injury of the
employee or an immediate family member. Not all employees will have a CAT account.

2. Immediate family means spouse, state registerechéstic partner, parent, stparent, child
(biological, adopted, step or foster) regardless of age or dependency status, sibling,
grandparent, grandchild, father-law, motherin-law, brothefin-law, sistefin-law,
daughtetin-law, sonin-law, oramoredst ant r el ative | iving as
immediate family.

3. Paid Time Off (PTO) accrual yearmeans Januarythrough December 3(for endof-
year rollover purpose).

POLICY
A) PTO Uses

1) PTO may be used for scheduled or unschedaisgnces. $eduled absences
require approval from a supervisor prior to utilization of PTO. Unscheduled
absences require that the employee adhere to appropriate notification
requirements.

a) Scheduled absencfer example: preventative care medical/dental appointments
family functions, recreational activities/vacations) require prior written approval.
Scheduled absence requests should be submitted for approval two (2) weeks prior to




SpokaneCountyPersonnePolicy Manual

Policy No. 314
January 12, 2021
Page2 of 11

absence, or as soon as reasonablyilplessApprovals for scheduled absences are at

the supervisoros discretion based on the
not be unreasonably withheld. In cases of duplicate requests for a scheduled

absence outside an annual bidding process, eplproll be on a first come, first

considered basis. For those departments that follow an annual bidding process,
department seniority shall prevail.

b) Unscheduled absenc@isr example emergencies or calling in before shift due to
an illness or injury oftte employee or immediate family members). The
employee must notify his/her Department Head/Elected Official (or designee) as
soon as reasonably possible, in accordance with department procedures.

2) Employees may use PTO for domestic violence, sexual agsatdtking incidents, including:

a) Seeking legal or law enforcement assistance or remedies to ensure the health
and safety of employeeds and their famil"
to, preparing for, or participating in, any civil or criminal legedceeding
related to or derived from domestic violence, sexual assault or stalking.

b) Seeking treatment by a health care provider for physical or mental injuries caused by
domestic violence, sexual assault, or stalking or attending health care treatnremt fo
GAOGAY K2 Aada (GKS SyLX2eSSQa FlLYAfeé YSYOoSN®
c) Obtaining, or assisting the employeeodos f.
from: a domestic violence shelter; a rape crisis center; or a social services
program for relief from domestic violence, sexualaast or stalking.

d) To obtain, or assist a family member in obtaining, mental health counseling related to an
incident of domestic violence, sexual assault or stalking in which the employee or the
SYLX 28S5SSQa FFYAf& YSYO0SN) dséxdal assafarStdikiny. 2 F R2Y

e) Participating, for the employee or empl
planning; or temporary or permanent relocation; or other actions to increase the
safety from future incidents of domestic violence, sexual assaudilkingt

3) PTO may be used due to closure of the e
school/place of care by order of a public official for any headthted reasons; in the
case of an exposure to a contagious disease whetb@jod presence of the
employee would jeopardize the health of others; when a medical condition requires use
of a legally prescribed prescription drug that impairs job performance or safety.
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B) AccrualRates
1) Accrual of PTO hours are tte following rates:
7.5-hour Rate 8-hour Rate
7.5-hour PT( 8-hour PTO
Per Per MaxHours| MaxHours
Years of Mont Per Year| Month Per Year| Annual Annual
Service h Rollover Rollover
Less than 1 Year 13.125 | 157.50 14.000 168.00 315.00 36.00
1 yearbut less than 2 13.500 | 162.00 14.400 172.80 324.00 345.60
2 years but lessthan3 | 13.875 | 166.50 14.800 177.60 333.00 355.20
3 years but lessthan4 | 14.250 | 171.00 15.200 182.40 342.00 364.80
4 years but lessthan5 | 14.625 | 175.50 15.600 187.20 351.00 374.40
5 years but less than 10| 15.000 | 180.00 16.000 192.00 360.00 384.00
10 yearsut less than 15| 16.875 | 202.50 18.000 216.00 405.00 432.00
15 yearsut less than 20| 18.750 | 225.00 20.000 240.00 450.00 480.00
20 yeardut less than 25| 20.625 247.50 22.000 264.00 495.00 528.00
25 years or more 22.500 | 270.00 24.000 288.00 540.00 576.00

2)

3)

Employees must be in a paid status for any portion of their scheduled work days
during the month to earn credit for PTi@e.

Percentage employees will accrue PTO oncargtedbasis.

4) Accrual rates are based on the following:

a) Current vacation accrual rates

b) 60 hours (for 7.5 hour shift)/64 hours (for 8 hour shift) of sick leave per year

c) One personal holiday (7.5/8 hours) or as designated in the current bargaining

contract

d) A day (7.5/8 hours) designated as a-timee holiday by the Governor of the State of

Washington or the President of the United States will be added to the balance and

used in accordance of the PTO policies. Thetone holiday is not used in
calculatingthe maximum accrual rate.
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C) Requesting PTO Time:

1) Employees can use PTO as it is earned

2) PTO time can be taken in no less than % hour increments

3) There are limited situations in which PTO may not be approved, inglud

a)

b)

c)

Zero-balance account: when PTO and CAT accounts are depleted (CAT account is
considered depleted for this purpose if the CAT account is not accessible because of
short absence). This type of unauthorized absence may result in progressive
discipline €ounseling, oral reprimand, written reprimand, suspension, termination).
Each occurrence (one occurrence can be a number of days when occurrence is an
extended absence) of this type of unauthorized absence will advance to the next
level of discipline unlss stale discipline, utilization of other benefits/programs as
identified in section | (Other Benefits/Programs) or other mitigating circumstances.

Job abandonment: when an employee fails to follow departmental procedures in
notifying his/her supervisor @n absence (for example: leaving work during

assigned shift without notice, failure to report to work without notice, failure to

follow up/update supervisor of ongoing absence). These types of unapproved
absences are consi der bahdjastfy severa distiplimeme n t
(suspension/termination).

Unapproved absences will be without pay

D) Maximum Annual Rollover:

The maximum number of PTO hours an employee may rollover from one PTO accrual year to the
next cannot exceed two (2) times the anhaacrual rate (see accrual rate chart).

E) CAT (Catastrophidccount

1) Employees who have a balance in tHeAT account will have the option of using
CAT hours in lieu of PTO hours for a serious illness or injury of the employee or the
empl oy e e 6 s amilyymemloer, eequiging fan absence of more than five (5)
working days.

2)

3)

Employees must first use a minimum of five (5) working days of B&Qcondition
before accessing their CAT account. The five (5) working days are not required to be
consecutive.

The CAT account is nomenewable and will be established at conversion only.
Additional hours/days cannot be added. Once the CAT account is exhausted, it
cannot be utilized again, except:

of
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a. The CAT accountmaybeeisd f or an L&l covered ill nes
if specific requirements are met. See section | Other benefits/programs, item

4.

4) Employees who have an illness or injury requiring them to be absent for longer than
three (3) working dayper condition, shaild contact Human Resources to discuss
FMLA or other benefits/conditions that may apply as a result of their time off.

Spokane County Risk Management and/or HR may require a release to return to work
for employee medical absences.

F) Annual PTO Cadbut/Incentives

1) Employees must have five (5) years of continuous service in a benefited position with
Spokane County before they request a cagh

2) Employees will have the optiance per calendar yetr cash out hours in their
PTO bank above the required minimbadance of 150 hours (for Ztour shift)
or 160 hours (for $ourshift). Cash out is submitted in ¥ haoerements.

a. Employees who take 37.5 hours (for-hé&ur shift) or 40 hours (for-Bour
shift) of PTO in the prior 12 calendar months may castupub 37.5 hours
(for 7.5-hour shift) or up to 40 houf$or 8-hourshift) percalendar year.

b. Employees who take 75 hours (for-héur shift) or 80 hours (for-Bour shift)
of PTO in the prior 12 calendar months may cash out up to 75 (iourss
hour shift) or up to 80 hour@or 8-hourshift) percalendar year.

3) Employees with direct compensation (wages, longevity, cell phone or other additional
wage items) equal to or more than the current Social Securibp@ddSurvivors, and
Disability Insuance (OASDI) benefit base, are not eligible for a PTO cash out in any
form (cash or deferred compensation). This annual limit is updated yearly by the Social
Security Administration and is referenced at
http://www.socialsecurity.gov/OACT/COLA/cbb.html

4) Employees may select their cash out in one of the two follomethods:

a. Additional money included in thepaycheck.

b. Direct payment to their 457 Deferred Compensation Account. The employee
must be currently enrolled in a Spokane Cowsyggnsored deferred
compensation program. Forms are required to make-&raeecontribution,
contact Human Resources for the necegsapgrwork.

5) Requests to cash out must be submitted in writing bydhef the month for payment
on the 15h payroll. Because accruals occur at the end of each month, absolutely no
cash outs will be made on the last payroll of the month. (See AttaclBnent

G) Separation fromService


http://www.socialsecurity.gov/OACT/COLA/cbb.html
http://www.socialsecurity.gov/OACT/COLA/cbb.html
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1) Upon separation from service for any reason, employees will be cashed out at 100% of
their PTObalanceup to a maximum of the annual rollover (will vary depending upon
each employeeds years of service and respe
a. Employees 60 years of age or older with at least five (5) years of service:
A One week of PTO (37.5 or 40 hours) will be paid out as cash in their final
paycheck
A Remaining PTO will be cashed out at 100% to a VEBA
b. Employees with access to TriCare military coverageho do not meet the
criteria in section fiado, their PTO bal a
paycheck.

2) Upon separation from service for any reason, only employees 55 years of age or older
with 15 years or more of continuous service with Spek@ounty will be cashed out at
25% of their CAT balance to\dEBA.

3) Any gaps in service will be treated as follows: if an employee is rehired/recalled within
12 months (18 months in the case of layoff) and if 25% of CAT has not been paid out,
the CAT account balance will be reinstated. For calculation of years of service for PTO
accruals, years of service will be bridged with prior service aftecall /rehire from
layoffif prior service was at least five years and the recall/rehire was within threse year
of separation. All time in an unpaid status will reduce years of service. If separation
from County is not as a result of layoff, the above treatment for gaps in service will
only apply if rehired within 30 calendar days of separation. a. Because am gnapk 6 s
PTO balance is cashed out upon separation from employment, there are no leave hours,
aside from a CAT account balance (if applicable), to reinstate upon rehire.

H) Other Components of the Program

1) Employees on the PTO Plan are not eligible to receig®oate time to Shardcave.

2) Short Term Disabilit{STD):

a. Employees must use all the PTO / CAT balances before rec&vVing

b. Only employees on PTO are eligible for the S31én.

c. STD has a benefit waiting period of 60 calendar days from the date of the
disability. STD benefits end when Long Term Disability (LTi&gins.

d STD will pay 60% of an employeeds basic
the time they became disabled and provide a monthly STD income payment.
Payroll related taxes and other benedihizibutions (i.e., medical, dental, life
insurance,
retirement) are not deducted from the monthly STD income payment; however,
such payments may be considered taxable income by the IRS. (Consult your tax
advisor)

e. For complete STD plan information and regments, contact Human
Resources.

3) Long Term DisabilitLTD):
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a. Employees must use all the PTO / CAT balances before recéividg

Only employees on PTO are eligible for the Lpan.

c. LTD has a benefit waitingeriod of 180 calendar days from the date of the
disability.

d LTD wi || pay 60% of an employeedbds basic
the time they became disabled and provide a monthly LTD income payment.
Payroll related taxes and other benefit contrdns (i.e., medical, dental, life
insurance, retirement) are not deducted from the monthly LTD income
payment; however, such payments may be considered taxable income by the
IRS. (Consult your tagdvisor)

e. For complete LTD plan information and requirenggmbntact Human
Resources.

c

4) Labor and Industries (L & ) eaves:

a. Employees will have the option of using CAT, PTO, or leave without pay for
approved L & leaves.

b. Employees must first use CAT time if it is available. PTO and CAT hours are
eligible for buylack per Labor & Industries statutes and County policy. If no
CAT hours are available, PTO time or leave without pay maysed.

c. Employees must authorize in writing of their desire to use PTO time as a
buy-back option versus straight tirh@ssoption.

d. Monthly income payment is determined by L & I. Contact the Risk
Management Department for information aeduirements.

5) Family and Medical Leave A¢EMLA):

a. Employees who have a covered illness that will require them to be absent for
three (3) working days donger per condition, are required to contact their
immediate supervisor and Human Resources to apply for FMLA or other
benefits/ conditions (including the CAT account) that may apply as a result of
their time off. Spokane County Risk Management and/oméi require a
release to return to work for employee medatzences.

I) Conversion from Current Plan toPTO
1) Conversion will occur as negotiated and adopted by the Board of County
Commissioners.
2) Vacation hours will be converted hour foour.

3) Sickleavefrm an empl oyeeds current balanee wil/l
hour shift) / 6sours (for an &our shift) in the PTO bank. Remaining sick leave hours
will be placed in a catastrophic (CAT) account.

4) If the combination of vacation, personal daysl, 60/64 hours of sick leave exceeds
the PTO cap, excess PTO will be cashed out down tcathe
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5) Attachment B can be used to compute the converted PTO balance, CAT balance, and
cashoutamount.

J) Conversion fromPTO to Sick Leave/Vacation Leave/Personal Holilelgedule

1) A change in position may require an employee to convert back from the PTO plan, to
the sick leave/vacation leave/personal holiday schedule, if such position is in a group
excluded as identified iA2 from the PTOplan.

2) Conversion back to the sick leave/vacation leave/personal holiday schedule will occur as
follows:

a. The balance of the CAT account will be converted to sick leave. If the CAT
account is zero, then the employee will start with a-ze&ioleavebalance.

b. All PTO hours will be converted teacation.

c. Personal Holiday hours will be added at the beginning of the next cajeratar

d. If vacation hours, after conversion, exceeds the maximum PTO accrual rate
for the employee, the excess PTO w#l cashed out down to theximum.

K) Retaliation

An employer may not discriminate or retaliate against an employee for the lawful use of PTO as it
related to paid sick leave rights.
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ATTACHMENT A
PTO CONVERSION WORKSHEET
Vacation Balance as @fonversiorDate: Hours
Sick Balance as dtonversiorDate: Hours
PTO Bank Formula;
plus equals
Vacation Hours Sick Hours * Beginning PTO
(60 Hours/ 7.5 Rate) Balance

(64 Hours/ 8.0 Rate)
*If beginning balance is less than 60/64, all hours are added to PTO. No CAT account is available.

Catastrophic Account Formula:

minus equals
Sick Hours Balance Sick Hours to Beginning CAT
At Conversion PTO Bank Balance
Cash Out Formula:
See Section For criteria
minus equals
PTOBalance Minimum Required Cash OuHours
Balance Available

(150Hours/ 7.5Rate)
(160 Hours/ 8.0Rate)

times equals

CashOutHours CurrentHourly Gross Cash

Requested Rae Payout
(see section F2)
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ATTACHMENT A.17 Examples of Conversion

Total Leave
Balance as of Conversion PTO Bank Formula CAT After
7.5-hour Employee Vacation Sick  Total | | Vacaion  Sick* Balance A\CcOUNt | |Conversion
Moderate balance of vacation & sicl 186.97 143.50 330.47 186.97 60.00 246.97 83.50 330.47
Low balance of vacation & sick 67.50 22.00 89.50 67.50 22.00 89.50 - 89.50
Low balance of vacation & highck 14.62 234.77 249.39 14.62 60.00 74.62 174.77 249.39
High vacation & low sick balances 248.88 65.80 314.68 248.88 60.00 308.88 5.80 314.68
High balances of vacation & sick 300.00 562.50 862.50 300.00 60.00 360.00 502.50 862.50
8-hour Employee
Moderate balance of vacation & sicl 186.97 143.50 330.47 186.97 64.00 250.97 79.50 330.47
Low balance of vacation & sick 67.50 22.00 89.50 67.50 22.00 89.50 - 89.50
Low balance of vacation & high sick 14.62 234.77 249.39 14.62 64.00 78.62 170.77 249.39
High vacation & low sick balances 248.88 65.80 314.68 248.88 64.00 312.88 1.80 314.68
High balances of vacation & sick 300.00 562.50 862.50 300.00 64.00 364.00 498.50 862.50

* if beginning balance is less than 60 / 64 hoafshours are added to PTO Bank; No CAT is available. Hours over 60 / 64 are deposited in the C
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ATTACHMENT B
REQUEST FOR ANNUAL PTO CASH OUT
15" of the monttpayroll only
PrintedName Department
I request that my PTO bank be cashed outasdhe following Cash Out Formula:
Less equals
PTOBalance Minimum Required Cash Outours
Balance Available
(150Hours/ 7.5Rate)
(160Hours/ 8.0Rate)
times equals
CashOutHours CurrentHourly Gross Cash
Requeted Rate Payout

(see section F2)

In the Form of (see section F4):

Selectone: Additional Funds Included iRaycheck

457 Deferred Compensatiécount
Complete forms to start & stop Deferred Compensation

Signature Date

kkkk kkkkkhkkhkkkkhkkhkhkhkkhhkhkhkhkhkkkhhkhkhkkhkhkhkkhkkhkhkkhkhkkkkkkhkhkkkkkkkkkkhkkkkkkkkkkkk

To Be Completed and Verified by Department Payroll Clerk:

Last Cash Out Hourly Rate(cannotexceedasin ~~ PTO Hours taken within
section G5) last 12 months

Payroll Clerk Payroll Date Date Verified
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315 OTHER LEAVES

l. PURPOSE

To provide a meansfor employeedo securelimited time off whensuchtime is heededor authorized
reasons.

Il. SCOPE
This policyapplies to eligiblemployee®f SpokaneCounty.
M. POLICY

A. JURY DUTY:

1. Any Employee who is called for jury duty shall receive from the County his/her regular pay f
the actual time they are required to be absent from work for such jury duty. Any suchabse
shall not be counted agaihaccumulated sick or annual leave. (Res3@3part), 1973; 685
9 MnXI mMdpccLE

MATERNITY LEAVE:

2. A pregnanemployeds allowed towork as longas she is able to perfortine job, and as long
as her physicianconcurs.Once a pregnantemployeeis no longer able to perform her job,
supportedby astatemenfrom her physician,shewill be placedon StateMaternity Leavefor
the period of time sheis temporarilydisabledbecausef pregnancyand/orchild birth. The
Countymay not be obligatedto pay the benefitsduring any unpaidstatuswhile on maternity
leave.(Accruedvacationandsick leavemustbe usedprior to authorizingleavewithout pay.)

3. COBRA would be offeredandarrangementmustbe madewith payroll to paylife insurance
andretirement. Uponthe bith of the child, theemployeewouldthen be eligible foFMLA.

4. The maternitydisability leaveis not countedagainstFMLA. It is consideredi st a c &na b |
to FMLA leave. The County is responsiblefor maintaining employer medical/dental
contributions whileheemployeds on paid status.

5. Theemployeeshallbe allowedto returnto the samepaosition,or a similar positionof at least
equalpay, if shehastakena leaveof absencdor the actual period of disability relatingto
pregnancyand childbirth.
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B. BEREAVEMENT LEAVE

Bereavement leave entitles a member up to three (3) workipg ofi with pay, not
chargeable to sick leave balance if a member suffers a death of a member of his/k
immediate family as defineblelow. Bereavement leave in the case of a spouse oddishi
allowed up to ten (@) working days

Two additional working days may be authorized if travel time is needeaulfanf-town
funerals. To be considered enfttown, the employee must travel more thareo
hundred and twentfive miles outside of Spokane Coynt

Bereavement leave can be utilized over a six (6) month period after theléidath
employee requires additional bereavement time, they may request additional time off
chargeable to compensagdime, annual leave or PTO.

Immediate family shall be defined as follov&pouse, State Registered Domestic
Partnerparentstepparentchild (biological adopted, step or foster) regardless of@ge
dependencgtatussibling,grandparengrandchild fatheri n-l aw, motherin- law,
brother inlaw, sistefin-law, daughteiin-law, sonin-law or a more distant relative if
living as a member of the employee's immediate family

C. MILITARY SPOUSAL LEAVE
Entitles aremployeewhois the spouse ahilitary personnelto takeup to 15daysunpaidleave
while theirspouse is oteavefrom deploymentpr before and up tdeploymentduringtimesof
military conflict declared byhe Presidentr Congress.

1. Theemployeemustprovideemployerwith notice ofthe intenion totakeleave
within five (5) businesslaysof receivingofficial noticethattheir spousewill beon
leaveor of animpendingcall to activeduty.

2. The employeemay substituteaccruedeavefor any part of the family military leave
and is entitled tgob protection and theamebenefits as undehe statd=amily
LeaveAct.

D. REFERENCES FOR SPECIFIC LEAVE POLICIES:
1. Military Leave - Policy #316
2. Shared_eave - Policy#317
3. Family MedicalLeave - Policy #322
4. LeaveWithoutPay - Policy #324
E. OTHER LEAVES:

Elected Officials andDepartmenHeadsmaygrantotherleaveswithout pay.
(SeePolicy #324- Leavesof AbsenceWithout Pay)
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316 - MILITARY ACTIVATION & TRAINING
. PURPOSE

To establish procedures foandlingmilitary activation ofCountyemployees.

II. SCOPE

This policy appliesto regular County employees,excluding extra help employees,called for military
activation and placed dormal military orders, includinghetwo-weekmilitary training (Summercamp.

. POLICY

A. SpokaneCountysupportsour military Guardand Reservistandwill abideby the legal authority pertaining
to military activation andeemploymentTheserightscan be found in:

1.
2.
3.

RevisedCodeof WashingtonfRCW) 38.40.060

RevisedCodeof Washingon (RCW) 73.16.033

Title 38 U.S.C.,Chapter43, Sections4301 - 4333 - United ServicesEmploymentand Reemployment
Rightsof Personsvho Servein UniformedService(USERRA)

B. Military leaveof absences can be eithgaid orunpaid.

1.
2.

5.

Onpaid status, themployeewill continue to accrue dienefits ashoughtheywereat work.

If in unpaid statusfor more than half the month, the employeewill only accrueUnion seniority and
County longevity benefits,but will not accruevacation, sick, holiday, personalday or compensatory
days.

The employeemayrequesto useanyvacation personaholidaysor compensatorjeavethattheyaccrue
prior to and duringheir military activation ortraining.

Prior to the commencementf military service,the County will allow the employeeto take leaveto
prepare fothe activation/trainingnd/ortravelto military servicelocationas required bjaw.

SpokaneCountywill notrequire anyemployedo usevacation personaholidayor compensatorieave.

C. Military activatedime can becounted towards:

1.
2.
3.

AccruedUnion senioritybenefits such as biddingghts,
AccruedCountylongevitybenefits andepartmenbf RetirementServicecredit, and

STEPSincrease crediior thetime servingin the UniformedServices.



SpokaneCountyPersonnePolicy Manual

Policy#316
July, 2009
Page2 of5

D. The military activatedemployeeis not entitledto retention,preferencepr displacementights over any
person with a superiaiaim. (Title 38U.S.C.,Section 4312)

E. WashingtonSt a 2led@ymilitary activationandtraininglimits coverscalendaryearsperiods(October
151 SeptembeBOth).

F. Any time spentaway from a scheduledworkday for active duty training will be countedas one day
towards the1-daytrainingtime limit.
IV. PROCEDURE
A. EmployeeResponsibilities

1. Notify the employer,in advane writing, unlessprecludedby military necessity,of any annual
inactive duty training (weekenddrills), annualtraining, recall to active duty, or additionaltraining
requirementss determinedand certified in writing by the ServiceSecretarythroughmilitary orders.
Failure to provide notice could resulin a denialof protection of USERRA (Uniformed Services
EmploymentandReemploymen#ct of 1994& 1996)

2. A Countyemployeewhois activated fomilitary servicemust:

a. Providethe employerwith advancewritten notice of military activationunlessfor a shortnotice
military necessity,

b. Within 30 days,or as soonas possible provide official written military ordersto the employer,
and

c. Cooperate with themployerregardingherequirement®f theleaverequest.

3. To be re-employedfor any activation or training consistingof two weeksor longer, a County
employee must submit a letter indicating their request for reemploymentto the Elected
Official/DepartmenHeador the HumanResource®irectorwithin the ollowing time lines:

a. Servedlessthan31 days- Employeemustreportto the employereither on the first day of the
first regularlyscheduledvork periodfollowing completionof service,or i aseonasp o s sif b | €
reportingon thefirst regularlyscheduld work periodis i i mp o srarnrdagomabléhroughno
fault of the returningg mp | oy ee. 0

b. Servedmore than 30 days but lessthan 181 daysi Application for re-employmentmust be
submittedno laterthan l4daysfollowing completionof military serviceoria s soon as
if the failure to make timely applicationis through no fault of the returning employee.For
returningemployeesvhoselength of serviceis morethan30 days,an employermay requirethe
employeeto provide documentatiorthat: (1) the applicationis timely; (2) the leave has not
exceeded théve yearlimit; and (3)the separation fromnilitary servicewasnot disqualifying.

c. Servedmorethan180days- Applicationsfor re.employmenimustbe submittedno later than90
daysfrom completion of military service

d. Notice by disabledpersons Returningemployeesvho are hospitalizedfor war or convalescing
from injuries incurredin or aggravatedy military servicemay apply for re-employmentwithin
two yearsfollowing recoveryfrom such injures.
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Failureto give timely noticei An employedailing to complywith theabovetimelines
shallbe subjecto the conductules, established poli@ndgeneralpractices otheemployer
pursuantto Policy#324i Leaveof AbsencéVithout Pay.

Unlessa statutoryexemptionapplies the employeeexceededhe servicelimitation, orthe person
wasnot entitled toreemploymenbenefits, the Countwill reemploythe employedn a
position ofemploymentin accordance with statutopyiority. (See38 U.S.C.,Sectior4313).

Theemployeamustnotify their ElectedOfficial/DepartmentHeadif theywish to extend their
benefits while on militaryeave/activation bysingtheir accruedvacation personaholiday
and/orcompensatoryime.

B. EmployerProcedures

1.

The EO/DH, or designeeshouldrespondto thee mp | o reguestheoughan agreementetter
for military leave and ask for a copy of the official military orders,unlessthereis a short
notification time or it is not feasibleto respond[i.e.: respondingto eachinactive duty training
(drills)]. Human Resourceswill advise and assistany EO/DH who requestsassistance(See
AttachmentC for anexampléletter)

The EO/DH will forward a copy of this letter alongwith a PersonnelAction (PA) Formto HR
for filing in theC o u n officiél personnetecords.

HR will makeanychangesn payroll status tacoverthis leaveof absence period.

If requestedHR a Statusof Benefitsbriefing/letterto the employeetaking a Military Leave of
Absence.

C. Howto ComputeMilitary Time (Usedon all computations on or after 8/23/99)

1.

In short, military activationtime is computedbasedon scheduledvorkdays. (For examplessee
AttachmentB).

Military time can relate to inactive duty training (drills), active duty/annualtraining, recall to
activeduty, or additionaltraining requirementsleterminecdand certified in writingoy the Service
Secretargthroughmilitary orders.

Any portion of a work day for active duty or active duty training usedwill be computedas an
entreday owar ds 2ljdaymiliarydrainingatiotment.

Military time canbein eitherpaid orunpaidleavestatus.

a. In paid status, a day is counted for eachday the employeewould have beenscheduled
to work and paid for the number of hours that would have beenscheduledfor that day
(7.5, 8, 1012-hour shift).

b. In unpaidstatus,a day is countedfor eachday the employeewould have beenscheduledo
work during the military absence.For example,an emplojee has a military training
obligation for one week, but would havebeenscheduledo work four (4) daysduring that
period,then only thosefour (4) scheduledvork dayswould be countedtowardsthe 21-day
military obligationtime.
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D. How to Process CallUp andReturnto Workfrom a Military Activation

1. The Departmentwould processa Personnelaction (PA) form indicating an Action Code of
fAPLA O and ReasonCode of ALPD. d he remarkssectionsshouldindicate either, iPer RCW
38.40.060employeeis granted up to 21 days of paid leavefor military training annually. 0
orfi Emp | osingvacationaccrual for paid statusentittement, o bothr

2. If the military activationwill be longer than paid status,thena 2" PA form would need to be
completedwith an Action Code of ALOA 0 and ReasonCode of AMIL . & he remarkssection
would indicate,i E mp | stil eremilitary leave of absence.No pay, No benefits. County
longevity and STEPincreasedateswill continue while on military orders. 0

3. If theemployeewantsto continuemedical,dentalandlife insurancecoveragethe employeewill
work with the Benefits Coordinatdo continue these options.

4. Uponreturnfrom military service,afinal PA form will be processedndicatingan Action Code
of ARFL O and a ReasonCode of ARLPO (for Paid Leave)or ARLU G (for Unpaid Leave). The
remarkssectionwould indicate,fiReturn to work from military leave of absence.Employee
back on paid salary and benefit status. Military activation time counts toward County
longevity and STEPincreasedates 0

E. OtherInformationrelated to MilitaryActivation:

1. As with any unpaidleave of absencehe following will ceaseduring this period of absence,
[vacation, sick leave, medical, dental, State retirement, life insurance and deferred
compensation].

2. DependenMedical Coverage:

a. The day military memberis activatedthe memberis coveredthrough the military on all
benefits.

b. Dependent'{spouseand/or children) becomeeligible for COBRA or military coverage

(TriCare) at the start of an unpaid leave of absence(See AttachmentD on dependent
medicalcoverage.)

F. Group Life Insurancecoverage(employees& dependentsjor memberson extendedmilitary
activation.

a. Employeesmaybeeligible for up to $50,000in-groupterminsuranceunderthe federalSGLI
program.

b. If theemployeaeturns to Countgmploymentjnsurancecoveraganaybe reinstated.
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G. Employeecoveragenvouldend as ofhe date themployeebeginsfull-time activeduty.

4 Attachments

CommonlyAskedQuestions
Examplesof ComputingTime
ExampleMilitary Activation Agreement
Medical Options forFamilies

COow>
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Attachment A
MILITARY LEAVE OF ABSENCES
COMMONLY ASKED QUESTIONS

1) Doesthee mp | o ysemidiity within the crew and/or union continue while he is on active duty?

Answer: Yes, Thee mp | o yWei@n &eniority and County seniority continues while on active duty.

2) Does the employee continue to accrue sick and vacation while on active duty?

Answer: No, the employee continues to accrue vacation and sick leave only while in paid status.

3) Doesthee mp | o y@estél and Health insurance benefit continue?

Answer: No, the e mp | o ymedicalsand dental premiums continue while they are in paid status only. When
the employee moves to unpaid status, COBRA (Consolidated Omnibus Budget Reconciliation Act) will be offered
which requires the employee to pay the medical coverage cost at 102% of the County's rate. COBRA coverage is
for a maximum of 24 months. Another option is for the employee to utilize the military hospital for TriCare which
would also allow family members to use the military hospital.

4) Since the employee could be working for the Armed Forces for an extended period of time, would a
physical be required prior to his return?

Answer: No. A physical will not be required when the employee returns to County employment. However, if
the employee was hurt while on military activation, a Fitness for Duty evaluation may be required.

5) What will be the return to work date after military activation? Is there a grace period before returning
to work?

Answer: Yes, there is a grace period if the active duty is greater than 30 days. Otherwise, the report to work
date is the next regularly scheduled work day after military duty. If military duty is between 30-180 days, the grace
period is 14 days. If the military duty is greater than 180 days, the grace period is 90 days.

6) What happens if the employee does not show up after the grace period has expired?

Answer: The County will consider the employment relationship to have ended with the employee voluntarily
resigning.

7) Do | have to grant vacation leave to the employee if he requests it prior to his return?

Answer: Yes. The employer has to grant any vacation leave requested prior to military activation or any
vacation leave that the employee has accrued prior to the commencement of the military activation. For example,
if the employee had 30 days vacation accrued on the books, he could request this time be added to the time
allowed by the County (21 training days). While in paid status, the employee will continue to accrue vacation and
sick leave and can also use this accrued time while on military leave.

8) What do | do about his Job Performance Appraisals?

Answer: Regarding the appraisal, Management can either complete it prior to military duty for the rating
period or can wait until the e mp | o yret@rd Jhis is the s u p e r v call. df rthee semployee has pending
discipline or a Corrective Action Plan, it would probably be advisable to complete the appraisal prior to the military
activation.

9) It is my understanding, as per our local union contract, that the employee will receive 21 days paid
Military leave per Washington State law. Where does this payroll money come from?
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Answer: Any military activation is not planned or appropriated for through the C o u n tbydgesing process.
The work section should absorb the cost in their budget since the County budgets a y e a waditk of pay for each
employee.

10) Will the expenditure for the employ e e @@acement, if needed, come out of the Se c t i ludg@t® If
so, does this require Commissioner approval?

Answer: Any replacement worker (Extra-help, limited term, etc.) will come out of your Section's approved
annual budget. Work with your Human Resources Point of Contact, to see what best works for your situation. HR
will work with you in getting this worked through Position Control (the Budget Office). The Commissioners will not
get involved unless you are asking for new monies outside of your approved budget.

11) What if the employee does not have sufficient vacation time accrued to cover the leave request?

Answer: The employee can only request the time available on the books. In some cases, there might be
required travel time prior to the military activation and the County would need to accommodate the employee for
any travel to get to his reporting station. If the employee doesn't have vacation time accrued, then this time would
be granted in a leave absence without pay status.

For other questions that might arise on a military activation issue, contact Human Resources or Civil Law.
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Attachment B

EXAMPLES OF HOW TO COMPUTE MILITARY ACTIVATION TIME

Examplesd A ¢ B andd Caieall employeesf SpokaneCounty,a public governmentalnit subjectto RCW
38.40.060. Thesefive areall membersof the samemilitary reserveunit, andall five havebeenorderedto attend
a periodof activeduty training. They arerequiredto reportto a military baseat 8:00 p.m. on Sunday January 3,
1999. They havevarying jobs andwidely varying work schedulesTherefore asillustratedbelow, they will end
theweekof military trainingwith differentbalances omilitary leave.

Example 6 A @Working5 - 7.5 or8 hourdaysperweek)

0 Awvjorks a standardwork weekfrom MondaythroughFriday. The active duty assignmenmeansthat 6 Awill
not be ableto reportfor Countywork on January4,5,6,7, or 8. Thus,6 Awill usefive daysof military leave,
and will have balanceof 16 days for possble use later in 1999. Since 6 Ai8 not requiredto work on the
weekendsp Adbes noneed to use militarleavefor Januarys, 9 orl0.

Example 6 B @Working4 - 10 hourdaysperweek)

0 Bwviork four daysper week,MondaythroughThursday,10 hoursper day. The active duty training will require
0 Bté missfour daysof Countywork i January 34, 5, and6. Therefore 6 Bwill usefour daysof military leave
andwill havea balanceof 17 daysat the end of the week. Note that, 6 Aa@nhd6 Babie both full-time employees
working 40 hours peweek,their varyingschedules resuih use ofmilitary leavein differentways.

Example6 C @ercentag&mployee)

6 Cunlike 6 Aaimndd B wobks only halftime 1 four hoursperday fromMondaythroughFriday. For purposs of
military leave,however,6 Candd Adiein exactlythe samesituation.6 Criustusefive daysof leaveto attend
the militarytraining, and willhavea balance 016 daysremainingfor future use.

NOTE: Examplesextracted fromthe Attorng Generalof Wa s h i n @QpiniomLétter,
A Mi | {PukdicEynployees ProperCalculation ofMilitary L e t tFebr3, 18699.
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Attachment C

[ Emp | d\grneep 6 s [Date}
[ Emp | dHpneeAdilress]

SUBJ: MILITARY ACTIVATION FOR[Emp | o yName) s

This letter acknowledgeshat you informed the County that you are leaving for active military training (and/oractive duty)
from [StartDate]for upto [ #] days. A copyof your military ordersis onfile in your personnetecords.

Your pre-activation leavefor [Include requestedates] isapproved.[For Military TravelRequirement©nly: If you do not
haveanadequat@acationleavebalanceo coveryour traveltime, thenyou will beon leavewithoutpay.]

Whenyou military activationbeginsyou will be placedon a military leave of absencewith the Countyin [Paid or Unpaid]
Status.

[For active Military Training Only: Basedon RCW 38.40.060- Military Leave,you are entitled to 21 days of military
training pay for the active training you will have from [Include dates].The County will haveyou in paid statusthese
continuously from thestartof your military activationuntil the paymentsare completed.]If for any reasonyou do not attend
the military training or your military activaton is shorterthanyou were paid, you are responsiblefor notifying the Human
Resource®irector. If youareoverpaidfor anyreasonit is your obligationto repayanyoverpayments.

During the time you aregetting Countypayyou will bein aMilitary Leave - Paid Status As long asyou arein paid status
for morethan half the monthyou will continueto accruevacationand sick leave,longevity and senioritytime, medicaland
dental benefits,along with PERSretirement. Oncethe paid statusendsyou will be placedon Military Leave - Unpaid
status During the unpaidleave status,your vacationand sick leave balanceswill be frozen and ceaseto accrue,but the
frozen balancewill remainin your accountto be accessiblevhenyou returnto work. Your medicaland dentalbenefitswill
stopbut will be reinstateduponyour returnto work. (If your last paid dateis beforethe 17" of the month,your medicaland
dentalbenefitswill stop at the end of that month. However, if your last paid dateis the 17" of the month or later, your
benefitswill stop the end of the following month) During your military activation, your County longevity and Union
senioritywill continueto accrue.

The C o u n Benéfits Coordinatorwill be notifying our third party administratorfor medical plansto sendyou and you
family membersnformationon COBRA (ConsolidatedOmnibusBudgetReconciliationAct) if your military time will take
you beyondanyCountypaidmedical/dentatoverage.

You mustapply for reemployment at SpokaneCount after separatiorfrom active duty, andreturnto Countyemployment
within  days[SeeparagraphVA2 abovefor times] after your military separation.This canbe donethrougha letter sent to
the Human ResourcedDirector. This letter should arrive in advance of your return so the Departmenthastime to work
replacemenissues.In thisreemploymentetterpleasendicate:

1. Whenyourmilitary leavecompletes?

2. Whenyouwould like to returnto work?

3. Whatpositionyou left whenyou wereactivated?

4. Pleasedateandsigntheletter.
Along with the reapplicationletter you must provide a copy of your honorabledischargeyeportof separationcertificateof
satisfactoryservice or otherproof of havingsatisfactorilycompletedyour service. (RCW73.16.035)

fi Aperson who fails to report or apply for reemploymentwithin the appropriateperiod specified shall be subjectto the
conductrules, establishedolicy, and generalpracticesof the employerpertainingto disciplinewith respecto absencdrom
scheduled work. (Title 38, Chap 43Sect4312)

Title 38, Chapterd3, Section4312- Reemployment Rightsf Personavho Servein the UniformedServicesstateshat,fi s h a | |
not entitle suchpersonto retention,preferencepr displacementights over any personwith a sugerior c | a iThis means
thatyou cannotdisplaceanemployeevho hasseniorityrightsoveryou.
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PERS RETIREMENT: You cancountyour military activationtime toward your PERSretirement.To qualify for this, you
will haveto returnto work with SpokaneCountyand pay your membercontributionsfor the time you were on active military
status. This payment musbe made tathe Departmendf RetirementSystem(DRS)fi p r to retirementor five yearsfrom the
time you resumeemploymentwhichevercomeds i r (FERSPIa62 MembersHandbook, pagh, Feb1997)

| wishyou all thebestin your military endeavors.

Sincerely,

[Name& Title]

AcknowledgedReceipt

[ Emp | dNgneek 6 s Date

CC: PersonneFile
Employee
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Attachment D
MEDICAL OPTION FOR FAMILIES
ACTIVATED MILITARY MEMBERS

Since military activationis a leave of absencgrom County employmenton the date military activationcommencesand
employeegoesinto i u n p statudndedicalbenefitswill end attheendof thefollowing month.

NOTE: Employeeanay electto extendbenefitsthroughthe useof vacationleave,personaholidaysand/orcompensatory
timethatis accruedprior to andduringmilitary activation.

Also, the military medicalprogramscover the activatedmember. To help you makedecisionsfor thea c t i vfantilyor 6 s
membersthefollowing optionsareavailablefor you.

OPTION #1 - COBRA

1. Priorto commencingnilitary duty, contacthe HR BenefitsCoordinatorassoonaspossible.
2. Your optionsunderCOBRA (ConsolidateddmnibusBudgetReconciliationAct) will beexplained.
1 Medical coveragecan be continuedfor 24 monthsfor 102% of the C o u n prgndiusn. This rate varies
dependingnthe planandnumberof dependentsovered.

OPTION #2 - USING TriCare (Military Coverage)

1. After the activatedmemberis processedat the Military PersonnelFlight and has a military identification card and
military orders,the membercango to the TriCare Office (Room 107A at the Fairchild Hospital) and registerthe family
for TriCare(Champusgoverage.Dependingnthelengthof activation,coveraggrogramsrary.

1 Activatedlessthat30days = No Benefits

1 Activated30- 179days = TriCareStandardr Extraareavailable.
I TriCareStandarcdhas80/20coveragda20%co-pay)
1 TriCareExtrahasan85/15coveragda 15%co-pay)

1 Activated179dayor more = TriCarePrime

1 EveryTriCarerecipientneedadvancepprovalprior to seeingadoctor.

2. Manyof thedoctasonthePremergroviderlist couldbeontheTriCareproviderlist.
3. GroupHealthrecipientsmayberequiredto paythebill up front andthenfile aclaimfor reimbursemenwith TriCare.

NOTE: TriCarerecipientanayusethe FairchildHospitalPharmacyandgettheir prescriptions
filled for FREEIf themedicineis in stock.
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317 - SHARED LEAVE

. PURPOSE
To establish procedure faandlingrequests foEhared_eave.
I. SCOPE
This policyapplies to alfegularCountyemployees.
Ill. GOVERNINGDOCTRINE
CountyResolution#98-0631
IV. POLICY

It is the policy of the Countyto permitemployeeqrepresentedind nonrepresentedfo donatevacationtime
to a coworker who is suffering from a severeor extraordinarynonjob relatedillness or who has a
spouse/dependentr any other relative living in the home suffering from a severeor extraordinaryillness,
injury or otherimpairmentas determinedby the SharedLeave Committee,andis out of vacationtime and
sick leave and who will immediatelygo on leavewithout pay or terminateemployment.There shall be no
retroactive applications afonatedeave.

V. PROCEDURES

A. OccasionallyCounty employeesor their spouse/dependent(gy other relativesliving in the home
contracta catastrophidliness or sustaina disablinginjury, wherebythe employeeexhaustsis/herleave
balancesOften co-workerswho have substantialleave balanceswish to donatesomeof their leaveto
theseemployeesleavesharingis themechanisnio accommodatéothgroups.

B. Eligibility to ReceiveShared_eave:

1. An employeemay receiveleaveunderthis programif the employeesuffersfrom anillness, nonjob
relatedinjury or impairment,or who has a spousedependenbr other relative living in the home
sufferingfrom a severeor extraordinaryillness, injury or otherimpairmentwhich hascausedor is
likely to causethe employeeto go on leave without pay or which may causethe employeeto be
terminatedrom Countyemployment.

2. Requestdo receiveleave sharingbenefit shall be submittedto the Director of Human Resources
Department.The Human Resourceirector or designeemay approvethe requestor convenea
committee comprised of one (1) employee from the Human ResourcesDepartment,one (1)
managemenemployeeand o (1) nonmanagement



SpokaneCountyPersonnePolicy Manual

Policy #317
April, 2015
Page2 of 6

employeefrom anotherdepartmentone (1) employeerepresentinga Council of Unions and, asa
nonvoting member,the County OccupationalHealth Nurses. The committee memberswill be
appointedoy the HumanResource®irectorand will servefor a one (1)yeartermin orderto provide
consistencyn the decisionmakingprocesslf the requesters in a bargainingunit, a memberof their
union may be present.The decisionof the committeeshall be final; however,if the decisionof the
committee is to deny the request,the requesterhas the right to petition the committee for
reconsideration. The decisiontbe committeeshallnotbe subjecto thegrievanceprocedure.

An employeemust have exhaustechis or her sick leave and vacationtime beforereceivingshared
leave.

An employeereceivingthe sharedeavebenefitmusthaveabidedby the County'spoliciesrespecting
sickleave.

An employeereceivingthe leavesharingbenefitshall receiveno morethan a total of 2,000hoursof
suchleaveduringthe course ofiis orheremploymentvith the County.

Theemployee'positionmustbe one inwhichvacationand sicdeavecan be accrued and used.
Theemployeamustbe eligible to useacationtime and sickeavetime.

The committeeshall also approveleavesharingbenefitsfor fi a f ¢ aerneetisas prescribedby the
attendingphysician.

C. LeaveTransferenc®rocess

1.

2.

An employeewishing to receivesharedeaveshall submita written requesto the HumanResources
Director and attacha statemenfrom his/her physicianverifying the severeor extraordinarynature
and expecteddurationof the condition. A union representativer any other personmay submitthe
requesbn behalfof theemployee.

The Human ResourcesDepartmentwill, after the requestis approved, notify the employee's
departmenthead and requestthe departmentheadto communicatethe e mp | o wligilailiy sfor

leave sharingto other employeesin that departmentEmployeesmay requestthat the departmen
headcommunicatehe status with othatepartments.

D. DonatingLeave

1.

Employeeswishing to donate leave shall send the Donation of Vacation form to the Human
Resource®epartmenfor processing.
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2. All leavedonatedunder the leave sharingprogramshall be in full hour incrementsNo difference
will be madebetweenthe salarylevel of the donorandthe recipient. The minimum amountof time
for donation is fou(4) hours.

3. An employeemay donateto an individual(s) a maximum of eighty (80) hoursvacationtime in a
calendaryear. The recipientemployeecan retain up to forty (40) hours of sick leave after he/she
returnsto work. The Countywill acceptall donatedeave,butwill returnunusedeaveto the donator.
All donatons will be entered as sid&avein the recipients account.

4. Donations ofvacationtime maynotbringt h e dvacationbélaice beloviorty (40) hours.

5. All donationsof leaveshallbe strictly voluntaryandconfidentialandshall be doneon the donationof
Vacation forma copyof which is attached. The donsinall designatehe recipient.

6. Noemployeeshallbe coerced, threatened, intimidatedfioanciallyinduced into donatintpave.

7. Onceleavehasbeendonated,t becomeghe recipient'sleavéd regardessof any changesdn his/her
employmenstatus.

Administration:

The HumanResource®epartmenshalladministetthe LeaveSharingProgram.

Long TermDisability:

1. At thetime Shared_eaveis requested,ong Term Disability mustbe requested concurrentfy
a. The reason foBhared_eaveis forane mp | o pes@néhwedicalcondition.

b. Shared.eavewheninitially requested, wilbe for90 daysor more.

2. Long Term Disability mustbe appliedfor at the time requestdor extensionsof SharedLeavewill,
whencombined total 90 daysor more.

3. The employeemustnot be receivingtime-loss paymentsasa resultof an onthejob injury or iliness
or receivinglong-termdisability payments.

4. In theeventLong TermDisability is denied Shared_eavemaycontinue in accatance with theerms
of the plan.

5. In no eventshall an employeereceivemore moneythan what they would receiveif they had been
working by combinationof anybenefitplans.
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6. The employeemust provide timely information and periodic medical verification necessaryor the
processingf the LTD applicationand continuationof eligibility to receiveShared_eave.Failureto
do so could resulh the discontinuation dhared_eavepayments.
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Request for Sharetleaveform
Instructions: If youdesireto receiveSharedLeave,pleasecompletethis form and
sendit to Human Resourcegor processing.Thank you.

I, [print name] amrequestingshared_eave.
Department:
Datesfor which| 6reguestingShared_eave: to

(StartDate) (EndDate)

In makingthisrequest:

1) | confirmthatmy leavebalancegvacation sick,compensatoryime, personaholidays)areor will be exhaustecs

of theabovestartdate.

2) | confirmthatwithin thepasttwelve (12) monthsl havenotbeenat StepFive of the Sick LeaveReviewProcess.

3) | confirmthatl will useanydonatedsharedeavefor a severeor extraordinarynonjob relatedilinessor to carefor a

relativeliving in my homewho suffersfrom a severeor extraordinaryillness,injury or impairment.

4) | 6 attachedstatementrom my physician/providethatshowsl sufferfrom anillnessor injury or amcaringfor a

relativein my homethatsuffersfrom anillnessor injury (see#3 above).

Confirmedby:

Signaturgof employeeor representative) Date

Please senthis completedorm to Human Resources,
for processing.
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LeaveSharing DonationForm
Instructions: If youwishto donatevacationleaveto anotheremployeepleasecompletehisformin its entirety; signand
sendit to HumanResource$or processing.Only vacationleavemaybedonated not sickleaveor PTOleave. Donations
canbemadein assmallas¥z hourincrementdut no lessthanfour (4) hour blocksof vacationtime. Thankyoufor
donating!

Donation:
| herebyagreeto donate hoursof my vacationtime to:
Reci pNamamt 6 s Re c i pDepanrhedts

| acknowledgéhefollowing:
1 Thisisavoluntarydonation;
1  Subtractinghisdonationwill notreducemy vacationbalancebelow40hours.

~ ~

| havepreviouslydonatedsacationleaveto this or otheremployeesdn thiscalendayear: I Yes I No
PrintNameof Donor Last4 digitsof D 0 n oSodakSecurityNumber
Signatureof Donor D o n oDeparsment

Iinformation on this form is CONFIDENTIAL. |

Date

Approved:

HumanResources

DistributionafterApproval:
Original: Au d i Paymolld s
Copy: HumanResource®epartment
Copy: D o n oDegagmentaPayrollClerk
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318- PAID SICK LEAVE-EXTRA HELP AND SEASONAL EMPLOYEES

I. PURPOSE

Paid sick leave is available for employees to care for their health and the health of their family membel

[I. SCOPE:

Applies to all Extra HelmndSeasonal Employees

[ll. DEFINITION

Immediate familySpouse, State Registered Domestic Partner, parenpatept, child (biological,

adopted, step or foster) regardless of age or dependency status, sibling, grandparehildgfatitzrin-

law, motherin-law, brothesin-law, sisterin-law, daughtein-law, sonin-law or a more distant relative if

l iving as a member of the employeebs I mmedi at

ExtraHelp Employees: Works to cover peak or emergency workloads and ngoessation relief.

Seasnal Employee: Works at specific times of year or on special projects to meet departmental needs.

Paid Sick Leavéccrual year: January*through December 3(for endof-year rollover purpose).

IV. POLICY

A. Effective January 12018, Extra Help/Seasdrnamployee shall accrue .025 of sick per hour worked.
There is no cap on the number of paid sick leave hours that may be accrued in a year.

B. Paid sick leave may be used for the following:

8. An emp !l oy e ephysicalnileesst ijary or leealth condition

9. Preventive care such as a medical, dental or optical appointments and/or treatment;

10. Care of a family member with an illness, injury, health condition and/or preventive care such as .
31medical/dental/opticappointment;

11.Closue of t he eenpdfoyredisnedsacor childds schoo
official for any healthrelated reasons;

12.Exposure to a contagious disease wherthetjob presence of the employee would jeopardize the
healthof others.

13.Use of degally prescribed presiption drug that impairs job performance or safety.

141 f the employee or the employeeds family me
or stalking.

C. Authorized use of paid sick leave for domestic violence, sexgallior stalking inclues:

7. Seeking legal or law enforcement assistance or remedies to ensure the health and safety of
employee's and their family membeassvictimsincluding, but not limied to, preparing for, or
participating in, any civil or crimindegal proceeding related or derived from domestic violence,
sexual assault or stalking.

8. Seeking treatment by a health care provider for physical or mental injuries caused by domestic
violence, sexual assault, or stalking.

9. Attending health care treatmigfor a victim who ishie employee's family member.
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10. Obtaining, or assisting the employee's family member(s) in obtaining, services from:stidome
violence shelter; a rape crisis center; or a social sergroggam for relief fronrdomestic violence,
sexual assault or stalking.

11.To obtain, or assist a family member in obtaining, mental health counseling related to an incider
domestic violene, sexual assault or stalking in which the employee or the engddgaenily
member was gictim of domestic violence, sexual assault or stalking.

12. Participating, for the employee or for the employee's family member(s), in: safety planning; or
temporary opermanent relocation; or other actions to increase the safatyfiitare incidents of
domestic violence, sexual assault, or stalking.

.Sick |l eave pay for time off when a person is

and not counted as compensated time.

. Paid sick leave begins to accrue at thet staemployment. You wilbe provided with afEmployee

Paid Sick Leav@lotificationat the start of employment. It contains information regarding: authorized

use of paid sick | eave, Spokane Countyods, pai

eligibility for use,and information about retaliation.

. At the endof the paid sick leavaccrualyear unused paid sick leave balances of 40 hours or less will

carry over to the following year.

. Employees are eligible to use accrued paid sick leawal@ddadays after stéing their employment.

1. If an employee is rehed within 12 months of separation, the employee will not be required to
wait another 90 days to use the accrued paid sick leave if the employee met that requiremen
during the previouperiod of employment. in employee did not meet the-88y requiremein
for the use of paid sick leave prior to separation, the previous period of time the employee
worked for Spokane County will count towards the 90 days for purposes of determining the
empl oyeeds usdpaidsichlealei t y t o

. An employee must notifiis/lher immediate supervisor or Elected Official/Department Head as soon

reasonably possible when it is necessary to use sick leave for stated reasons. The County may rec

medcal note for leave of nre than three (3) days.

Employees can use pasitk leave in increments of fifteen [15] minutes.

Paid sick | eave hours wil!/ be compenoetimed at

rates, where applicable.

. Paid sickleave hours will not caut towards the calculation of overtime.

. Therewill be no payment in lieu of unused sick leave upon termination for any reason.

. Employees will be notified of their paid sick leave balances each month opdlestukincluding:

1. Accrued paid sick leaversse the last notification

2. Used paid sick leave since the last notification

3. Current balance of paid sick leave available for use

. If an employee separates from employment, there will not be a financial or other reimburseheent to |

employee for accruednused paid sick leave at the time of separation.

. Extra help/seasonal employees rehired by Spokane County within twelve [12] months of separation

have theiunusedsick leave balance reinstated up to a maximum of forty (d@sh



SpokaneCountyPersonnePolicy Manual

Policy No. 318
Jaruary 2018
Page3 of 3

P. Retaliation: Any discrimination or retaliation against an employee for lawful exercise of paid sick le:
rights is not allowed. Employees will not be disciplined for the lawful use of paid sick leave.

Thispolicy does not applytcounty regular employees who are benefited and covered under Policy No.
313 Sick Leave or 314 Paid Time Off Plan (PTO) PLAN.
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322- FAMILY AND MEDICAL LEAVE ACT (FMLA)

PURPOSE

To enalte employeedo receiveup to twelve weeksaway from work within any twelve month periodto
attendto specifiedfamily and medicalneedswith job protectionand no loss of accumulatedservicein
compliancewith Federalaw.

To allow eligible employeedMilitary Family Leave(Qualifying ExigencyLeaveandMilitary Caregiver
Leave)asprovidedby the NationaDefenseAuthorizationAct (NDAA).

a. Quialifying ExigencyLeaveallows eligibleemployeesvhosecovered
servicemembelis amemberof the NationalGuardor Reserveso take

up to thenormal12 weeksof leavebecause ofanff Qu al i f yi ng
Exi gencyo.

b. Military CaregivelLeaveallows eligibleemployeesvhosecovered
servicemembelis a currenmemberof the RegularArmedForces,
NationalGuardor Reserveso takeup to 26weeksof leaveto care fora
coveredservicememberwith a serious injuryr iliness incurred in the
line of duty on activeduty.

SCOPE

A.

FMLA

Applies to all employeeswho have worked for the County for at least twelve months and
workedatleast1,250 hours durinthetwelve monthsprecedingheleave.

Qualifying Exigencyl eavefor Military Family Leave
Appliesto all employeesvho areeligible for FMLA with a spouse, child grarenton activeduty
or called toactivedutyin the NationalGuardor Reserves.

Military Caregivel_eavefor Serioudliness/Injuryof a Veteran

Applies to allemployeesvho are eligible fol-MLA with a spouse, sordaughter parentor next
of kin of acoveredservicemembemwhois a currenmemberof theregularArmed Forces,
NationalGuardor Reserves.

POLICY

A.

FMLA

Eligible employeesnaybegrantedup totwelveweeksof unpaidleaveperyearfor (See
Resolution93-1028):
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Newborn, placementof foster or newly adopted children:

Eligible employeesmay requesta leave of absenceo provide care for a child following the
child's birth, adoption,or foster placementin the employee'shome. This leave must be taken
within ayearafterthe child is born, adopted pfaced in theemplo/ee'shome.

lliness ofa family member:
Employeesnayrequest leaveof absence tprovidecare fora child, parenbr spouse
who has aserious healthcondition.

lliness ofan employee:
Employeesnayalso requestleaveof absence itheyare unable tavork due totheir own
serious healthcondition.

Earnedvacation and sick leave benefits may be usedto supplementpay while on a family
andmedicalleaveof absence No loss ofsenioritywill occurwhile theemployeds on FMLA
leave,however senioritywill notbe accrued duringny unpaid status.

Employeesnustpay theirportion ofthe cosof their grouphealth insurancpremiumsyoluntary
life insuranceandFSA 125premiumswhile onFMLA leaveof absence.

B. Qualifying ExigencylLeave
Eligible employes maytakeup to thenormal12 weeksof leavebecause oany i Qu al i f yi n
Exigencybo.

C. Military Caregiver_eave
Eligible employeesnaytake up to 26 weeksof leaveto carefor a coveredservicememberon a
permember perinjury basis as defined e act. Unlike otherforms of FMLA leave,the
12 month period beginson the first day the employeetakesleavefor this purposeand ends12
monthsthereafter.

V. DEFINITIONS
A. Child: Anyone under 18 yearswho is the employee'shiological, adopted, or foster child,
stepchild, legal ward, legally dependentadult. This may also include a child for whom the
employeehasday-to-dayresponsibility.

B. Parent: Biologicd, foster or adoptive parents,stepparents,legal guardians,or someonewho
playsor hasplayedthe role ofparent, butloes noincludeparentsin-law.

C. Spouse:A legal maritalrelationshiprecognizedunderstate law.

D. Serious Health ConditionAn iliness, injuryjmpairmentor physicalor mentalcondition
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seriousenoughto involve hospitalization,in-patient care in a residentialhealth care facility,
continuing treatment or supervision by a health care provider. The county may require
appropriatemedicalcertification beforea leaveis granted.In someinstancesa secondor third
medicalopinionmayalso be required.

E. Eligible Employee:An employeewho hasworkedfor the Countyfor at leasttwelve monthsand
workedatleast 1,250 hours duringetwelve monthsprecedingheleave.

F. Qualifying Exigenciesi(1) shortnotice deployment;(2) military eventsand related activitieg3)
childcareand schoolactivities; (4) financial andlegal arrangementgs) counséng; (6) restand
recuperation7) postdeploymentactivities; (8) additionalactivities agreedto by the employer
andthe employee.This applies tdamilies of NationalGuardor Reserveservicemembersnot to
families of servicemembersn theRegularArmedForces.

V. PROCEDURE

A. Application andCommencement:

1. A Family and Medical Leave of Absenceform must be completedby the employee
requestingamily andmedicalleaveof absence ansubmittedto themanager,
Elected Official, or DepartmentHead (forwarded to Human Resources}hirty (30) days
prior to the commencementate,exceptwhere medicalcondiions makesucha requirement
impossible.Otherwise,the County will designatesaid leave as FMLA leave and ask that
appropriate medical documentationbe provided within 15 days of notification. If the
employeeis incapacitated then family memberor friend canprovide the information
requested.

2. Employeeghat have paid time availablehavethe option of running FMLA simultaneously
with paid leave or consectively after the paid leave expires. The employeemust submita
written notice to their manager,Elected Official, or DepartmentHead regardingif they
intend to_run accruedFMLA leave after the expirationof any accruedpaid leave.Medical
certification must be providedto Human Resource®nce FMLA protectionis requestedIt
will notbe appliedetraactively.

3. When thdeaveis to care fola sickchild, parenr spouse, the requestiegiployee must
submita lettersignedby a physicianthatstates:

@ the dhte the illness azonditionbegan;

(b) the probable duration dfie condition;

(© the estimatedime theemployeewill need to care fahefamily member;

and

(d) a statementhatthe illness ocondition requires the participation &f

family member.

4. When thdeawis for plannedmedicaltreatmentthe employeaemustattemptwhere
possible to schedule tiieeamentso as noto disruptCountyoperations.
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5. Whentheleaveis for theemployeethe enployeemustsubmitappropriatemedical
certification. The certification includesformationfrom the physicianon the
beginningdate ofthe illness oinjury, probable duration arestimatedrequencyof

absence.

6. When leave is either approvedor disapproed, Human Resourceswill issue a written
responseoutlining the conditions of said leave. [See attached letter - Responseto
Emp | o Rexeesia Family& MedicalLeaveAct.]

7. When leave is approved,the departmentwill initiate a PersonnelAction form and
forwardit to HumanResources.

VI. REINSTATEMENT

1. Uponreturn fromafamily andmedicalleaveof absence, themployeewill be
reinstated in the followingriority of positionreassignment:

First: Prior position ifavailable.
Next: An equivalentposiion for which theemployeds qualified.

2. Employeeson leave must notify their supervisor,manager or ElectedOfficial/Department
Headat least2 daysprior to end of leaveto inform the County of availability to returnto
work. The County may requireapgopriate medicalcertification beforean employeereturns

to work.

3. An employee'sfailure to return from leave on the scheduleddate of return, will be
considered aoluntaryresignation.

V. EXCEPTION

If the employeeon leave of absences a salariedemployeeand is amongthe highestpaid ten percentof
County employeediving within 75 miles of the County, and keepingthe job openfor the employeewould
result in substantialeconomicinjury to the County, reinstatemento the position may be denied. The
employeanaybegivenan opportunityto return towork in a differentjob.



SpokaneCourty PersonnePolicy Manual

USE OF FAMILY AND MEDICAL LEAVE ACT OF 1993HAS CHANGED!

Enclosedpleasefind information pertainingto the Family and Medical Leave Act of 1993 (FMLA),
which took effecton August6, 1993 andimplementedoy SpokaneCountyBoardof Commissionersn
August24, 1993 (Res.93-1028). To assistyou with compliancel am forwardingto you summarysheet
to beretainedwithin thedepartmenasspecific questionare raised

Pleasenotethatthe FMLA policy number322 hasbeenrevised.In arecentdecisionfrom the 9" Circuit
Courtof Appealswe seea dramaticchangen ane mp | o nglet to designatdime off asFMLA leave.
Underthisc o u mterpretationof the FMLA, whetherto takeFMLA leavefor a qualifying eventis the
e mp | o ypmiandasd employeescan use paid time now and save their FMLA leave for later.
Employeescannotapply for FMLA retroactively.All the forms havebeenupdatedrecentlyaswell and
follow this summary.

| hope this summary is helpful to you. Pleasedo not hesitateto contactthe Human Resources
Departmentf we canassistyou further.
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A SUMMARY OF THE FEDERAL FAMILY LEAVE LAW

1. Whois aneligible employee?

Onlyfiel i gmbpll egaregedifieéd to useFMLA. An eligible employeeis onewho hasbeenemployedfor
atleast12 monthsandworkedat least1,250 hours duringhe previoustwelve months.Any employeewho works
morethan 24 hours pexeekfor 52 weeksof theyearwould qualify.

2. Towhatleavearethe eligible employeentitled?

Eligible employeesareentitledto a total of 12 work weeksof leaveduring any 12-monthperiodfor oneor more
of the followingreasons:

a.

Birth of a sonor daughterof the employeeandin orderto carefor suchsonor daughter(herein
calledfi ¢ hi The term.i s cond a u g hneansadbiological, adopied, or foster child, a
stepchild,a legalward, or a child of a personstandingin loco parentis(in placeof the parent),if
that child is under18 yearsof ageor 18 yearsof ageor older andincapableof selfcarebecause
of amentalor physicaldisablity;

Becausef the placementf a child with theemployedor adoption offostercare;

In orderto carefor the spousechild or parentof the employee,f suchspousechild or parent
hasa serious health condition. The tefinp a r reansadbiologicd parentof anemployeeor an
individual who stoodin place of the parentto that employeewhen that employeewas a child.
Therefore,if Johnis the employeeandJ o h fatbesbecomesseriouslyill, Johnis entitledto the
leave. However,J o h wife $also County employee)would not be entitledto leaveto carefor
Johnés father;

A serioushealth condition makesthe employeeunableto perform the functions of his or her
position. Thetermi s e r heathcso n d i i thed\et meansanillness,injury, imparment or
physical or mental condition that involves in-patient carein a hospital, hospice,or residential
medical care facility, or continuing treatmentby a health care provider. Hopefully, the
regulationswill make clear what the term fi ¢ 0 n t itreatnéninby a healthcarep r o v i
meansWe do notbelievethe Act is intended taovergeneralilinesses which require a fevisits
to the doctoand a periof recovery such achickenpox.

3. How does thalepartmentmeasurethe twelvemonth period?

An eligible employeeis entitledto take up to 12 weeksof FMLA leavein fi a A2rmonthp e r i Galdulations
are basedon a rolling 12-month period measuredoackwad from the first day of the new leave period an

employeeis requesting Eachtime an employeetakesFMLA leavethe remainingleaveentitlementwould be any
balanceof the 12 weekswhich hasnot beenusedduring the immediatelyprecedingl2 months.For exanple, if

an employeehastaken 8 weeksas of July 2013 then they have 4 more weeksavailableto use until time is

reinstated in Jul014.

4. How soondoes theemployeédhaveto takethe leave?

The employeemusttake the leavefor the birth or placementf a child beforethe end of the 12-month period
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beginningon the date of suchbirth or placement.For example,an employeewhosedaughtens born April 10,
2014 could notvait until April 15, 2015 tdaketheleave.

5. Must all the leavebetakenat once?

The leaverelatedto the birth or placemenbf a child generallymay not be takenintermittently or on a reduced
leave scheduleunlessthe employeeand the employeragreeotherwise Leavesfor care of a spouse,child or
parentwho hasa serioushealthcondtion or becauséhe employeehasa serioushealthconditionmay be taken
intermittently or on a reducedleave schedulewhen medically necessaryThe amountof leave availableto the
employeds reduced onlypy theleaveactuallytaken.

6. Doesthe employerhaveto payfor the leave?

The employerdoesnot haveto pay for the leave. If the employeeis an exemptemployeeunderthe Fair Labor
StandardsAct, the provision of unpaidleave doesnot changethe e mp | o gtatusfios that of an exempt
employedo thatof a nonexemptemployee.

7. Do my employeesiaveto givemeany notice of their leave?

Whenthe leaveis for a birth or adoptionandis foreseeablethe employeemust provide the employerwith not
lessthan30d a ynstige beforethe dateof leaveis to beginof thee mp | o intendodte takethe leaveunless

the date of the birth or placementrequiresleaveto beginin lessthan 30 days,underwhich circumstanceshe
employeemust provide such notice as soonas possible. Adoption placementsften do not allow for 30d ay s 6
notice becauseof the uncertaintyas to when a child will be available.The probablebirth date of a child is
generallyknown well enoughin advanceto allow for 30 d a yretice. However, if the child should arrive
prematurelythe employeeneed onlygive asmuchnotice as is practicable.

Whenthe leaveis necessarnpecausehe employeehasa serioushealth condition or must carefor a qualified
personandthe leaveis foreseeabldaseduponplannedmedicaltreatmentthe employeemust makea reasonable
effort to schedulehe treatmentso asnot to disruptthe operationsof the employer,subjectto the approvalof the
healthcareprovider,and provide the employerwith not lessthan30d a ynstiée,beforethe datethe leaveis to
begin, of thee mp | o intentich ® take leave unlessthe date of the treatmentrequiresleaveto beginin less
than 30 days,underwhich circumstanceshe employeemustprovide suchnoticeasis practicable. For example,
if the employeeneedselective surgery and, with the healthcarep r o v i appovad the surgery can be
performedmore than 30 days after the employeefinds out the surgeryis necessarythe employeemustmakean
effort to schedulethe operationmore than 30 dayslater. The health care provider will always havethe final
decision as to whetherprocedure areatmentan bedelayedor anylengthof time.

8. | haveseveralmarried couplesin my work force. Do they both get 12 weekof
leave?

If ahusbandandwife areemployedby thesane employer the aggregatewumberof workweeksof leaveto which
both are entitled may be limited to 12 work weeksduring any 12-monthperiodif the leaveis takenfor the birth
or placementof a child or to carefor a sick parent.However,eachof themwould be eligible for 12 weeksof
leavefor their own serious health condition to care forthe seious health condition i spouse ochild.



























































































































































































































































































































































































































































































































































































































































































