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Welcome 
 
 

Welcome to the Spokane County government team. It 

is the desire of the Board of County Commissioners 

that your employment as a County employee is a 

positive event in your life. As professionals, our 

friends and neighbors entrust us with the responsibility 

to provide the highest quality service at the lowest 

possible cost. The maximum level of performance and 

dedication can only be attained by employees of high 

moral character, who are respected and enjoy their 

work. We, your Commissioners, are dedicated to 

supporting all employees and creating an atmosphere 

that allows you to be professional ambassadors who 

will set the precedent for all other counties to follow. 

 
The Board of County Commissioners 

Spokane County, 

Washington State 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



NOTICE  

Application and Revision of 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 EMPL OYMENT  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 

MA NUAL  SHOULD NOT BE CONSIDERED AS THE TOTAL  AND COMPLETE  

STATEMENT  OF PERSONNEL POLICY FOR SPOKANE  COUNTY. 

 

 
 

As policies and benefits are revised, changes will  be communicated to you through standard 

communication channels.  Advance notice may not always be possible. 

 
If  you have any questions or wish to have further information about any particular guideline 

in this manual, please contact the Human Resources Department. 

This policy manual supersedes all previous manuals, letters, memoranda, and 

understandings. 

If  a conflict occurs between this policy manual and a previously approved resolution, the 

Board of County Commissioners will  review and decide on County policy. This manual will  

either be updated or the resolution will  be rescinded. 

 

 
 

 

 

 

 

 
The County recognizes the provisions and requirements of R.C.W. 41.56 with  respect 

to wages, hours and working conditions. No County policy or procedure will  add to, 

delete from or modify any valid and effective 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  service rul es, federal or state laws, regulation 

and/or rules, and/or Collective Bargaining Agreements, the rules, laws, regulations or 

labor agreements will govern. 

NATURE OF EMPLOYMENT 

UNLESS SPECIFIC RIGHTS ARE GRANTED IN EMPLOYMENT  AGREEMENTS, 

LABOR  AGREEMENTS, OR CIVIL  SERVICE  RULES, ALL  EMPL OYEES  OF 

THE COUNTY ARE  CONSIDERED ñAT-WILL.ò 



EMPLOYEE  ACKNOWLEDGEMENT  

 

 

I UNDERSTAND THAT IT IS MY RESPONSIBILITY TO REVIEW AND BECOME 

FAMILIAR  WITH THE SPOKANE COUNTY POLICY AND PROCEDURE MANUAL  

WHICH IS ACCESSIBLE ANYTIME  WITHIN MY DEPARTMENT OR ON THE 

COUNTYôS COMPUTER NETWORK AND TO HAVE ANY QUESTIONS CLARIFIED 

WITH MY IMMEDIATE  SUPERVISOR OR THE HUMAN RESOURCES 

DEPARTMENT REGARDING THE DISCLAIMERS OR THE MANUAL.  

 

I ACKNOWLEDGE THAT I HAVE READ AND UNDERSTAND THE DISCLAIMERS 

REGARDING THE SPOKANE COUNTY POLICY AND PROCEDURE MANUAL.  

 

I 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 ACCESS ALL  FORMS OF COMMUNICATIONS OF COUNTY EQUIPMENT. 

 

I UNDERSTAND THAT THIS MANUAL  DOES NOT CONSTITUTE AN 

EMPLOYMENT CONTRACT. 
 

 

 

 
   

Employee Signature Date 

 

 

 
 

Employee Name (Print) 
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010 - DEFINITIONS OF EMPLOYMENT STATUS 
 
 

I. PURPOSE 

 
To help provide uniformity and equity in applying personnel policies and benefits. 

 
II. SCOPE 

 
These definitions apply to all locations in Spokane County.  Some labor contracts may have varying 

definitions.  See specific labor contracts. 

 

III.  POLICY 

 
Spokane County maintains standard definitions of employment status and classifies employees for 

purposes of personnel administration and related payroll transactions according to the following 

definitions: 

 

A. EMPLOYMENT DEFINITIONS:  
 

At-will:  Spokane County is an at-will  employer County. This means either the employee or 

employer is free to terminate the employment relationship at any time, with or without reason, 

advance notice, or warning. This may vary depending on the labor contract agreement or Civil  

Service rule. 

Exempt: Any position designated by Spokane County as exempt while using the Fair Labor 

Standards Act (FLSA) overtime provisions tests. These employees are not entitled to receive 

overtime compensation. 

Non-exempt: Employees whose positions do not meet FLSA exemption tests and who are paid a 

multiple of their regular rate of pay for overtime, as required by federal and state law. Payment can 

be in compensatory time off or in cash payment. 

Regular:  Employees who have completed at least 1,040 hours of Review Period. 

Full -time:  Employees scheduled to work 37.5 hours or 40 hours per week, a full workweek. 

Part-time:  Employees scheduled to work less than 37.5 hours per week. 

Review Period: A period of time in which employees who are newly hired, just promoted, or 

rehired will  be continually evaluated for at least the first 1,040 non-overtime work hours 

(approximately 6 months). However, longer periods may be established for positions requiring 

technical, professional, specialized, unusual or unique skills or qualifications. 
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Extra-Help: Works to cover peak or emergency workloads and necessary vacation relief. Insofar as 

possible, extra help work will  be offered to persons from eligible lists. Extra help personnel shall not 

be employed for more than five months in any 12-month period in the same department. A month of 

extra help employment is considered to be 70 or more hours. Extra help personnel who work less 

than 70 hours per month may work for an indefinite period. Except in unusual or emergency 

situations, extra help personnel must meet the minimum requirement of the applicable county job 

classification. Extra help personnel are not eligible for benefits. (Res. 95-0742, Res. 87-1184 4, 1987; Res. 

74-817, 1974) 

 

Seasonal:  Works at specific times of year or on special projects to meet departmental needs.  Time 

of employment generally exceeds five months but less than twelve months. Only retirement benefits 

are paid, unless labor agreements specify otherwise. 

 

Limited  Term:  Any position with a starting and an ending date; includes benefits and must be 

applied for in the normal manner, and approved, if  not already established by the Board of County 

Commissioners. 

 

B. GENERAL DEFINITIONS:  
 

Appointed: A position in which an Elected Official (EO) has authority to hire directly without using 

recruitment procedures (i.e. Department Heads, Deputies, etc.). The EO may use County recruitment 

procedures, if  they desire. These positions are political appointments and serve at the will  and 

pleasure of the Elected Official. 

Certified Eligibility  List:  A list compiled by the Human Resources Department and sent to the 

hiring authority with the names of those eligible for hiring consideration for a specific job vacancy. 

Classification: All  positions having substantially the same duties and responsibilities, requiring 

substantially the same qualifications, to which the same descriptive title can fairly be applied and can 

properly be subject to the same salary range, shall be included in a single class. 

Classified Service:  All  positions in the County service except Elected Officials. 

Compensatory Time:  Time off in lieu of cash payment for overtime. 
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Continuous Recruitment: Recruitment that continues until the position is fil led. Cut-off date may 

be established for any Friday at 5:00 p.m. A final closing date must be established with notification 

to the public at least five (5) working days prior to the final closing date. 

Delegation: Elected Official (EO), Department Head (DH), senior leaders and  managers  may 

delegate duties and responsibility to others in their department. However, each are ultimately 

responsible for the items delegated. 

Demotion: A change of a regular employee from a position in one classification to a position in 

another classification having a lower maximum salary. 

Department Head (DH):  A non-elected, at-will,  appointed employee who is responsible for the 

direction and operation of one or more departments of the County. 

Departmental Recruitment: Recruitment in which a qualified pool of applicants is generated only 

from employees within the employing department; required for some union positions, optional for 

non-represented positions. 

Elected Official  (EO): An employee of the County who has been duly elected into a specific 

position by the voters of Spokane County. They are also department heads and responsible for the 

direction and operation of one or more departments of the County. 

Eligible:  An applicant whose name is on a certified eligibility list. 

Emergency Appointment:  An appointment, without competition, for emergency reasons. Requires 

Human Resources approval. Appointment shall not exceed 60 days, unless extended by Human 

Resources for up to 60 additional days. Persons appointed without competition to employment shall 

not attain regular status from such appointment. 

Employee:  Any person hired and working for Spokane County. 

Examination: Examinations will  include but are not limited to any combination of: the completed 

Spokane County application, resume, any and all supplemental applications, evaluations of training 

and experience, performance tests, written tests, oral appraisal boards, and reference checks. These 

exams help identify the best qualified and best match for the open position. 

Hiring  Authority:  The individual who has authority to request recruitments, interview, test, and 

make a job offer on a vacant position. 

Immediate Family:  An employee's immediate family includes the employee's current spouse, child 

or stepchild, parent, brother or sister, in-laws (mother, father, son, daughter, brother or sister), 

grandparent, grandchildren or a relative if living as a member of the employee's household. 
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Interdepartmental  Recruitment: Recruitment in which a qualified pool of applicants is generated 

only from employees within the County. 

Internship/Work  Study: Internships/work study opportunities may be used to provide a high 

school and/or college/university student with a short-term work experience in a County setting. The 

hiring authority in the participating department selects individuals for an internship/work study. Any 

wages to be paid are to be determined by the hiring authority in conjunction with Human Resources. 

Job Family:  A hierarchy of positions involving work of the same nature but requiring different 

levels of skill and responsibility. For example, associate accountant, accountant, senior accountant, 

etc. 

Job Share: When two or more people share the duties, responsibilities and normal work hours of a 

single, full -time position. 

Lateral  Transfer:  The movement of any regular County employee from one department to another 

department within the same class specification. Those employees requesting a lateral transfer are 

subject to the rules of Recruitment and Selection. 

Minimum  Requirements (MRs):  The training, experience, and other qualifications established for 

a given classification and required of an applicant to compete for a job. 

Out of Class Pay: When an employee, temporarily at the direction of the Elected Official, 

Department Head, or Chief Executive Officer is assigned all the essential functions of a job on an 

extended full -time basis and is responsible for the product/outcome, in a classification above that in 

which the employee is normally classified, the employee may be paid Out of Class pay. The 

employee shall be paid for such work at the rate assigned to the higher classified position that results 

in an increase in the regular rate of pay. If  the period will  exceed 90 days, prior Human Resources 

review and approval is needed. It is expected that the employee meet minimum requirements for the 

position. 

Percentage Employee:  A regular employee who does not work full-time (50%, 60%, 80%). 

Position: A group of responsibilities, duties and tasks within a classification normally assigned to an 

employee. 

Position Analysis: Process to arrive at a rating to evaluate a position according to responsibilities 

and tasks. 
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Promotion: A promotion is a change in status for an employee to a higher-graded position 

(classification). For salary administration purposes, there are two types of promotions: those within 

the job family and those outside the job family. 

Reassignment:   To change specific tasks or duties of positions in a single classification within a 

department. 

Recall:   Return to a former classification from layoff status. 

Reclassification:   Redesignation of a position from one classification to a different classification to 

recognize a significant change in the duties and responsibilities of a position. 

Rehire:   An employee returning to County employment, outside of layoff status. 

Reinstatement:  On layoff status and returned to County employment. 

Recruitment:  The process used to generate a pool of qualified applicants. 

Salary Analysis:   A process by which salary ranges are compared within the department and/or 

County hierarchical structure. 

Salary Survey:   A process by which salaries, classifications and/or job duties are compared on 

market data. 

Separation:  Ending the employment relationship with Spokane County. 

Seniority:   Length of continuous County service. 

Transfer:  The movement of an employee from one position to another position, within the same 

classification and department. 

Termination:   A voluntary or involuntary separation from employment. 

Work  Study:   (see Internship) 

Y-rate: A óYô rate is a special salary rate established by the pay plan which entitles a person to 

receive compensation at a rate higher than that provided for in the top step, monthly flat rate, per 

annum, daily, or hourly rate for the classification/position. The employee will  ordinarily be 

considered ineligible for an increase in pay until an adjustment in the salary structure or a promotion 

to a classification with a higher salary range brings the employeeôs rate of pay within the established 

range for the position. 
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018 ï APPLICANT TRAVEL 

I.  PURPOSE 

To establish guidelines to provide for travel arrangements for applicants traveling to Spokane County for job interviews. 

 
II.  SCOPE 

This policy applies to Director level positions and above. 

 
III.  POLICY  

Spokane County recognizes the need to provide travel assistance to Director level applicants during the interview process 

in order to stay competitive in the market. Lodging and transportation is provided to applicants living more than 100 

miles from Spokane County. Hiring departments should have the funds available in their budget to pay for these expenses.  

Items disallowed under this policy: 

Early Boarding Room Service 

Baggage Fees Alcohol 

Airline Convenience Items Parking 

Car Rental Meals 

 
IV.  PROCEDURE 

A. Prior to arranging any travel, hiring departments will  email the CEO or their designee the Request for  

Applicant Travel Form 

B. CEO or their designee responds with approval, denial or modification to the departmentôs request. 

C. Hiring department emails applicant; 

a. Policy and detail of travel expenses to be paid by the County. 

b. W-9 form to be completed by applicant as required for reimbursement. 

D. Transportation to Spokane County (Airfare OR Mileage); 

a. Airfare is booked and paid for by the County, using most direct and efficient times. 

b. Every effort should be made to meet the applicant at the airport for transportation to the 

County and lodging. Same effort shall be made for the return flight home. 

c. Applicant may drive their personal vehicle to Spokane County but any reimbursement 

will  be made only if  a cost comparison shows driving is less than the cost of the airfare. 

i. Mileage is calculated from the applicantsô home address to the County 

Courthouse and paid at the current IRS mileage rate. 

ii.  Prepayment of mileage is not allowed. 

E. Lodging  

a. County reserves the hotel room. 

b. Applicant pays for the hotel room and is reimbursed up to the current GSA rate plus 

applicable taxes. 

i. Detailed receipt is required. 

ii.  No incidentals or convenience items allowed (i.e. room service, parking). 

F. Payment to Applicant by hiring department 

a. Process W-9 

b. Applicant is reimbursed by warrant for allowed expenses. 

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 
 

I. PURPOSE 

 
To establish the authority and responsibility of Spokane County personnel in recruiting and selecting 

employees; to maximize Spokane County's efforts and resources in selecting the best employees 

available.  (Also see Policy No. 021, Equal Employment Opportunity.) 

 

II. SCOPE 

 
This policy applies to recruiting and selecting of employees for all positions, except those in elected 

positions, their Chief Deputies, and other non-represented management positions set forth in Policy No. 

011. 

 

III.  POLICY 

 
When a personnel vacancy occurs, the appropriate supervisor, manager, or Elected Official/Department 

Head and the Human Resources Director will  conduct a joint recruiting and selection process designed to 

identify the most suitable individual for the position. 

 

Recruiting is coordinated by Human Resources solely based on ability, merit, qualifications, competence, 

job fit and/or seniority, without regard to race, color, national origin, religion, creed, sex, age, marital 

status (employment only), veteran with disability status (employment only), Vietnam era veteran status 

(employment only), or disability. 

NOTE:  For more detailed information see Spokane Countyôs Recruitment and 

Selection Manual. 

 

IV. PROCEDURE 

 
The following steps govern the recruiting and selection process: 

 
A. The supervisor, manager, or Elected Official/Department Head will : 

 

1. Review the class specification for accuracy, providing Human Resources with a current 

job description, including essential responsibilities and minimum job requirements. 

(Attached - Posting Request Form) 

 

2. Review labor agreement, where applicable. 

 
3. Interview candidates on certified eligibility  lists and conduct valid, job-related 

employment selection examinations. For each applicant, determine whether there is: 
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a) No further interest; 

b) Possible further interest:  hold pending interviews with other candidates; or 

c) Definite interest:   schedule interviews with appropriate department managers and 

others on selection panel. 

 

4 . Identify the best candidate and conduct reference checks. 

 
5 . Consult with Human Resources on the appropriate starting salary and pre-employment 

physical.  Then, make a job offer to the successful applicant. 

 

6 . Confirm oral job offer in writing (attached ï written job offer letter) and arrange for 

beginning work, including conducting a department new hire orientation on their first 

day of employment and schedule the Countyôs New hire Orientation with HR. 

 

7. Notify all non-selected candidates who were interviewed. 

 
8. Return the signed certified eligibility  list, all applications and all other examination 

materials to Human Resources for processing and filing. 

 

B. Human Resources will : 
 

1. Upon receipt of the posting request form, discuss with the Department. 

a. The need for the position. 

b. The class specification and recruitment. 

c. All  possibilities of promotion or transfer from within the organization. 

2. Make sure labor agreements have been followed, when applicable. 

 
3. Prepare and distribute job postings. 

4. Activate appropriate outside recruiting source(s). 

5. Screen   applications   to   identify   qualified   candidates   who   meet   the   minimum 

requirements. May conduct examinations including written exams. 

6. Prepare  a  certified  eligibility  list  and  forward  with  qualified  applications  to  the 

Department. 

7. Conduct the New Hire Orientation. 
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8. Request that the hired applicant furnish: 

a. Proof of eligibility to work in the U.S. 
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b. Complete the I-9 form within 3 business days from date of hire; and 

c. Supply certified copies of college transcripts, certificates or credentials, if  required, 

for the position. 

 

9. Applications and related material including interview notes for all 

interviewed candidates will be maintained in Human Resources for 3 years. 

 

V. GENERAL  INFORMATION:  

 

A. Each applicant shall complete and sign an application form before being considered for any position. 

(See attached employment application.) 

 

B. Any false or misleading information supplied by an applicant or employee will  be justification for 

immediate termination. 

 

C. The Human Resources Department is responsible for recruitment and examinations for all non-Civil  

Service County positions (including but not limited to full -time or part-time, temporary, seasonal, 

limited-term, extra-help or regular). Pre-employment steps may consist of the completed Spokane 

County application, resume, any and all supplemental applications, evaluation of training and 

experience, performance tests, written tests,  oral appraisal boards, or any combination of the above. 

 

1. Examinations may be given as frequently as the needs of County Government may require or 

justify. Candidates who have taken a written examination may not take the same examination 

until six (6) months have elapsed from the original examination date. 

 

2. Recruitments may be posted: 

a. First in the department or union; and/or 

b. Offered interdepartmental, County wide; and/or 

c. To the public. 

 
D. Residency within Spokane County shall  not be a condition of employment with the 

exception of certain classifications. (See Policy No. 11). 

 

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

18 years old and will  be required to present and maintain a valid driver's license with any necessary 

endorsements. Applicants who are required to drive may have their driving record checked. 

Applicants with poor driving records, as determined by the County, may be disqualified for County 

employment in positions requiring driving. Certain positions may require a Commercial Driverôs 

License (CDL). In those instances, the CDL may be required as a condition of employment. 
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F. After an offer of employment has been made and before commencement of employment, the County 

may require persons selected for employment to: 

 

1. Have a background investigation. 

 
2. Provide proof of education or equivalent work experience taking the place of education. 

 
3. Successfully pass a medical examination, which may include testing for alcohol and controlled 

substances. The purpose of the examination is to determine if  the individual is physically able to 

perform the essential duties of the job and to ensure that their physical condition will  not 

endanger the health, safety or well being of other employees or the public. The offer of 

employment shall be conditioned on the results of the examination. (See Safety/Loss Policy 

Manual for further information.) 
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Entered in TRAC 

 
/ / 

Job Number: 

OPEN: CLOSE: 5:00 P.M. 
WHERE: 

Departmental 

Reemployment List 

Union or County Departments 

 
 

 

SPOKANE COUNTY HUMAN RESOURCES 
Posting Request Form 

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.: 

Union No.: 

 

Salary Range: Non-Exempt Hourly Amt: 

Exempt Monthly Amt: 

 

Hours per week: 

 
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 

I s there a position analysis on file? Yes No  Supplemental Application 

 New position  Resume 

 Class specification appears to be accurate  Cover Letter 
 Class specification needs a few changes  References 

 Extensive changes are needed to the classification  Other (Specify) 

 POSTING DATES  COMMENTS 
 
 
 
 
 
 

 
ADVERTISING 

Do you want to approve ad copy before publication? Yes No 
(Cost for supplemental ads to be paid by your department) 

Do you want the County logo at the top of your ad? Yes No 
(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) 
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  Polygraph 
  Other (Specify) :  Other (Specify): 

     
Department Head/Division Head Signature only Date 

 
 

Head/Division Head Signature only DateAs of: 9/1/99 

 
Department 
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Example Employment Application 

 

EMPLOYMENT  

APPLICATION  

 
RETURN BY MAIL  TO:  

Spokane County  

Human Resources Dept. 

1229 W. Mallon Ave. 
Spokane, WA 99260-0230 

or fax to (509) 477-5642 

EQUAL  OPPORTUNITY  EMPLOYER     -    DRUG-FREE WORK  ENVIRONMENT  

PLEASE READ: Read the complete job posting before filling  out this application. Type or print legibly in ink. This application must be 

completed in full. A resume does not replace any section of this application. All  statements are subject to verification. Keep a copy of your 

completed application and attachments as they will  not be returned. DEADLINES  FOR SUBMITTING  APPLICATIONS:  All  application 

materials must be received by the Human Resources Department by 4:30 p.m. on the closing date of the recruitment. No additional materials 

will  be accepted after the closing date. No postmarks will  be accepted. 

APPLICATION  FOR 

 
 

APPLICANT  INFORMATION  (Social Security information is optional) 

Last Name: First: M.I.: Social Security #: 

Mailing Address: City: State: Zip Code: 

Home Phone: ( ) Daytime Phone: ( ) Email: 

Are you under 18 years of age? Å Yes   Å No Do you possess a valid driverôs license? (only if  required for position) 

Å Yes   Å No Issuing State: 
 

PREVIOUS EMPLOYMENT  

 
 

RELATIVES  EMPLO YED BY SPOKANE COUNTY WORK  AVAILABILITY  

(Information used for nepotism policy only) Will  you accept? Å Regular Å Extra Help  Å Seasonal 

Name Dept. Will  you accept? Å Full Time Å Part Time Å On Call 

 Shifts you will  accept?  Å Day Å Swing Å Graveyard 

 

CRIMINAL  CONVICTIONS  (A non-job related conviction does not necessarily bar you from employment - WAC 162.12.140) 

Have you been convicted by a court of law within the past ten years? Å Yes  Å No If  yes, please explain:  

 

 

 

 

LICENSES AND CERTIFICATES  (List professional or trade licenses that are related to the position, i.e. ICBO, ICC, CDL) 

Description Issued By Expiration Date 

   

   

EDUCATION  

 
Circle highest grade completed: 8  9  10  11  12  GED Å College 1  2  3  4 Grad Work? Yes Å No Å 

Have you previously been employed by Spokane County? Å Yes   Å No Dates: Title: 

Title of Position: Posting No.: 
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EMPLOYMENT  HISTORY: Respond completely to the information requested. Attempt to cover all the requirements listed in the job posting. List your most 

recent employment first. List all experience, paid and voluntary, related to the position for which you are applying. Include months, days, and years. 

Failure to provide all information required may result in rejection of application. Supplemental pages may be used to expand on work history and/or 

education using the application format.  Because resumes may contain unfair  pre-employment inquiry  information,  resumes will  not be accepted 

in place of completing this application. 

 

POST-HIGH  SCHOOL EDUCATION/TRAINING  

NAME  AND LOCATION  
ACADEMIC  MAJOR,  

SKILL  OR TRADE 
CREDITS EARNED 

SEM QTR 
DEGREE LEVEL  

 

(BA//BS, AA/AAS) 
     

     

     

     

 

 
 

 

 

 

 

 

   
COMPANY NAME: DATES EMPLOYED (Mo/Day/Yr) JOB TITLE: NO. EMPLOYEES 

SUPERVISED: 
ADDRESS:  

FROM: 
SPECIFY DUTIES: 

PHONE:  

TO     :  

SUPERVISOR NAME:  
 

AVERAGE HOURS WORKED/ 
 

REASON FOR LEAVING:   

MAY  WE CONTACT THIS EMPLOYER: Å Yes Å No  

FINAL SALARY:   $    

COMPANY NAME: DATES EMPLOYED (Mo/Day/Yr) JOB TITLE: NO. EMPLOYEES 

SUPERVISED: 
ADDRESS:  

FROM: 
SPECIFY DUTIES: 

PHONE:  

TO     :  

SUPERVISOR NAME:   

REASON FOR LEAVING:   

MAY  WE CONTACT THIS EMPLOYER: Å Yes Å No  

FINAL SALARY:   $    

COMPANY NAME: DATES EMPLOYED (Mo/Day/Yr) JOB TITLE: NO. EMPLOYEES 

SUPERVISED: 

ADDRESS:  

FROM: 
SPECIFY DUTIES: 

PHONE:  

TO     :  

SUPERVISOR NAME:  
 

AVERAGE HOURS WORKED/ 
 

REASON FOR LEAVING:  
 

_ 
 

MAY  WE CONTACT THIS EMPLOYER: Å Yes Å No  

FINAL SALARY:   $   
 

 Example Employment 

Application (Page #1) 
Example Employment Application (Page #1) 

If  you need accommodation in order to complete or participate in the process because of an impairment or disability, 

please notify  Human Resources at 509/477-5750. 
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ADDRESS: 

FROM: 
SPECIFY DUTIES: 

PHONE:  

TO     :  

SUPERVISOR NAME:  
 

AVERAGE HOURS WORKED/ 
 

REASON FOR LEAVING:   

MAY  WE CONTACT THIS EMPLOYER: Å Yes Å No  

FINAL SALARY:   $   
 

 

List further job duties and employment history on additional sheets using application format. 
 

ADDITIONAL  INFORMATION  You may include any comments that may show further qualifications for this position. 

 

 
 

 
 

 
 

 

AGREEMENT:  All  of the information I have provided in this application and in any attachments or supporting documents is true, 

correct, and complete. I understand that if  I have provided false or incomplete statements, it will  be justification for termination or 

refusal of employment. I understand that reference checks and/or job-related background checks may occur and I release the 

County of Spokane, all employers, all those that provide background information and all references (except as noted above) from 

any and all liability  and/or damages for receiving or releasing information. If  a conditional job offer is made, I agree I may be 

requested to undergo job-related medical examinations, inquiries and/or a drug/alcohol screening test, and understand that 

employment is contingent upon satisfactory outcome of those examinations and inquiries. 

 

 
 

Signature Date 

 
EXAMPLE  EMPLOYMENT  APPLICATION  

 

 

 
 

 

HOW DID YOU HEAR ABOUT THIS JOB? 
(Please fill  this out for statistical purposes) 

Å Phone contact - walk in 

Å Job Interest Card 

Å Job Fair 

Å Job Line 

Å Advertisement (newspaper/periodical) 

Å Informed/referred by a Spokane County employee 

Å Internet 

Å Other:   

DEADLINES FOR SUBMITTING  APPLICATIONS:   Must be received by the Human Resources Department by 5:00 p.m. on the closing date or postmarked by the closing date, unless otherwise indicated on the 

posting. No additional materials will  be accepted after the closing date. 

SPOKANE COUNTY HUMAN  RESOURCES 

1229 WEST MALLON  

SPOKANE, WA 99260-0230 

(509) 456-5750 (TDD AVAILABLE)  JOB HOTLINE:  (509) 328-0590 www.spokanecounty,org 

(This form is in compliance with and has been approved by the Washington State Human Rights Commission, 9/96) 

EQUAL  OPPORTUNITY  EMPLOYMENT  INFORMATION  

(This information is voluntary and in no way affects the outcome of your application.) 

Spokane County is an Equal Opportunity Employer.  We are required by the state and federal governments to maintain certain statistical information on our job applicants and employees.  We appreciate your 

voluntary cooperation in answering the questions on both sides of this questionnaire.  This form will  be detached from your application and will  be kept separate and confidential. 

 

Name:      Position applying for:   Posting No.:  Sex:     

Å Female   Å Male Disabled veteran status:  Å Yes Å No Vietnam Era  Å Are you disabled? Å Yes  Å No 

Birth Date: / /    
 

Ethnic Origin: 

Å White - persons of European descent. 

Å Black - persons of African descent as well as Jamaican, Trinidadian and West Indian. 

Å Hispanic - persons of Mexican, Puerto Rican, Cuban, Latin American or Spanish descent. 

Å Asian American - persons of Japanese, Chinese, Korean, Filipino, Malayan, Thai, Vietnamese, Polynesian, Pakistani or East Indian descent. 

Å Native American - persons who identify themselves as American Indian, Aleuts, Eskimos. 
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EXAMPLE  JOB OFFER LETTER  
 

 

  (Date) 
 

  (Name & Address) 

 
 

 
 

 

Dear , 
 

 

I am pleased to make this formal job offer to you. I would be glad for you to join Spokane Countyôs (Orgn)  as a 

(Job Title). This will  be effective on 
 

(Start Date). 
   

 

As an ñat willò exempt/non-exempt (Pick the one that applies) employee, you work at the pleasure of the Elected Official. You 

are being offered a valuable position, assisting in (explain some key duties). It is a position that 

requires trust, attention to detail, and confidentiality.. 

 

The starting salary for a (Job Title) is $        per month.  This is at Step 1 of the current salary range        . 

After successfully completing the six-month review period, you will  get a pay increase to Step 2. 

 

I am very pleased to have you part of the (Organization) staff. 

 

 

 

 
 

(Name/Title of EO, DH or Division Leader) 

 

 

 
I accept/decline the position of (Job Title). 

 

 

 
   

(Typed Name) DATE 

 

 
CC: HR (personnel file) 
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SPOKANE COUNTY NEW 

EMPLOYEE  CHECKLIST  
 

Employee     SSN    
 

Department     

Hire Date      

Position    

   Extra-help  Regular  Seasonal 
 

Human Resources Paperwork 

   W-4 Date for Benefits Orientation 

 
 

I-9 (Verify 2 Pieces of Identification) Date for Workerôs Comp. Orientation 
 

 
 

Medical/Dental Insurance Date for Sexual Harassment Training 
 

 
 

Life Insurance 

Retirement 

Percentage Agreement 

Confirmation of Extra-help Status 
 

Background (if required) 
 

Statement of Understanding (if required) 
 

Safety/Loss Control Paperwork 

   Medical Examination Authorization Form (Occ. Health Unit/OMA) 

   Request For Service 

   Drug Screen (w/booklet) (if req.) 

   Medical Questionnaire 

   TB Test (w/booklet) (if req.) 
 

 

**EXTRA -HELP ONLY**  

NOTE:  Each Extra-help employee should be provided a copy of the Drug/Alcohol Policy and Accident 

Reporting Policy. They should be instructed to read through each policy and its contents and sign off on this 

sheet that they have received them. 

I , have read, understand and will  comply with the Drug/Alcohol and 

Accident Reporting policies and have been instructed to read each prior to my beginning work for Spokane 

County. 

 

Signature 
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21 - EQUAL EMPLOYMENT OPP ORTUNITY  
 
 

I. PURPOSE 

 
To preserve an employment environment free from illegal discrimination. 

 

 
II. SCOPE 

 
This policy applies to all employees and applicants for employment of Spokane County. 

 

 
III.  POLICY 

 
Spokane County maintains a policy of non-discrimination with employees and applicants for 

employment. No aspect of employment within Spokane County will  be influenced in any manner by 

race, color, religion, sex, age, national origin, veteran status, mental or physical disability, or any other 

basis prohibited by statute. 

 

Spokane County is an equal employment opportunity employer. The County employs, trains, retains, 

promotes, terminates, and otherwise treats all employees and job applicants based on merit, 

qualifications, and competence. 
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22 - AMERICANS  WITH DISABILITIES ACT  
 
 

I. PURPOSE 

 
To comply with the Americans with Disabilities Act. 

 

 
II. SCOPE 

 
This policy applies to all employees and applicants for employment of Spokane County. 

 

 
III.  POLICY 

 
Spokane County's policy and practice is to comply with the Americans with Disabilities Act and ensure 

equal employment opportunity for all qualified persons with disabilities. 

 

ñDisabilityò includes a physical or mental impairment that substantially limits one or more life activities, 

a record of such impairment, or being regarded as having such an impairment. ñPhysical or mental 

impairmentò includes orthopedic disorders, visual, speech and hearing impairments, cerebral palsy, 

epilepsy, muscular dystrophy, multiple sclerosis, HIV infection, cancer, heart disease, mental retardation, 

emotional illness, specific learning disabilities, drug addiction, and alcoholism. 

 

Spokane County is committed to ensuring non-discrimination in all terms, conditions and privileges of 

employment. Reasonable accommodation is available to all employees and applicants, including work 

site accessibility, as long as the accommodation doesn't cause undue hardship on the County. Individuals 

should contact their supervisor, manager, Elected Official/Department Head or Human Resources 

concerning an accommodation. All  final approvals for accommodations will  be jointly approved by the 

Department and Human Resources. 

 

It is the policy of Spokane County to provide reasonable accommodation for qualified individuals for 

services, programs or employment. Spokane County will  adhere to all applicable federal, state and local 

laws, regulations and guidelines with respect to providing reasonable accommodations as required to 

afford equal opportunity to qualified individuals with disabilities. See ADA Attachment. 



Spokane County Personnel Policy Manual 
 

 

ADA ATTACHMENT  
 

THE REASONABLE ACCOM MODATI ON OBLIGATI ON 

Overview of Legal Obligations 
 

¶ An employer must provide a reasonable accommodation to the known physical or mental limitations of a 

qualified applicant or employee with a disability unless it can be shown that the accommodation would 

impose an undue hardship on the business. 

¶ Reasonable accommodation is any modification or adjustment to a job, an employment practice, or the work 

environment that makes it possible for an individual with a disability to enjoy an equal employment 

opportunity. 

¶ The obligation to provide a reasonable accommodation applies to all aspects of employment. This duty is 

ongoing and may arise any time that a personôs disability or job changes. 

¶ An employer cannot deny an employment opportunity to a qualified applicant or employee because of the 

need to provide reasonable accommodation, unless it would cause an undue hardship. 

¶ An employer does not have to make an accommodation for an individual who is not otherwise qualified for a 

position. 

¶ Generally, it is the obligation of an individual with a disability to request a reasonable accommodation. 

¶ A qualified individual with a disability has the right to refuse an accommodation. However, if  the individual 

cannot perform the essential functions of the job without the accommodation, s/he may not be qualified for 

the job. 

¶ If  the cost of an accommodation would impose an undue hardship on the employer, the individual with a 

disability should be given the option of providing the accommodation or paying that portion of the cost which 

would constitute an undue hardship. 

 

SOME EXAMPLES OF REASONABLE ACCOMMODATION 

 

¶ making facilities readily accessible to and usable by an individual with a disability; 

¶ restructuring a job by reallocating or redistributing marginal job functions; 

¶ altering when or how an essential job function is performed; 

¶ providing part-time or modified work schedules; 

¶ obtaining or modifying equipment or devices; 

¶ modifying examinations, training materials or policies; 

¶ providing qualified readers and interpreters; 

¶ reassignment to a vacant position; 

¶ permitting use of accrued paid leave or unpaid leave for necessary treatment; 

¶ providing reserved parking for a person with a mobility impairment; 

¶ allowing an employee to provide equipment or devices that an employer is not required to provide. 

EVALUATIONS, DISCIPLINE AND DISCHARGE AND THE ADA 

¶ An employer can hold employees with disabilities to the same standards of production/performance as: 

¶ Other similarly situated employees without disabilities for performing essential job functions  (with  or 

without reasonable accommodation). 

¶ Other employees regarding marginal job functions, unless the disability affects the ability to perform the 

marginal functions. If  the ability to perform marginal functions is affected by the disability, the employer 

must provide some type of reasonable accommodation such as job restructuring (unless to do so would be an 

undue hardship). 
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¶ A disabled employee who needs an accommodation (that is not an undue hardship for an employer) in order 

to perform a job function should not be evaluated on his/her ability to perform the function without the 

accommodation, and should not be downgraded because such an accommodation is needed to perform the 

function. 

¶ An employer should not give employees with disabilities ñspecial treatment.ò They should not be evaluated 

on a lower standard or disciplined less severely than any other employee. This is not equal employment 

opportunity. 

 

¶ An employer must provide an employee with a disability with reasonable accommodation necessary to enable 

the employee to participate in the evaluation process (for example, counseling or an interpreter). 

¶ If  an employee with a disability is not performing well, an employer may require medical and other 

professional inquiries that are job-related and consistent with business necessity to discover whether the 

disability is causing the poor performance, and whether any reasonable accommodation or additional 

accommodation is needed. 

¶ An employer may take the same disciplinary action against employees with disabilities as it takes against 

other similarly situated employees, if the illegal use of drugs or alcohol use affects job performance and/or 

attendance. 

¶ An employer may not discipline or terminate an employee with a disability if  the employer has refused to 

provide a requested reasonable accommodation that did not constitute an undue hardship, and the reason for 

unsatisfactory performance was the lack of accommodation. 
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REASONABLE ACCOMMODATION FORM  

NAME: WK PHONE: HM PHONE:   

ADDRESS:    

SERVICE OR                                                           PROGRAM                                                           DESIRED:     

POSITION APPLIED FOR OR CURRENTLY OCCUPYING:   

I am an applicant/employee for/in the service, program or position named above and may require 

ñReasonable Accommodation.ò I hereby request that Human Resources contact me regarding reasonable 

accommodation and authorize Human Resources to verify this request. 
 

 
   

Applicant Signature Date 

 
DESCRIBE BELOW THE ACCOMMODATION YOU MAY NEED: 

 

 
PLEASE PROVIDE A MEDICAL  STATEM ENT DESCRIBING THE DISABILITY,   APPLICABLE  LIMITATIONS  AND 

WHAT  SPECIAL NEEDS ARE MEDICALLY  NECESSARY: 

VERIFICATION                                                                                            CONTACT:     

TITLE:     

AGENCY:     

PHONE NUMBER:    

For parking requests, please provide a Washington State approved disabled person parking placard/proof of plate. 

  FOR REASONABLE ACCOMMODATION COMMITTEE  USE ONLY    

  APPROVED D NOT NEEDED D DENIED  

COMMENTS: 

 
 

 
 

 
 

 

 
   

SIGNATURE: DATE: 

 
 

 

 

 

 

 

 
 

Attachments: 
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23 - EMPLOYMENT OF RELATIVES (Nepotism)  
 
 

I. PURPOSE 

 
To prevent problems of supervision, safety, security and morale. 

 
II. SCOPE 

 
This policy applies to all employees. 

 

 
III.  POLICY 

 
Employment applications of close family relatives may be considered with other qualified applicants 

when personnel vacancies occur. Some restrictions in job placement may apply, to prevent problems of 

supervision, safety, security and morale. 

 

 
IV. DEFINITION 

 
ñClose family relativesò include an employeeôs parents, child, current spouse, brother, sister, in-laws, and 

step relationships. 

 

 
V. PROCEDURE 

 
A. It is the policy of the county to avoid the practice of nepotism in employment. The identity or status 

of a relative must be given no weight at all in the employment decision unless the business necessity 

exception applies. Close relatives or spouses of current Spokane County employees shall not be 

employed by the Board of County Commissioners or their department heads where one of the 

following business necessities applies: 

1. Where one relative or spouse would have the authority or practical power to supervise, appoint, 

remove or discipline the other; 

2. Where one relative or spouse would be responsible for auditing the work of the other; 

3. Where other circumstances exist which would place the relative or spouse in a situation of actual 

or reasonable foreseeable conflict between the employerôs interest and their own; 

4. Where, in order to avoid the reality or appearance of improper influence or favor, or to protect its 

confidentiality, the County must limit  the employment of spouses or close relatives. 
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a. Where one of the above business necessities requires the limitation of employment 

opportunities for relatives or spouses, the exclusion should be limited to the job, 

work crew, shop, or unit where the reason for the exclusion exists, and should not 

bar the person from the whole work force, unless the reason applies to the whole 

work force. 

b. It is further desired by the Board of County Commissioners that the above policy be 

applied by all other elected officials. (Res. 85-0394 Attachment A, 1985; Res. 77-595, 1977; 

Res. 76-700, 1977) 

 

 

B. If  employees become related after employment and a conflict of interest or management problems of 

supervision, safety, security or morale result; or, if  a reorganization creates such conflict, reasonable 

time shall be provided to resolve the matter. 
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24 - EMPLOYMENT OF MINORS  
 
 

I. PURPOSE 

 
To establish guidelines to occasionally hire minors during school breaks, at peak work periods, or on an 

internship basis. 

 

 
II. SCOPE 

 
This policy applies to all positions in Spokane County. 

 

 
III.  POLICY 

 
As a general rule, employees of the County must be 18 years of age or older. Occasionally, we may hire 

students or others who are 16 or 17 years old, but this is done only under special conditions and must be 

approved by Human Resources. 

 

 
A. Number of Hours Worked. 

 

1. Minors who are high school graduates or have a certificate of high school proficiency 

may work the same hours as adults. 

 

2. Minors who have not graduated or achieved a certificate of high school proficiency may 

work up to eight hours per day and 48 hours per week, when school is not in session. 

When school is in session, they may work up to four hours per day, unless they have 

received written permission from school authorities to work up to eight hours in addition 

to school time on any day immediately prior to a non-school day. 

 

B. Spread of Hours.   Work must be performed between 5:00 a.m. and 10:00 p.m.   However, if  

enrolled in a work experience program, a minor may work up to 12:30 a.m. on any evening. 

 

C. Wages.  Regardless of age, minors will  be paid at least minimum wage.  If  working  the 

same hours as an adult, high school graduates or minors with a certificate of high school 

proficiency must be paid the same rates as an adult. 
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25 - REHIRES 
 
 

I. PURPOSE 

To establish guidelines to rehire former employees. 

 

 
II. SCOPE 

This policy applies to all former employees of the County.  (Labor agreements may vary.  See specific 

labor agreements in reference to specific represented employees.) 

 

 
III.  POLICY 

When former employees apply to be rehired, they will be evaluated on the same basis as other applicants. 

However, consideration will  be given to past job performance, the circumstances surrounding 

termination of previous employment, and the former employee's knowledge of the County's procedures 

and functions. 

 

 
IV. PROCEDURES 

A. REHIRES NOT RETURNING FROM LAY OFF 

1. The rehiring of any employee must be approved by the Department and Human Resources. 

2. Rehire candidates are required to complete a Spokane County Employment Application. 

3. Employees rehired within 30 consecutive calendar days after separation will  have their service 

and longevity bridged. This means that the employee may retain the original date of hire and will 

continue to accrue benefits (vacation and sick leave) at the same rate as before separation and 

beginning on their first day of re-employment. Sick leave will  be reinstated at recorded balance 

at the time of separation. Insurance and retirement benefits, previously in effect, will  continue 

also. However, any time not worked during this break in service will  be treated as leave without 

pay and benefits accruals would not accumulate during this break. 

4. Employees rehired after a break of service of more than 30 consecutive calendar days will  

receive a new date of hire. They will  be treated the same as new employees for all purposes. 
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B. REHIRES RETURNING FROM LAY OFF 

 
1. If  a person is rehired to County employment from a current eligible lay off list within eighteen 

(18) months following the lay off, the County will  reinstate sick leave accrual days at time of lay 

off. 

2. If  the person had a previous parking slot on the County campus, the employee will  go back on the 

parking waiting list and will use the original hired date, not the rehire date. 

3. Any employee whose employment is terminated by reduction in force after five or more years of 

service, and who are rehired within three years of such termination, may combine their original 

length of service with that after rehire to determine the vacation accrual rate. (County Code 

1.03.051) 

 

4. Any employee whose employment is terminated by a reduction in force and who is rehired within 

eighteen (18) months following such termination, may combine their original length of service 

with that after rehire to determine longevity pay eligibility. 
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26 - PROMOTI ONS 
 
 

I. PURPOSE 

 
To support the basic organization-building process of promoting qualified employees to positions of 

greater responsibility and recognition. 

 

 
II. SCOPE 

 
This policy applies to all positions with Spokane County. (Labor agreements may vary.  See specific 

labor agreements in reference to specific represented employees.) 

 

 
III.  POLICY 

 
A. The County encourages current employees to apply for vacant County positions for which they are 

qualified. 

B. Regular employees are eligible for promotional recruitment, transfer or voluntary demotions. To be 

considered for another position, an employee must possess the minimum qualifications for the vacant 

position and be selected from a competitive recruitment by the hiring authority. 

C. When a vacancy occurs, opportunities to promote from within (Department or County) may be 

explored, consistent with the goal of filling  positions with the most capable individual available. 

D. Job posting, employee qualifications and work performance will  provide the primary input to the 

internal selection process. 

E. At times, external recruiting sources will be used concurrently with the internal search. 

F. Receipt of a promotion does not constitute a commitment for continued employment in a new 

position at the County for any specific time, nor is there a guarantee that an employee will  be able to 

return to his or her former position if he or she is unsuccessful in the new job. 

G. Promotions may require a review period. (See Policy #030) 
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H. A person promoted shall be entitled to receive the step rate in the salary range of the new position, 

which provides an increase in salary. A person who is compensated at a Y-rate which exceeds the 

top step of the salary range of the old position, shall upon promotion, be compensated at the step rate 

in the salary range of the new position which provides an increase in salary over the top step of the 

old position, provided that the person shall not thereby suffer a reduction in salary. 

 

I. When the increase in salary provided for above is less than the equivalent of a one range increase in 

salary, the person shall be placed on the next higher step of the position to which appointed. Step 

advances thereafter shall be as otherwise provided. 

 

J. When the increase in salary provided for above is at least equivalent to a one range increase in salary, 

but less than the equivalent of a two range increase in salary, the person shall be entitled to advance 

to the next higher step of the position to which appointed in one-half of the time otherwise required. 

Step advances thereafter shall be as otherwise provided. 

 

K. The effective date of any change of status pursuant to this section shall set a new anniversary step 

increase date. 

 

(Paragraphs IIIH  - K are excerpts from the ñAdministration of the Classification Plan.ò) 

 

 
IV. RELATED POLICIES 

 
Policy No. 030, Review Period 

Policy No. 120, Salary Program Administration 

Policy No. 510, Employee Development Review (EDR) 
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030 - REVIEW PERIOD  
 

I. PURPOSE 

 
To complete the employee selection process by providing a review period of on-the-job work experience 

by which the employee and the County may evaluate employment suitability in terms of knowledge, skill, 

ability and interest. 

 

 
II. SCOPE 

 
This policy applies to all positions. 

 

 
III.  DEFINITION 

 
A period of time in which employees who are newly hired, just promoted, or rehired will be evaluated for 

at least the first 975/1,040 non-overtime work hours (approximately 6 months). 

 

 
IV. POLICY 

 
A. Employees will  serve a review period of at least 975/1,040* non-overtime work hours from date of 

hire.  Longer periods may be established for positions when circumstances justify. 

B. During the review period, frequent informal and formal employee performance evaluations may be 

held. If  the County determines in itôs sole discretion that a satisfactory performance level cannot be 

achieved through a reasonable amount of training and coaching, review period employees will  be 

released immediately. 

C. All  employees, regardless of status or length of service, are required to meet and maintain County 

standards for job performance and behavior. 

 
(* 1,040 non-overtime hours based on an 8-hour workday or 975 non-overtime hours based on a 7.5-hour workday.) 

 

V. PROCEDURE 

 
A. Elected Officials/Department Heads, managers, or supervisors normally will  be responsible for 

the training and evaluation during the employee review period. 
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B. Reports may be provided at the supervisorôs discretion. Informal coaching and feedback should be 

provided. It is the Countyôs regular procedure to conduct an appraisal before the end of the Review 

Period so employees can receive feedback on their performance during this period.    (See        Policy 

#510) 

 
C. Upon satisfactory completion of the review period, employees move to regular status, but the nature 

of employment, ñat-willò does not change. 

 

D. During the review period an employee is required to demonstrate suitability for the position through 

actual work performance. 

 

E. Elected Officials/Department Heads may require a review period for those employees who are 

reinstated or rehired. 

 

F. Employees who have served a review period at the same or higher level (classification specification) 

are not required to serve an additional review period for any transfer or demotion. 

 

G. A review period is required for a promotion where the employee has held this higher level and has 

not completed a review period at that higher level. 

 

H. An employee's review period may be extended for up to an additional 1,040 non-overtime work hours 

(for example a need to continue to evaluate marginal performance, etc.) to properly evaluate the 

employee's performance. The review period will not be shortened for any reason. 

 

I. Eligible review period employees accrue vacation and sick leave. Newly hired County employees 

shall not be eligible to take a paid vacation until they have accrued six days of vacation and are no 

longer in a review period status.  Sick leave may be taken during the review period. 

 

J. The Countyôs ñAdministration of the Classification Planò will  be the governing document for all 

employees. 
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040 - PERSONNEL RECORDS &  PRIVACY 
 
 

I. PURPOSE 

 
To establish standards by which information contained in personnel records will  be managed to achieve 

accuracy, privacy and legal compliance. 

 

 
II. SCOPE 

 
This policy applies to all departments and employees of Spokane County. 

 

 
III.  POLICY 

A. Confidentiality. Personnel files are kept confidential to the maximum extent allowed by public 

information laws. 

 

B. Housing Files. Personnel records will  be maintained in the Human Resources Department containing 

information on each County employee to meet State and Federal legal requirements and to assure 

efficient personnel administration. 

 

C. Notification of Changes. Changes of address, telephone number and/or family status (births, marriage, 

death, divorce, legal separation, etc.) must be reported in writing, immediately to Human Resources. 

Also an employee's income tax status and group insurance may be affected by these changes. 

 

D. Files Access. Access to personnel files is restricted to authorized employees of Human Resources 

Department, supervisors, managers, Elected Officials, Department Heads on a ñneed to knowò basis. 

Employees may review their own personnel file. Personnel files are the property of Spokane County and 

may not be removed from the Human Resources Department without the Human Resources Directorôs 

approval. 

 

E. Information Requests and Employment References. Requests for information from employee files (from 

other departments, inquiries from outside the County, and requests for references), will  be directed to 

Human Resources. Supervisors and other employees are prohibited from providing employment 

references on ex-employees or current employees without written authorization from the employee and 

HR approval. 
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F. Other requests must contain written and signed consent from the current/past employee.  This employee 

must specify all areas to be discussed/verified. 

G. Only the Human Resources Director or designee and Elected Official/Department Head may provide 

employment references on current or former regular County employees. 

 
IV. PROCEDURE 

 
A. Personnel File Contents.  When an employee is hired at the County, a personnel file will  be established 

generally containing the following information: 

 

1. Application for employment and related hiring documents, such as resumes and course transcripts. 

Included with this will  be the job posting and classification specification (class spec) under which an 

employee was hired. 

 

2. Personal information changes and personnel action notices of pay and employment status changes. 

 
3. Performance documents including appraisals. 

 
4. Employee history updating information submitted by employees including recent education, records 

of outside achievements, changes affecting withholding tax, etc. 

 

5. Other documents pertaining to employment such as certificates of a State or higher award, 

employment offer letters, record of drivers license, employment verifications, corrective action 

reports, disciplinary actions and exit interviews. The Department will  maintain an employeeôs job 

related training records. 

 

B. Examination  of  an Employee's Personnel File. Inspection of an employee's personnel file may be 

accomplished at reasonable times during office hours under the following conditions: 

 

1. Employee. Employees may examine their files one time per year, at reasonable times, and upon prior 

24 hour notice submitted to Human Resources. This review will  take place in the Human Resources 

Department with an appropriate Human Resources representative present. Employees may obtain a 

copy of documents in the file. The County may charge thirty (30) cents a page for all copies made. 
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2. Management Staff. Management staff may examine active and separated employee files on a 

ñneed to knowò basis. 

 

3. Government Inquiries. The County generally will  cooperate with federal, state and local 

government agencies investigating an employee if  the investigators furnish proper 

identification and proof of legal authority to investigate. However, the County may first seek 

advice of legal counsel. The County may permit a government investigator to review a 

personnel file on County premises, but the investigator will  not be allowed to remove or 

reproduce this information without consent from Human Resources and/or the County's 

attorneys. 

 

C. Information Requests and Employment References. If  current and former employees wish the 

County to verify information requested by outside sources for credit or other purposes, a release 

form with the employee's signature must accompany the request. 

 

1. References with Written Approval: Salary history, job chronology and performance 

information may be released with written approval of the employee or ex-employee. This 

information wil l be released in writing and a copy retained in the employee's personnel file. 

 

2. Telephone Inquiries: Information will  be verified by Human Resources via telephone (after a 

reasonable caller identification) but will  be limited to the following: 

 

¶ Date of hire and date of separation; 

¶ Job title(s); and 

¶ Confirmation of salary stated by caller. 

 
3. Third Party Public Requests: These requests will  be reviewed/considered on a case-by-case 

basis in accordance with state and federal public disclosure laws. Inquires must be made on 

appropriate request forms. (See Attached) 

 

D. Sensitive Files: Medical records, documents necessary for the administration of County Medical 

benefit programs, and any investigatory information will  be kept in a separate confidential file. 

I-9 forms are also kept in a separate file. These files may be examined only by appropriate 

officials on a need to know basis. 

 

E. File Retention. Originals of personnel records will  be retained by Human Resources for at least 

seven years after an employee's separation date. 
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REQUEST FOR INFORMATION  FROM SPOKANE COUNTY  
 

 
 

Within  5 business days, Spokane County will  respond to you by: 

1. Providing the information  requested, 

2. Acknowledging that your request was received and will  provide a reasonable estimate of the time needed to 

review your request, or 

3. Deny your request. 

 

 
CONTINUED ON NEXT PAGE 

LEGAL  REVIEW  
(When Appropriate) 

The following may be released: 

The following may NOT be released: (Explain reason for not releasing): 

(Printed Name of Reviewer) (Signature) (Date) 

Under the Public Disclosure act, I request the following information. 

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

I understand that this information cannot and will  not be used for commercial purposes. 

(Printed Name) (Signature) (Date) 

(Companyôs Name) 

Phone Numbers: 

(Mailing Address) 

Work:    

Home:       

Fax:    

PLEASE COMPLETE  ALL  SECTIONS 
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REQUEST FOR INFORMATION  

FROM SPOKANE COUNTY  
(Page 2, Continued) 

 

 
 

This form wil l be maintained in the Department providing the information for a minimum of 1 year. 

SPOKANE COUNTYôS DEPARTMENT  ACTION:  

(Requesterôs Name) 

(Department Releasing Information) 

 

The following information was released to the above named requester under the Public 

Disclosure Act: 

Name/Office/Phone # of County employee who prepared the information: 

(Printed Name) (Office/Department) (Phone #) 

Was there a need to expunge information before release: [  ] YES [  ]  NO 

How many pages were released:    Page(s) 

How was it delivered [  ]  PICKED BY REQUESTER 

[  ]  DELIVERED BY SPOKANE COUNTY STAFF 

[  ]  MAILED  

[  ]  FAXED Fax Number:    

Was there any fee collected for copying ($.30 per copy): [  ]  YES [  ]  NO 

Total amount collected:   $   

Printed Name of Releaser Signature Date 
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050 - VETERANS' PREFERENCE POLICY 

 
I. PURPOSE: 

To provide a process for granting veterans preference points, as required by RCW 41.04.010, to eligible 

veterans in applicable recruitments. 

II. SCOPE: 

 
This  policy  applies  to  all  recruitment  and  selection  processes  requiring  the  Spokane  County  Human 

Resources Department to administer a written test as part of said process(es). 

III.  POLICY: 

A. Granting veterans' preference points in all competitive examinations is required of public employers, as 

stated in RCW 41.04.010. 

B. Human Resources has determined competitive examinations to be written tests (those administered by 

the Human Resources Department), where applicants are placed in rank order according to their score on 

the test. 

C. When it is determined by Human Resources and the Department that a written test will  be included as 

part  of  a  recruitment  and  selection  process,  the  process will  be  subject  to  compliance  with  RCW 

41.04.010.   This will be announced on applicable job posting materials. 

D. Veteran's seeking to receive preference points on an eligible written test will  be required to provide 

information outlining their eligibility  by completing a Spokane County Application for Veterans 

Preference (attached) and submitting a copy of their DD214 form, Part 4. 

E. Veteransô preference points will be granted to eligible veterans in one of the following ways: 

¶ Ten percent (10%) to a veteran not receiving veteransô retirement payments; said percentage not to 

be utilized in any promotional test. 

¶ Five percent (5%) to a veteran receiving veteransô retirement payments; said percentage not to be 

utilized in any promotional test. 

¶ Five percent (5%) to a veteran who, after having been employed with Spokane County, is recalled to 

active military service for a period of at least one year; said percentage to be applied to his/her first 

promotional test only. 

F. An eligible veteran may receive preference points in only one recruitment and selection process if  the 

veteran is hired into a position as a result of having received said points 
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G. Departments administering their own written tests (independent of those administered by Human 

Resources), are encouraged- but not required- to adopt this policy. This decision will  be at the sole 

discretion of the Elected Official or Department Head in the individual Department(s). 
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HR Analyst enters veterans' 

preference information into List 

Definition (TRAC) 

 

HR Analyst places correct wording 

on posting, indicating veterans' 

preference is available 

 

 
Recruitment Opens 

Applicant requesting veterans' 

preference completes Spokane 

County Veterans' Preference 

Application & attaches 

DD214, part 4 

Applicants meeting minimum 

requirements are invited to take 

written test; are notified of 

time/place/date 

 

Written test is administered by 

Human Resources 

Tests are scored; TRAC 

database automatically applies 

veterans' preference to (passing) 

final grade 

OA2 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 

 
 

 

PROCEDURE FOR IMPLEMENTATION OF 
VETERANS' PREFERENCE POLICY 

 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Summary of Veterans' Preference Percentages: 
(as stated in Veterans Pref. Policy, IIIe) 

 

10% - Veteran not receiving veterans' retirement payments (N/A for promotional exams) 

5% - Veteran receiving veterans' retirement payments (N/A for promotional exams) 

5% - Veterans employed by Spokane County who is recalled to active service (minimum of 1 year); applies to 

1st promotional exam only 

Recruitment closes: all 

applicable application materials 

are screened by HR Specialist 

for minimum requirements 

 
Recruitment conducted that 

includes Human Resources 
administering a written test 
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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.          I 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 womenôs air forces 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.            I 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 womenôs air forces service pilots, but not during a period 
of war as defined in RCW 41.04.005. 

 
2) DISCHARGE STATUS: 

A.   I have received an honorable discharge. 
B.   I have received a discharge for physical reasons with an honorable record. 

 
3) RECEIPT OF VETERANS' BENEFITS: 

A.   I am not receiving any veterans' retirement payments. 
B.   I 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.            I 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 I am now seeking a 
promotion within this county government. 

 
I understand that if any of the above statements are demonstrated to be false, I will be disqualified from 
employment with Spokane County. I 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: D Yes D No If no, list reason: 
Use Only Preference Points Available to be Granted: D Five (5) Percent D Ten (10) Percent 
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110 - EXEMPT/NON -EXEMPT EMPLOYEES 
 

I. PURPOSE 

 
To define exempt and non-exempt employee status and to provide guidelines for determining this status 

according to law. 

 

II. SCOPE 

 
This policy applies to employees of Spokane County. Labor agreements may vary. See specific labor 

agreements in reference to specific represented employees. (Also, see Policy No. 211, Overtime: Non-

exempt Employees, for overtime pay requirements.) 

 

III.  POLICY 

 
All  positions in Spokane County will  be classified as either exempt or non-exempt in compliance with 

federal Fair Labor Standards laws and for pay administration purposes. 

 

IV. DEFINITIONS 

 
Definitions of exempt and non-exempt status are based on provisions of the Fair Labor Standards Act 

(FLSA).  These definitions are summarized as follows: 

 

Exempt. Management, supervisory, professional, and administrative employees whose positions 

meet specific tests established by the FLSA and who are exempt from overtime pay 

requirements. Time cards may be required for these employees. 

 

Non-exempt. Employees whose positions do not meet FLSA exemption tests and who are 

eligible for overtime. Time cards are required for these employees. Overtime is calculated as 

follows: 

 

i. Straight time for hours paid through forty (40) hours in a work week.  (Note:  This may 

vary in some contracts.) 
 

ii. Hours worked greater than forty (40) will  be compensated at 1.5 times their regular rate 

of pay. 
 

iii.  Vacation, sick leave, PTO, holiday and comp hours are not counted toward hours worked 

for purposes of overtime consideration. 
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115 - CREATION  OF NEW CLASSIFICATIONS,  RECLASSIFICATIONS, TITLE 
CHANGES AND WAGE  ADJUSTMENTS 

 
I. PURPOSE 

 
To provide the process to request a new job classification, reclassification, title change or wage 

adjustment. 

 

II. SCOPE 

 
This policy applies to regular positions, full -time and part-time, exempt and non-exempt, except 

Elected Officials. (Labor agreements may vary. See specific labor agreements in reference to 

represented employees.) 

 

III.  POLICY 

 
It is the policy of Spokane County to provide an equitable process for requesting a new job 

classification, a reclassification, title change or a wage adjustment. At least one of the following is 

required for consideration: 

A. Essential duties and responsibilities of the position have significantly changed (~50%) over time 

to meet department needs; 

B. The employee has been performing higher classification work and has been paid out-of-class for 

at least nine (9) months; 

C. A department reorganization or changing department needs requires the creation of a new or 

modified position; 

D. (Wage adjustment requests only) The request is the result of an on-going recruitment or retention 

problem; considerations may include extreme difficulty filling  a vacancy or excessive turnover 

due to economic issues in the twelve (12) months preceding the request. 

 

The effective date of any changes will  be the tenth (10th) working day after the request was received 

by Human Resources. 

 

No request for reclassification and/or wage adjustment evaluation shall be considered if  it has been 

less than two (2) years since the last evaluation of the position or classification. 

 

IV. PROCEDURE 

 
Request 

The requesting Department Head/Elected Official submits the completed Non-Represented Job 

Analysis Request Form to the Chief Operating Officer (COO) and Chief Budget Officer (CBO). If  

approved, the COO forwards the signed job analysis request to Human Resources for analysis. 
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Analysis 

Human Resources, in collaboration with the Department, will  evaluate the job duties and 

responsibilities pertaining to the request. If  it is deemed appropriate, a new classification, a new job 

title, and/or a wage adjustment will  be recommended by the analysis. If  the duties and 

responsibilities fit  within an existing classification, Human Resources will  recommend that it be 

designated as such. 

 

If  the HR analysis does not result in a budgetary impact, the change shall be processed without the 

need for further approval. 

Budget Approval  

If  the HR analysis requires additional monies, HR, the DH/EO will  meet with the COO and/or CBO 

for final approval of the change prior to processing. Final approval will  include the CBO advising 

the requesting DH/EO of the budgetary impact and discussion of funding availability. In  no case 

shall a new classification, a reclassification or a wage adjustment resulting in additional monies 

be processed without  the final  approval of the COO and the CBO. 

 
Outcomes 

New Classification 

A new classification may be created when the existing duties and responsibilities do not fit  within an 

existing classification.  The new classification may or may not result in a change in pay. 

 

New Title 

A new title may be applied to an existing classification in order to reflect changes in the market or 

industry.  A new title may or may not result in a change in pay. 

 

Reclassification to a lower classification 

If  a position is reclassified to a lower classification, the incumbent employee shall be ñYò rated. ñYò 

rating shall be defined as follows: An employee shall continue to receive compensation at their 

current rate if that rate is higher than that provided for their new classification/position. The 

employee will  be considered ineligible for an increase in pay until an adjustment in the salary 

structure or a promotion to a classification with a higher salary range brings the employeeôs rate of 

pay within the established range for the position. 

 

Reclassification to a higher classification 

If  an individual position is reclassified, the incumbent employee shall be paid at the step in the new 

range which represents at least a 5.12% increase, or at the minimum step of the new range, whichever 

is greater. The resulting increase shall not exceed the maximum step of the new range. The 

employee will  receive the next step increase twelve (12) months after the effective date of the 

reclassification. Subsequent step increases shall be at twelve (12) month intervals until the top step 

is achieved. 



Spokane County Personnel Policy Manual 
 

 

Policy No. 115 

June, 2014 

Page 3 of 3 

 

 
Wage Adjustments 

Positions may be adjusted to a higher salary grade based on market and/or internal equity factors and 

in accordance with the Countyôs Compensation Philosophy. The incumbent employee shall retain 

their current step in the new pay grade up to a maximum increase of ten percent (10%). The typical 

adjustment will  be in the range of five to ten (10) percent. The employee will  receive the next step 

increase twelve (12) months after the effective date of the wage adjustment; and, subsequent step 

increases shall be in twelve (12) month intervals until the top step is achieved. 

 

Appeals 

Employees may appeal by contacting the Human Resources Director within ten days of the outcome. 

The appeal must be in writing and based on one or more of the following criteria: (A) the selection 

of comparable positions was not an accurate match of the incumbentôs position; and/or (B) additional 

information is now available that is pertinent to the outcome. 

 

The Human Resources Director has the authority to determine the outcome. The decision by the 

Human Resources Director is final. 
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Department:     Phone:     
 

 
    1.  Reclassification: There has been a significant (~50%) change in job duties (i.e., different  duties, not just a 

change in the work-load) since the last evaluation -or- the employee has been performing the work  

and has been paid out of class for  at least nine (9) months. Please provide specific details of these 

changes including:  What are the new duties and where did these duties come from (e.g., new 

program, program changes, change in organizational structure, etc.). 

   2. New position: No class specification currently exists that includes these job duties. Please provide a detailed 

job description. Include a list of major job responsibilities, rank these responsibilities in order of priority, 

and give the approximate percentage of time spent performing each. 

   3. Wage Adjustment: Please provide specific reasons below, along with detailed support data, as to why a 

wage adjustment is being requested, for example, recruitment/retention problems. 

Comments: 

 
 

 
 

(For additional comments, please attach additional sheets as needed.) 

In addition to the items listed above, please provide the following: 

1) Classification sought:   

2) A detailed description of job responsibilities. Attach current class specifications (please indicate if  the class spec. needs to 

be updated). On the attached class specifications please outline/highlight the differences in your old classification and the 

classification to which you are seeking to be reclassified. 

3) Date this position was last reviewed:     

4) A current organizational chart for your department showing the relationship of this position to others in your office. 

 
 

Supervisor Signature:     

DH/EO Signature:     

Date:     

Date:    
 

Comments: 

 
 

(For additional comments, please attach additional sheets as needed.) 
 

OO/CBO Signature:       Approved to Analyze 

 
If  not approved, please comment: 

Date D Not Approved to Analyze 

 
 

 

(For additional comments, please attach additional sheets as needed.) 

 
If  this request has been approved for  analysis by the COO/CBO, please forward  the request and all 

supporting documentation to Human Resources. 

 

 
HR Use only. Date received; Signature of Analyst: Date     

 
I have read the attached request and supporting documentation and agree the enclosed materials are a fair and accurate 

representation of the duties of this position. 

Classification:  Position Number(s) Affected:     

REASON FOR REQUEST: (PLEASE CHECK  THE APPROPRIATE REASON.) 

NON-REPRESENTED JOB ANALYSIS REQUEST FORM 

 

Employee Name:     
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120 - SALARY PROGRAM  
 
 

I. PURPOSE 

 
To maintain an equitable and consistent compensation program. 

 

 
II. SCOPE 

 
This policy applies to regular positions, full -time and part-time, exempt and non-exempt, except Elected 

Officials. (Labor agreements may vary. See specific labor agreements in reference to represented 

employees.) 

 

 
III.  POLICY 

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

recognizing individual effort and contribution to the Countyôs success. Determination of salary policy is 

the responsibility of the Board of Commissioners.  Human Resources handle administration. 

 

IV. DEFINITIONS 

 
Job Family. A hierarchy of positions involving work of the same nature but requiring different levels of 

skill and responsibility.  For example, Accounting Tech, Accountant, Accounting Manager, etc. 

 

Promotions. A change in status for an employee to a higher-graded position. For salary administration 

purposes, there are two types of promotions: those within the job family and those outside the job family. 

 

Salary Level. Each salary range has been assigned a salary level. Within this framework, an employee's 

salary may be related to performance. Employees will  receive a salary that is within the range limits of 

the applicable level. 

 

Salary Range. Each position in the County has been placed in a salary range that establishes the 

position in relation to other positions in the organization. 

 

Range Minimum .  The lowest level (Step 1) of a Salary Range. 
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Range Maximum.  The upper limit  (Step 7) of a Salary Range. 
 

ñY-ratedò Salary. A óYô rate is a special salary rate established by the pay plan which entitles a person 

to receive compensation at a rate higher than that provided for in the top step, monthly flat rate, per 

annum, daily, or hourly rate for the classification/position. The employee will  ordinarily be considered 

ineligible for an increase in pay until an adjustment in the salary structure or a promotion to a 

classification with a higher salary range brings the employeeôs rate of pay within the established range 

for the position. 

Salary or Range Adjustment:  Adjustment of the salary range, either up or down, of an entire 

classification. Step placement and anniversary date of each incumbent of the classification remains the 

same. 

 

Salary on Lateral  Transfer/Equal Level Positions: Any employee who transfers from one department 

to another in the same classification or another classification having the same salary range shall be 

compensated at the same step in the salary range as previously received. For purposes of further 

increases within the salary range, the anniversary date shall remain the same as it was before the transfer. 

 

 
II. SALARY PROGRAM ELEMENTS 

 
A. Each job title within the County is classified into one of the County's classification (class) 

specifications for salary purposes, based on job qualifications, level of responsibility, difficulty, 

working conditions, skill, hazard, and amount of supervision required for the specific job title. Each 

class specification is assigned to a particular salary or salary range shown on the County's Salary Range 

Table.  Salary ranges are approved by the Board of Commissioners. 

 

B. Salary reviews are conducted by Human Resources. 

 
C. Pay increases may be contingent on satisfactory work performance. If  an employee's documented 

performance is less than satisfactory, the Elected Official/Department Head should consult with the 

Human Resources Department and the Compensation Plan document for possible actions regarding a 

delay in a scheduled pay increase for a stipulated period or until the employee's job performance is 

satisfactory. 
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D. Salary Adjustments. 

 
1. Salary increases are granted on the effective date of the promotion. 

 

2. The date of promotion establishes a new pay anniversary date and review date.  (See Policy #030 

- Review Period) 

 

3. Salary on Promotion: Employees must meet the minimum qualifications of the higher 

classification upon promotion. An employee promoted shall be entitled to receive the step rate in the 

salary range of the new position as per the classification and pay plan. 

 

4. Salary on Demotion: On voluntary or involuntary demotions the employee shall be reduced to an 

appropriate salary using the Salary Range Table and the Administration of the Classification and Pay 

Plan procedures. 

 

5. Salary on Reinstatement: Elected Officials/Department Heads may consider Advance Step 

placement for individuals who have previously worked for the County in the same classification. 

 
VI.  LONGEVITY BENEFITS 

Employees with continuous County service from the time of regular full -time employment are paid a 

longevity benefit calculated at the following: 

 
The longevity pay shall not apply to: 

 

1. Court Commissioners, 

2. Any elected official whose salary is set by the Board of County Commissions, 

3. Elected officials whose salaries are set by the Washington Citizensô Commission on salaries for 

Elected Officials, or 

4. Elected officials whose salaries are set by the Spokane County Citizensô Commission on Salaries. 

 

* The monthly rates are applied to Step 6 of Salary Range 9F. 

(Res. 89-0164, 1989; Res. 87-1184 § 5, 1987; Res. 82-0116 Attachment A (part), 1982; Res. 72-590 

(part), 1972; Res. 71-80 (part), 1971; Res. 67-752 (part), 1967; Res. 57-497 § 1, 1957);  

Res. 13-1073 amended per Res. 14-0026



Spokane County Personnel Policy Manual 
 

 

 

 

 
VII.  ADVANCED STEP HIRE 

Policy No. 120 

April, 2001 

Page 4 of 5 

 

A. SALARY UPON ORIGINAL PLACEMENT: Spokane Countyôs practice requires that when a hiring 

is made to a particular budgeted position, the starting pay shall be at the first step in the salary range 

applicable to the position as classified. However, that new employee may be hired at other than the 

first step upon approval of the Human Resources (HR) Director. 

 

B. THE PROCESS 

 
1. The Department screens and offers the applicant a position at the Step 1 position. 

 
2. If  a discussion ensues about advanced step placement, the department forwards a letter to Human 

Resources (HR) requesting the advanced step. The letter will  include the criteria and response to 

the questions listed below. 

 

a. One or more of the following primary criteria must be met before considering an advanced 

step placement. 

 

PRIMARY CRITERIA 

1) Difficulty  of Recruitment:  A scarcity of applicants that meet the employment standards. 

2) Unusual Qualifications: Possession of knowledge, abilities or skills which are necessary 

to provide a needed service and which are unusual in the applicant population and 

normally have been acquired through substantial specialized training or experience. 

b. If  one or more of the primary criteria are met, the following placement criteria will  be 

analyzed in recommending step placement for a particular candidate. 

1) Does the Department have the money needed in their budget to grant the advance step? 

2) Would granting the request result in the employee being placed in a higher step than 

existing employees with similar training and experience? 

3) Would  the  employee  be  earning  more  than  they  could  have  received  if  all  their 

experience was with Spokane County? 

4) Is it necessary to hire above the first step to avoid the person receiving a substantial pay 

cut? 

5) Would the person accept the position at a lower rate of pay? 
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3. A HR Analyst reviews the information and makes a recommendation. This recommendation is 

forwarded to the HR Director. 

 

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

determination is documented in writing and sent back to the department. 

 

5. If  approved, the Department makes the job offer at the approved advanced step level, indicating 

that the next step will  be at the completion of the 1,040 hour Review Period (Resolution 97- 

1056). 

6. The Department completes the Personnel Action Form, with the advanced step approval letter 

attached, and forwards these items to Human Resources for processing. 

 

7. HR processes the form and forwards it, along with a copy of the approval letter, to Payroll. 

 
8. When a current employee is selected to fill  a posted vacancy, the two departments involved will  

confer and agree on a suitable transfer date. Such transfers are expected to occur within two to 

four weeks from date of job acceptance. 

 

 
C. SUMMARY 

 
1. Every effort should be made to bring people in at Step 1 of the appropriate salary range. 

2. Advanced steps should be a rare exception, not the rule. 

3. Any deviations from the above procedures must go through the Board of County Commissioners, 

the legislative authority for wages and benefits. 
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121- Setting Salaries for County Non -Represented Promotions 
 

Scope: Non-represented employees 

 
Definitions: 

Interim position: A   temporary   position   where   the   employee   has   the   full   authority   and 

responsibility as   that found inthe higher level position. 

Like-kind position: A position requiring the same knowledge, skills and abilities as a vacant 

higher level position. 

Promotion: An appointment of an employee from a lower level position to a higher level 

position. 

Policy 

Upon promotion, a County employee is normally placed at the step in the salary range of the new position which 

provides at least a 5.12 percent increase in salary over the previously held position. However, there may be 

occasions when it is appropriate to grant an internal candidate an advanced step placement, i.e., greater than 5.12 

percent. 

Procedure 

To seek an advanced step placement for an internal candidate for a higher level/promotional position, the 

following factors should be considered: 
 

1. Work history: Attention should be given to the candidateôs previous experience if  the candidate has 

directly performed the work either as a long-term interim or in a like-kind position. Performing in a 

position at a lower level, while helpful as preparation for a higher level position, is not a substitute for 

direct experience. Similarly, performing as a short term interim (i.e. during periods of vacation or sick 

leave) does not provide sufficient evidence of the ability to perform the full  scope of the higher level 

duties. 

 

2. Salary history: The salary history of a candidate in a like-kind position to the vacant position may be 

taken into consideration. 

3. Recruitment difficulties: Evaluation of factors such as the scarcity of qualified applicants, the number of 

rejected job offers, and the turnover rate for a position may give insight into recruitment difficulties. 

Consideration should be given to recruitment difficulties in relation to the available trained labor force 

for the position. For example, an individual who possesses skills difficult  to find in the labor force may 

be in higher demand, and therefore may require additional salary consideration. 

4. Department budget: In considering the appropriate salary action, attention should be given to the impact 

on the department budget. In addition, consideration should be given as to whether this salary action 

would cause internal equity issues and therefore lead to additional budgetary impacts. 

The Human Resources Director must approve the advanced step placement with concurrence of the Chief 

Operations Officer and/or Chief Budget Officer. 

 

 

 
(Resolution:  2016-0479 ï 6/21/2016) 
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130 - SIGN-ON BONUS POLICY  
 

I. PURPOSE 

 

To attract highly competent applicants for those select positions in which Spokane County has difficulty  recruiting. 

 

 
II.  POLICY 

Spokane County uses sign-on bonuses to attract highly competent external candidates for positions which are 

difficult  to recruit and hire. This is a recruiting tool that is meant to be used selectively and not regularly. 

The sign-on bonus plan is comprised of the following: 

 

1. This bonus wil l be paid in two parts: 

a. 50% of the bonus will  be paid on the first regularly scheduled payday after the applicant becomes a 

Spokane County employee. 

b. The remaining 50% will  be paid on the first paycheck after the employee completes their first year 

of service as well as his/her probationary period. 

2. If  the employee leaves for any reason prior to one year of service, he/she is not entitled to the remaining 

50% bonus payment nor will  he/she be required to pay back any portion of the bonus already received. 

3. The agreement to use a sign-on bonus requires the use of the sign-on bonus acceptance letter with new hire 

signature (attached). 

4. The amount of the sign-on-bonus is determined through the use of this policy and in collaboration with the 

Human Resources Director or Chief Budget Officer. The bonus amount is paid out of the hiring departmentôs 

budget. 

5. Only Regular-Full Time Benefitted (FLSA) Exempt positions are eligible for a sign-on bonus. (Exception: 

Spokane County Sheriffôs Office may use a sign on bonus for lateral and intermediate lateral candidates. 

6. Bonuses are limited to the following types of positions (as defined in the job code table): 

a. Executive and Department Head positions: up to $10,000 

b. Manager positions: up to $7,000 

c. Non-exempt positions (Sheriffôs Office only): up to $15,000 

1) Up to $15,000 through 12/31/2021.  After such date:  up to $7,500. 

7. Nothing in this policy changes the ñat-willò status of the non-represented position eligible for a sign-on 

bonus nor does it change pertinent language found in the local bargaining unit representing this position. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Spokane County Personnel Policy Manual 
 

Policy No. 130 

    February, 2021 

Page 2 of 2 

 

III.  Eligibility  Standards 

In order to be eligible to use a sign-on bonus, the following requirements must be met: 

 
1. There is a high degree of diff iculty recruiting highly competent applicants, after extensive advertising and 

salary analysis. 

2. The base salary of the position is competitive as determined by Human Resources. 

3. The following positions approve the use of a sign-on bonus: Human Resources Director, County Operations 

Officer, Chief Budget Officer (including a review of the department budget for sufficient monies to pay the 

bonus) with final approval from the County Executive Officer. Exception -- for the Spokane County Sheriff, 

approvals are: Civil  Service Chief Examiner, Chief Budget Officer and Sheriff or designee. 

 
IV.  PROCEDURE 

 

1. The Hiring Manager requests the use of a sign-on bonus for an eligible position. 

2. The Department Head/Elected Official approves the use of a sign-on bonus and agrees to 

fund the sign-on-bonus. 

3. If  approved by the Department Head/Elected Official, the request goes to the Human 

Resources Director (or Chief Civil  Service Examiner) who reviews the following in making the decision to 

approve: 

¶ The number of applications received; 

¶ The quality of the applicants; 

¶ The extent of advertising conducted. 

4. If  approved by the Human Resources Director (or Chief Civil  Service Examiner), approvals 

must then be obtained from the County Operations Officer, the Chief Budget Officer (including a review of the 

department budget for sufficient monies to pay the bonus) with final approval from the County Executive Officer. 

Exception -- for the Spokane County Sheriff, approvals are: Civil  Service Chief Examiner, Chief Budget Officer 

and Sheriff or designee. 

5. The newly hired employee must sign the bonus letter (attached) in order to receive any sign- 

on bonus amount. 

 

 

IV.  TAX  CONSIDERATIONS  

 
Sign-on bonuses are taxable income to the employee and must be added to the employeeôs compensation in the year 

in which they are paid. All  applicable payroll taxes will  be deducted. 
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Sign-on Bonus Acceptance Letter 

 
[date] 

 

[new hire name] 

[address] 

[city, state, zip] 

Dear [new hire]: 

We are pleased to offer you a sign-on bonus of $ for the position of 

  . This bonus will  be paid in two payments: 50% of the bonus will  be 

paid on the next regularly scheduled pay date after your first day of employment with Spokane County; the remaining 50% of 

the bonus will  be paid after one year of County service and successful completion of your probationary period. 

The sign-on bonus is taxable, and all applicable payroll taxes will  be deducted for each payment. 

In the event that you leave County employment for any reason prior to the completion of one year of County service you will  

not be entitled to the remaining 50% of the sign-on bonus, nor will  you be required to pay back any portion of the bonus 

already received. 

Nothing in this letter affects the ñat-willò status of your position or in the event your position is represented by a local 

bargaining unit, changes the terms of the bargaining unit contract. 

Sincerely, 

 

 
   

[Human Resources Director] [Chief Executive Officer] 

CC: Payroll 

Employee Personnel file 

Attachment: Sign-on Bonus Policy 

= = = = = = = = = = = = = = = = 

By your signature, you agree to the terms of the Spokane County Sign-on Bonus Policy (attached). 

 

 
   

Employee Signature Date 
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210 - HOURS OF WORK  AND PAY  PERIODS 
 

I. PURPOSE 

To establish the hours of employment in the County's basic workday and workweek and to establish pay 

periods and pay days to administer the payment of wages, salaries and overtime to comply with State and 

Federal regulations. 

 

II. SCOPE 

This policy applies to all employees at the Courthouse complex. Other work sites may have different 

schedules. (Labor agreements may vary.  See specific labor agreements in reference to represented employees.) 

 

III.  POLICY 

1. Hours of Work: 
 

1. The County's customer service workweek is Monday through Friday from 8:30 a.m. to 5:00 p.m. 

with a one-hour unpaid lunch period. Different work weeks/hours may be established by the 

County to meet job assignments and provide necessary services. 

2. Each employee's Elected Official/Department Head or their designee will  advise the employee 

regarding specific work week/hours. 

3. A normal working schedule for regular, full -time employees consists of 37.5 or 40 hours each 

workweek. Alternative work schedules may be established by the County to meet job 

assignments and provide necessary County services. 

4. Extra-help, temporary, seasonal and limited term employees will  work hours as specified by the 

Elected Official/Department Head. 

5. The Countyôs standard workweek begins at 12:01 a.m. Sunday and ends at 12:00 a.m. the 

following Saturday. Elected Officials/Department Heads or designee may designate different 

standard workweeks and hours with Board of County Commissionersô concurrence. 

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

worked. All  breaks shall be arranged so that they do not interfere with County business or service to 

the public. Breaks should not be combined together or with meal periods. Meal periods shall be 

scheduled by the employee's Elected Official/Department Head or their designee. The scheduling of 

meal periods may vary depending on department workload. Meal periods are unpaid and are usually 

one hour in length. 
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3. Paydays: County employees are paid bi-monthly. If  the payday falls on a Saturday, Sunday, or a 

holiday, payment shall be made on the working day immediately preceding. No payment shall be 

made to regular employees on other than the established paydays. 

4. Flex Time: Working other than the regularly scheduled daily shift where start/finish times, break 

times and lunch times can vary but do satisfy a full  dayôs work requirement. Flex time can support 

both workerôs or managementôs needs. However, emphasis on approving flex time should rest on the 

service we provide to our customers. Elected Officials/Department Heads are the approval authority 

for flex time. 

5. Expectations: Employees are expected to perform work during working hours. Receiving pay for 

time not worked is against County policy and will  be considered dishonest. Violations may result in 

discipline. Examples include, but are not limited to: 

Sleeping on job; 

Personal errands or business; 

Writing checks to pay personal bills; 

Falsifying time cards/records; 

Performing work for personal business or an outside employer. 

 
G. Attendance: 

1. Punctual, consistent and reliable attendance is a condition of employment. Each Elected 

Official/Department Head and supervisors are responsible for maintaining an accurate attendance 

record of his/her employees. 

2. Employees unable to work or unable to report to work on time should notify their supervisor as 

soon as possible, ordinarily before the work day begins or within 30 minutes of the employee's 

usual starting time. If  an absence continues beyond one day, the employee is responsible for 

reporting in each day unless a known duration is established in advance. If  the supervisor is 

unavailable, the employee may leave a message with the Elected Official/Department Head or 

designee, stating the reason for being late or unable to report for work. 

3. Employees are expected to be at work on time during inclement weather. Non-attendance will  be 

counted as absence from work and will  be charged to personal holiday time, accrued vacation or 

accrued comp time, in this order. Elected Officials/Department Heads may approve alternative 

work schedules during inclement weather. If  such accrued leave time is not available to that 

employee, such absence will be without pay. 

4. In the event the Board of Commissioners, after consultation with the Sheriff, decides to close 

County operations and directs employees to go home, all but essential personnel shall be 

released. Each shall be paid for the time off the job. Such pay shall not be charged against 

accrued leave time. 
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5. An employee who is absent without authorization or notification is subject to discipline, up to 

and including termination. 

 

H. Call Back: All  employees are subject to call back in emergencies or as needed by the County to 

provide necessary services to the public. Refusal to respond to a call back grounds for disciplinary 

action. Employees called back to duty will  be paid their appropriate rate of pay for hours worked (or 

overtime rate, if applicable). 

 
 

IV. MAINTENANCE OF PAYROLL RECORDS 

 
The County Auditor keeps the official payroll records. Each employee shall signify actual hours worked 

by signing a time sheet and submitting it to the Elected Official/Department Head or designee. Each 

Elected Official/Department Head shall, on a pay period basis, turn in a signed work record for each 

department employee, noting hours worked, overtime worked, and leaves taken, as applicable. 
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211 - OVERTIM E: NON -EXEMPT EMPLOYEES 
 
 

I. PURPOSE 

 
To provide guidelines to administer overtime pay to comply with applicable federal and state wage and 

hour regulations. 

 

 
II. SCOPE 

 
This policy applies to non-exempt employees of Spokane County. (Labor agreements may vary.  See specific labor 

agreements in reference to represented employees.) 

 

 

 

III.  POLICY 

 
A. Overtime worked by non-exempt employees must be authorized in advance by the Elected Official or 

Department Head. 

B. Spokane County overtime pay policy conforms to overtime provisions of the federal Fair Labor 

Standards Act (FLSA).  Exemption from these provisions will  be claimed for an employee only when 

it can clearly be established that the employee's duties and responsibilities meet the requirements for 

such exemption. (See Policy No. 110, Exempt/Non-exempt Employee Status.) 

C. Non-exempt Positions:  Employees will  be paid following these principal elements: 
 

1. All  employees working either a thirty-seven and one-half (37.5) or forty (40) hour workweek 

schedule will  be compensated at a straight time rate for hours worked up to and including forty 

(40) hours in a workweek. 

 
2. Hours worked in excess of forty (40) in a workweek will  be compensated at 1.5 times the 

employeeôs regular rate of pay. 

 

D. All  work performed on any of the approved County-scheduled holidays is compensated at the 

holiday rate (1.5 times the straight time rate) plus the straight time rate. 

E. Only hours worked will  be used to calculate overtime pay. Paid or unpaid time off for holidays, 

jury duty, military leave, PTO, vacation, sick leave or any leave of absence will  not be 

considered for the purposes of calculating overtime. 
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F. Compensating time off in lieu of overtime payments may be granted. 

G. Compensatory Time: 
 

1. For non-exempt employees entitled to overtime: the Elected Official/Department Head decides 

whether to offer the employee compensatory time off in lieu of cash payment. Overtime is pre- 

approved on a case-by-case basis by the employee's Elected Official/Department Head or 

designee. If  the compensatory time option is exercised, the employeeôs comp time is calculated 

the same as overtime. Maximum accruals of compensatory time 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 maximum accrual, overtime compensation shall be paid. 

 

2. Employees should use compensatory time within six months of when it was earned, unless doing 

so would unduly disrupt County operations. Employees will  be permitted to use such time off 

within a reasonable period after making the request, unless doing so would unduly disrupt 

County operations. 
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212 ï Time Sheet & Missed Breaks 
Purpose  

The purpose of this policy is to provide time reporting requirements and procedures for missed breaks for 

all hourly paid employees of Spokane County in compliance with the Fair Labor Standards Act and the 

Washington State Minimum Wage Act. Department Heads and Elected Officials have the discretion to 

apply this policy to exempt employees. 

 

Scope 

Non-exempt employees (and exempt employees as designated by department heads or elected officials) 

 

Definitions 

Authorized hours:  Work hours that a manager assigns to an employee.  

 

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 meal 

breaks are not considered hours worked (except under certain labor agreements).  This time shall be 

recorded.  

 

Meal Breaks:  Defined as at least 30 minutes of uninterrupted time. Meal breaks are required for an 

employee working more than 5 hours in a workday; the meal break must be taken no earlier than 2 hours 

into the shift and no later than 5 hours after the beginning of the shift.  Employers must (1) relieve the 

employee of all duty; (2) relinquish control over their activities; (3) permit employees a reasonable 

opportunity to take an uninterrupted meal break; and, (4) not impede or discourage the employee from 

doing so.  Labor agreements may provide for alternate arrangements. 

 

Non-exempt employee:  Employees whose positions do not meet FLSA exemption tests and who are 

eligible for overtime.  

  

Overtime:  Defined as authorized hours worked by an hourly nonexempt employee in excess of 40-hours in 

a workweek or workweek as otherwise defined by the Washington State Minimum Wage Act and the Fair 

Labor Standards Act (FLSA). Overtime is paid at 1.5 time the regular rate of pay.  Overtime shall be 

recorded accurately on a paper or electronic timesheet and must be approved in advance by the employeeôs 

manager.  Labor agreements may provide for additional overtime. 

 

Rest Breaks:  Fifteen (15) minutes of uninterrupted rest time generally taken during the midpoint of a 4-

hour segment of work time, but no later than the end of the third hour of the shift.  The 15-minute rest break 

may be taken in increments with supervisorôs approval.  Examples of mini rest breaks are personal phone 

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 shift.  Non-exempt employees are required to 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 as 

directed). Workday hours may differ depending upon labor agreement or alternative work schedules. 

  

Workweek: Seven consecutive days generally beginning on Sunday and ending on Saturday. The usual 

work week period is 37.5 or 40 hours. (The workweek may vary for those employees on an alternative 

schedule.) 

 

Policy 

It is County policy that employees take their rest and meal breaks.  Labor contracts may modify how and 

when rest and meal breaks are taken. 

 

Non-exempt employees are required to notify their supervisor immediately should they miss their rest or 

meal break.  Whenever possible, employees should receive authorization in advance from the supervisor 

about the necessity of missing a break.  The supervisor will attempt to reschedule the missed break during 

the shift or reduce the scheduled shift by 15 minutes.  If the supervisor is unable to reschedule the break or 

adjust the schedule, the employee will be additionally compensated.  For example: an employee works an 

8-hour shift.  They miss their afternoon 15-minute rest break due to workload.  If the supervisor cannot 

reschedule the break during that shift or allow the employee to leave work 15 minutes early, an additional 

15 minutes will be added to the employeeôs timecard for that day.  Collective bargaining agreement 

language may modify these provisions. 

 

Procedures  

Non-exempt employees paid on an hourly basis will regularly submit their time records as directed by their 

managers, either online or in hard copy. Time records must show all hours worked, PTO, vacation time, 

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

breaks. 

   

Responsibilities  

Each non-exempt hourly employee is responsible to:  

¶ Take rest and meal breaks according to this policy (or applicable labor contract). 

¶ Whenever possible, receive advance authorization to miss a rest or meal break. 

¶ Notify manager immediately if  a meal or rest break is not received.  A missed meal or rest break 

period must be noted on time record by the end of the shift.   
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¶ Maintain an accurate daily record on his or her time record of hours worked. All absences from 

work schedules should be appropriately recorded and coded. Entries must be made daily on 

department timecards. 

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

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

¶ Sign and submit the completed time record in the format required (electronic or paper) to the 

manager in the time period required for approval.  

Each manager of non-exempt employees is responsible to: 

  

¶ Review requests for overtime.  

¶ Ensure that all employees maintain accurate time records including any missed breaks.  

¶ Review/approve time records and submit them to payroll.  

¶ Ensure employees take legally required breaks. 

¶ Ensure employees are compensated for missed meal and rest breaks. 

¶ Ensure non-exempt employees are not working additional unauthorized hours (i.e. starting work 

early, leaving work late).   

Time Sheet & Missed Breaks ï FAQ 
 

Q: What is the purpose of this policy? 

A: To provide time reporting requirements for all Spokane County non-exempt/hourly paid employees that 

are in compliance with the Fair Labor Standards Act and the Washington State Minimum Wage Act. 

 

Q: To whom does this policy apply? 

A: This policy applies to hourly non-exempt employees.  Department heads and Elected Officials can 

apply it to exempt employees if desired. 

 

Q: What are the important points of this policy? 

A: (1) It is important for all employees to take rest and meal breaks. (2) Hourly employees are required to 

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 by 15 minutes, the amount of break time 

missed will be added to the employeeôs timecard for the day. 
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Q: What information should time cards contain? 

A: Time records should show all hours worked, PTO, vacation time, sick time, etc. that were used in the 

week.  Also, time records should also note all missed meal and rest breaks. 

 

Q: What if the labor contract differs? 

A: The labor contracts may be more generous but they must, at a minimum, follow this policy.  

 

Q: What if a non-exempt employee, on their own, works on the weekend? 

A:   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 prior authorization. 
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213 - ALTERNATIVE WORK  SCHEDULES 
 

I. PURPOSE 

 
To establish guidelines and pay practices to administer alternative work schedules. 

 

 
II. SCOPE 

 
This policy applies to employees in jobs designated by the Elected Official/Department Head, and 

Human Resources. (Labor agreements may vary. See specific labor agreements in reference to specific 

represented employees.) 

 

 
III.  GENERAL POLICY 

 
A. At the sole discretion of the Elected Official/Department Head, employees may observe work 

schedules which differ from Spokane County's normal work schedule of five consecutive days per 

week. These schedules must be approved by the Elected Official/Department Head and Human 

Resources prior to working one of these schedules. 

 

B. Employees in non-exempt positions will  be paid for overtime according to federal regulations. For 

additional guidance regarding the County's overtime pay policies, see Policy No. 110 - Exempt/Non- 

exempt Employee Status, and Policy No. 211 - Overtime:  Non-exempt Employees. 

 

IV. POLICY -  ALTERNATIVE WORK SCHEDULES 

 

A. Schedule: Employees may work alternative work schedules, based on the needs of the position and 

the Department. 

 

B. Flex Time: Working other than the regularly scheduled daily shift where start/finish times, break 

times and lunch times can vary but do satisfy a full  dayôs work requirement. Flex time can support 

both workerôs or managementôs needs. However, emphasis on approving flex time should rest on the 

service we provide to our customers. Elected Officials/Department Heads are the approval authority 

for flex time. 

 

C. Job Share:  (See Policy #215). 

D. Percentage Employees: (See Policy #217 and Policy # 215). 
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215 - JOB SHARE 
 
 

I. PURPOSE 

 
To establish guidelines and pay practices to administer job share work schedules. 

 

 
II. SCOPE 

 
This policy applies to employees in jobs designated by the Elected Official/Department Head, and 

Human Resources. (Labor agreements may vary. See specific labor agreements in reference to 

represented employees.) 

 

 

 
III.  GENERAL POLICY 

 
With approval of the Elected Official/Department Head, two employees may participate in a job share 

program, where appropriate. Not all positions lend themselves to this arrangement. Job share is an 

alternative scheduling procedure in which two (2) employees of the same job classification share the 

duties, responsibilities and normal work hours of a single, full -time position. At no time will  the 

combined regular scheduled work hours equal more than 100% of a single position of the regular 

scheduled work. County provided benefits will  be prorated (Resolution #96-0289) according to the 

percentage worked by each employee, normally fifty  percent (50%). The details of the program can be 

obtained from the Human Resources Department. 
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217 - PERCENTAGE EMPLOYEES 

 
PURPOSE 

To assist and recognize the individual needs of employees outside of the workplace and further recognize 

departments may have alternative work 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  

Percentage employee:  a regular employee who is normally scheduled to work less than full time (37.5/40) 

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 affected departments 

will be adequately served by percentage rather than full-time positions.   

 

Benefits for percentage employees are generally received on a pro-rated basis. 

 

PROCEDURES 

1. Probation/Review Period is based on calendar months from date of hire and applies equally to 

50%, 60% and 80% percentage employees:  six (6) months for non-represented percentage 

employees or twelve (12) months for union percentage employees.  Probation/Review Period 

may be extended by the Department Head or Elected Official in conjunction with Human 

Resources and the pertinent collective bargaining agreement. 

2. Step Increase Date is based on calendar months from the date of hire; it is not based upon 

hours worked.  The initial step increase occurs approximately six months after hire with 

subsequent step increases occurring every twelve months thereafter. 

3. Vacation/PTO/Sick accruals are pro-rated based upon the budgeted percentage of the position, 

i.e., 50%, 60% or 80%.  Employees may use accrued annual leave and sick leave only for 

regularly scheduled work days. 

4. Paid Holidays are pro-rated and paid based upon the budgeted percentage of the position, i.e., 

50%, 60% or 80%.   

a. A percentage employee is entitled to holiday pay if the employee would have been 

scheduled to work on such a day if it had not been observed as a holiday and the 

employee worked their last regularly scheduled day prior to, and the first scheduled day 

after the holiday unless they are excused by the Employer or on authorized paid leave. 



Spokane County Personnel Policy Manual 
 

Policy No. 217 

January, 2019 

Page 2 of 2 

 

b. If a legal holiday occurs on the percentage employeeôs normal day off, the employee 

shall receive an alternative paid day off equal to the pro-rated full-time hours which shall 

be scheduled with the Department Head or Elected Official and shall be taken within the 

first 30 days following the holiday.  For example, a 50% employee would receive 4 paid 

hours (8-hour day/40-hour week) to be used within 30 calendar days.  

c. If a legal holiday occurs on a percentage employeeôs regularly scheduled work day, the 

employee shall receive the number of hours of holiday pay equal to their pro-rated full-

time hours.  For example, a 50% employee would receive 4 paid hours (8-hour day/40-

hour week) for that holiday.   

 

d. If the employeeôs normal schedule on a holiday includes more hours than granted in that 

paid holiday, the employee must either work the additional hours or use PTO or vacation 

to supplement.  For example, a 50% employee normally works 7 hours on the day of the 

holiday.  After receiving 4 hours of holiday pay (8-hour day/40-hour week), the 

employee must either work the additional 3 hours during that week or use three hours of 

vacation or PTO. 

e. Holidays occurring during a period of vacation or sick leave shall be paid as they occur 

and the employee shall not be charged with vacation or sick leave for the holiday.  

5. Health insurance premium costs for percentage employees (50%, 60%, 80%) are set at 20% of 

the total cost of the monthly premium for the coverage chosen. 

6. Life Insurance provided by the County will be paid the same as if a full-time employee. 

7. Retirement Benefits shall be provided to percentage employees as authorized in rules adopted 

by the Washington State Department of Retirement Systems. 

8. Overtime of percentage employees occurs when hours worked exceeds 40 hours in an 

FLSA work week. (Collective bargaining agreements may vary). 
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220 ð TELECOMMUTING  
 

I PURPOSE 

 
To establish a policy and procedures to encourage, where appropriate, the use of telecommuting in order 

to attract and retain a diverse and talented work force, reduce costs, encourage affordable traffic 

mitigation, improve productivity among employees, better address work and family demands, and further 

goals of local, state, and national policies and regulations such as the Clean Air  Act and the Commute 

Trip Reduction law. Spokane County supports telecommuting as an alternative work arrangement and 

allows supervisors to implement telecommuting arrangements, where appropriate, for eligible employees. 

The participating employee shall also be subject to all applicable provisions within Policy 220 except as 

may be modified herein. 

 

II. SCOPE 

 
This policy applies to: 

¶ All  Elected Officials, Department Heads, employees of Spokane County; 

 
III.  DEFINITIONS 

A. ñTelecommutingò means working one or more days each work week from home or other designated alternative 

worksite instead of commuting to a centrally located worksite. 

B. ñVoluntaryò means employees choose to request a telecommuting arrangement. 

C. ñCentrally Located Worksiteò means the Spokane County worksite where the 

employee would be required to work if  they did not telecommute. 

 

IV.  POLICY 

 

A. Program Agreement and Goals. 

 
1. The telecommuting policy shall supersede all prior and/or existing telecommuting policies. 

 
2. The telecommuting policy shall apply to all employees. The application of this policy to 

represented employees shall be the subject of collective bargaining between Spokane County and 

the exclusive bargaining agents for those employees. 

 

3. Elected Official/Department Heads are allowed to implement telecommuting  arrangements, 

where appropriate, for eligible employees in recognition of the positive personal and 

management impacts of such arrangements, including reduced commuter stress and traffic 

congestion, and increased workplace flexibility.  Telecommuting can both serve the needs of 

Spokane County government and its clients, and grant a greater degree of personal freedom to 

employees. 

 

4. The telecommuting option is not an employee benefit ï it is a management right that provides an 

alternative means to fulfill  work requirements. Telecommuting is not appropriate for all 

employees.  No employee is entitled to, or guaranteed the opportunity 
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to telecommute. Offering the opportunity to work at home is a management option based on the 

discretion of the employeeôs Elected Official, Department Head and/or designee. An employeeôs 

participation is strictly voluntary. All  telecommuting agreements must meet the criteria in this 

policy and may be terminated at any time by either the employee or their immediate supervisor 

(although it is recommended that two weeks notice be given if  possible). 

 

5. All  departments will  incur the cost for any expenses they approve for telecommuting agreements. 

 
6. Expenses for telecommuting agreements require the approval of the Elected Official or the 

Department Head. The Elected Official/Department Head may allow managers/supervisors the 

authority to approve minimal telecommuting expenses and should set spending limits 

accordingly. 

 

7. Implementation and termination of telecommuting agreements within individual departments will  

be at the discretion of the employeeôs Elected Official/Department Head or their designees. 

 

8. An employee wishing to request a telecommuting arrangement shall submit a written request to 

their Elected Official/Department Head. A telecommuting arrangement must be mutually agreed 

upon by the employee, the employeeôs immediate supervisor and the Elected Official/Department 

Head. Any changes to the written arrangement must also be documented in writing and approved 

by the employeeôs Elected Official/Department Head. 

 

9. Elected Official/Department Head should consult with Risk Management and ISD in advance if  

an employee requires remote access or technical support in order to telecommute. 

 

10. Elected Official/Department Head must set-up telecommuting agreements so that they expire on 

a routine basis, such as every three or six months (up to a maximum of 12 months). At the 

expiration of a telecommuting agreement, the employee would have the option to request renewal 

of the arrangement by filling  out another telecommuting application. This process allows 

management and employees to evaluate and adjust telecommuting arrangements to meet their 

workload needs. 

 

11. After an employee begins a telecommuting arrangement; management shall conduct periodic 

reviews with the employee to evaluate the success of the arrangement. (It is recommended that a 

first time telecommuter would be reviewed during the first 45 days, at the end of three months, at 

the end of six months and after one year). 

 

12. Should a conflict arise between two or more employees concerning a telecommuting 

arrangement, the employeeôs Elected Official/Department Head or designee shall have final 

authority to resolve the matter. 
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13. Employees may, at the discretion of their immediate supervisor, be called to work at their 

centrally located worksite on their regular telecommuting workday during their regular work 

hours to meet workload requirements. 

 

14. If  an employee is telecommuting and during the workday they come in to their centrally located 

worksite, the time traveling from the employeeôs home or designated alternative work site to the 

centrally located worksite must be treated as ñjob siteò to ñjob siteò travel, and the employeeôs 

travel time must be counted as hours worked and compensated accordingly. Whenever possible, 

when telecommuting employees are requested to report to their centrally located worksite, they 

should be so notified by the end of the work day prior to the day they are to report to the central 

worksite. In such cases, travel time between home and the central worksite is treated as regular 

commuting time and is not counted as hours worked and compensated. 

 

15. The duties, obligations and responsibilities of an employee who telecommutes are the same as 

employees at the centrally located worksite. 

 

16. A set procedure and schedule for regular communication between a telecommuting employee, 

staff and customers must be identified in the telecommuting agreement. Fair Labor Standards 

Act (FLSA) exempt employees must indicate the hours they will  be available to be reached by 

staff and customers. For non-exempt and bargaining unit employees, the telecommuting 

agreement must indicate the hours the employee will  be on work status as well as be available to 

be reached by staff and customers. Supervisors will  also outline specific job assignments and 

expectations of the telecommuting employee. Work schedule variations are subject to Elected 

Official/Department Head approval. 

 

17. For non-exempt employees covered by the provisions of the Fair Labor Standards Act, any hours 

beyond their normal work schedule must be authorized in advance by the employeeôs supervisor. 

 

18. In order to utilize sick leave on a telecommuting workday, employees must contact management 

according to their department policy/procedure. 

 

19. Employees who telecommute are expected to be working at their designated work site during 

their telecommuting work schedule. Personal leave time normally scheduled during a 

telecommuting employeeôs scheduled workday must be arranged in the same manner with their 

immediate supervisor as employees at the centrally located worksite. 

 

20. Employees on a telecommuting schedule will  continue to accrue vacation and sick leave benefits 

at the same rate as an employee who is not working a telecommuting arrangement. For non- 

exempt employees who are covered by the provisions of the Fair Labor Standards Act, vacation 

and sick leave benefits shall be expended on an hour-for-hour basis. The telecommuting 

employeeôs salary, retirement and benefits also remain unchanged. 
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21. Telecommuting shall not be used as a substitute for dependent or child care. Employees who 

telecommute are expected to make dependent and child care arrangements during the period they 

will  be telecommuting. 

 

22. Employees who telecommute will  be covered by workerôs compensation for all job-related 

injuries occurring at their designated work site during their defined work period. The employee 

is responsible for maintaining a safe and ergonomic working environment, including the work 

area, bathroom, and other areas that may be necessary for work during the telecommuting 

arrangement. Workerôs compensation will  not apply to non job-related injuries that occur at the 

designated work site. The employee also remains responsible for injuries to third parties and/or 

members of the employeeôs family on the employeeôs premises. Spokane County will  not be 

responsible for injuries to third parties or members of the employeeôs family that occur on the 

employeeôs premises. 

 

23. In the event of a job-related incident, accident or injury during telecommuting hours, the 

employee shall report the incident to their supervisor and Risk Management as soon as possible 

and follow established procedures to report and investigate workplace incidents, accidents or 

injuries. 

 

24. The employee must allow home office inspections conducted by the county if  a job-related 

incident, accident or injury has occurred. 

 

25. Telecommuting employees shall not hold business meetings with internal or external clients, 

customers or colleagues at their residence. 

 

26. Employees shall not conduct any unauthorized external (non-county) work during their 

telecommuting work schedule. 

 

27. The employee shall participate in any county-sponsored telecommuting and/or technology 

training as requested by the employeeôs supervisor. 

 

28. The employee shall participate in any county evaluation of telecommuting. 

 
29. The employee shall enroll and participate in the Countyôs Commute Trip Reduction Program by 

completing an online calendar each month showing the days they telecommute. 

 

30. The Information Systems Department, Risk Management or Human Resources can assist with 

telecommuting program advice or consultation to departments. 

 

B. Telecommuting Eligibility:  

1. An employeeôs work must be of a nature that face-to-face interaction with  internal  or 

external customers or project workgroups is minimal and the employeeôs tasks can be 

performed successfully away from the county worksite. 



Spokane County Personnel Policy Manual 
 

 

Policy No. 220 

June, 2008 

Page 5 of 11 

 

 
2. The need for specialized material or equipment in order to telecommute should be minimal. 

Employees interested in telecommuting from home must already have a safe and ergonomic 

home office environment and the primary materials and equipment needed at their home in 

order to telecommute. 

 

3. Characteristics of the employee will  include a demonstrated conscientiousness about work 

time and productivity, self-motivation and ability to work well alone. 

 

4. The employee communicates effectively with supervisors, co-workers, support staff and 

clients. 

 

5. The employee operates computer or other equipment independently, to the degree that will  

be required to work from their home or designated work place. 

 

6. The employee must be currently performing at an overall satisfactory level or above in their 

position including attendance. 

 

C. Hardware, Software and Supplies: 

 
1. Although the need for specialized material or equipment in order to telecommute should be 

minimal, the county may provide equipment (hardware and software) and 

services (such as technical support) if  it is approved in advance by the employeeôs Elected 

Official/Department Head or designee. 

 

2. General office supplies (such as paper and pens) will  be provided by the county and should 

be obtained by the employee at the centrally located worksite. Out-of-pocket expenses for 

supplies normally available at the centrally located worksite will  not be reimbursed. 

 

3. Employees who telecommute from home are subject to the same internal county policies 

regarding the use of county provided equipment (hardware and software) and services as that 

of employees at the centrally located worksite. 

 

4. Employees who telecommute shall not allow anyone, except authorized county employees, to 

use county equipment (including hardware and software) and services. 

 

5. HARDWARE: New or existing personal computer equipment may be provided on an as- 

needed basis to employees by the county if  approved in advance by the employeeôs Elected 

Official/Department Head. Telecommuting expenses beyond the minimum spending limit  

must be authorized in advance by the Elected Official/Department Head. This equipment 

may consist of a personal computer, modem and related supplies. All  supplies must be 

returned to the county as soon as the telecommuting arrangement is no longer valid, if  the 

equipment will  no longer be needed by the employee to do their work or if  employment with 

the county is terminated. The county will  provide routine maintenance and repairs for 

county 
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equipment if  the equipment is returned to the employeeôs centrally located worksite. Routine 

maintenance and repairs for county provided equipment that can not be returned in a cost 

effective manner to the centrally located worksite may be conducted at an employeeôs home 

if  it is approved in advance by the employeeôs Elected Official/Department Head or designee 

and is agreeable with the applicable technology support staff person. 

 

6. Telecommuting employees may use their own computer equipment. Employees may consult 

with their departmentôs IT support person or the Help Desk for work related assistance for 

their computer at their own risk. The county will not be able to provide technical support for 

computer or telecommunications equipment that is not compatible with equipment that is 

currently supported by the county. Employees will  be responsible for the maintenance and 

repair or their own equipment. 

 

7. Office furniture will not be provided to employees who telecommute. 

 
8. SOFTWARE: Employees must conform to the countyôs software standards. Departments 

will  consult with ISD to ensure that the software needed conforms to the countyôs software 

policies. 

 

9. Remote access to the countyôs network may be provided to the employee at the discretion of 

the employeeôs Elected Official/Department Head or designee. Remote access may also be 

updated periodically to the employee at the discretion of the employeeôs Elected 

Official/Department Head or designee. If the countyôs remote access  system  includes 

internet access or VPN services, the employee may only use the county provided internet 

access or VPN services in a manner consistent with that of employees at the centrally located 

worksite. Employees who telecommute are subject to the same internal county policies 

regarding the use of county provided equipment and services as that of employees at the 

centrally located worksite. 

 

10. The county will  not purchase or reimburse employees for the cost of an internet service 

provider or internet use. If  the countyôs remote access system includes internet access or 

VPN services, the employee may only use the county provided internet access or VPN 

services in a manner consistent with that of employees at the centrally located worksite. 

Employees who telecommute are subject to the same internal county policies regarding the 

use of county provided equipment and services as that of employees at the centrally located 

worksite. 

 

11. The county will  not provide or reimburse employees for software that is commercially 

available for installment on an employeeôs personal computer for personal use. 

 

12. The county may purchase or reimburse employees for software that is installed on county 

provided equipment if  approved in advance by the employeeôs Elected Official/Department 

Head or designee. 
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13. County information stored on an employeeôs personal computer may be subject to public 

disclosure requirements. 

 

14. Management shall retain the right to visit the home office work site during business hours. 

Such visits shall be made with 24-hour notification from the Elected Official/Department 

Head or designee, except in the case of an emergency. Failure to maintain a safe work 

environment or ensuring that county owned equipment is secure will  terminate an employee 

from the telecommuting program. 

 

D. Telephones: 

 
1. Telephone equipment (such as a fax machine) and service may be provided on an as-needed 

basis to employees by the county if  approved in advance by the Elected Official/Department 

Head or designee. All  equipment must be returned to the county as soon as the 

telecommuting arrangement is no longer valid, if  the equipment will  no longer be needed by 

the employee to do their work or employment with the county is terminated. The county will  

provide for routine maintenance and repairs for county equipment if  the equipment  is 

returned to the employeeôs centrally located worksite. Routine maintenance and repairs for 

county provided equipment that can not be returned to the centrally located worksite in a cost 

effective manner may be conducted at an employeeôs home if  it is approved in advance by 

the employeeôs immediate supervisor and is agreeable with the applicable technology support 

staff person. 

 

2. The county may reimburse an employee on a case-by-case basis for business related long 

distance telephone expenses incurred at the employeeôs home on telecommuting days if  

approved in advance by the employeeôs Elected  Official/Department  Head  or  designee. 

Long distance charges for remote access to the countyôs network are permissible if  approved 

in advance by the employeeôs Elected Official/Department Head or designee. 

Reimbursement will  require an itemized copy of the employeeôs telephone bill. 

 

3. Telecommuters will  check their voice mail messages or contact the office on a regular basis 

throughout the day and will return phone calls promptly. 

 

4. Phones at the alternate work site will  be answered in a business-like manner during business 

hours. Answering machines, if  used, wil l convey an office image during telecommuting 

hours. 

 

5. The county will  not reimburse the employee for local telephone calls or service. 

 
E. Confidential Information: 

 
The employee will  maintain the confidentiality of county information and documents, prevent 

unauthorized access to any county system or information, and dispose of work related documents 

in a manner that will  not jeopardize the interests of the county. 
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Action by Action 

 

1. Employee Ʒ Makes a written request and submits it to immediate 

supervisor. 

 
2. Immediate Supervisor Ʒ Reviews request. 

Ʒ May request a written analysis of work tasks from 

employee. 

Ʒ May deny agreement or any equipment or service 

expenses requested. 

Ʒ If  agreement is acceptable, forwards agreement for 

approval to Elected Official/Department Head or designee. 

3. Elected Official/ 

Department Head Ʒ Denies or grants equipment or service expenses.  If  

denied, provides the immediate supervisor written 

explanation of why the expenses are not approved. 

Ʒ Informs employee in writing of denial or granting of 

request for telecommuting arrangement and 

equipment and service expenses if applicable, 

including date the arrangement will  be implemented 

and date it will  end. If  denied, provides the employee 

with a written explanation of why the request has 

been denied. 

 

G. Responsibilities: 

 
1. Employees who telecommute or plan to telecommute are responsible for: 

 
a. Ensuring that a high level of public service is maintained, and that abuses of this 

policy do not occur. 

b. Initiating a written request if  they are interested in entering into a telecommuting 

agreement. 

c. Reporting to their immediate supervisor as early as possible if  they are unable to 

work on a telecommuting day. 

d. Establishing and maintaining an adequate, safe and ergonomic work space in their 

home. 

e. Maintaining appropriate care and security of any county equipment used at the 

employeeôs home. Employees who telecommute from home are subject to the 

same internal county policies regarding the use of county provided equipment 

(hardware and software) and services as that of employees at the centrally located 

worksite. Employees shall return all county provided equipment promptly upon 

completion of their telecommuting agreement. Employees are responsible for 

maintenance and repair of their own equipment. 
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f. Maintaining the confidentiality of county information and documents, preventing 

unauthorized access to any county system or information, and disposing of work 

related documents in a manner that will  not jeopardize the interests of the county. 

g. Any injuries to third parties and/or members of the employeeôs family on the 

employeeôs premises during the employeeôs telecommuting work period. 

h. Abiding by all of the terms of Spokane Countyôs telecommuting policy. 

 
2. Immediate Supervisors are responsible for: 

 
a. Ensuring that a high level of public service is maintained, and that abuses of this 

policy do not occur. 

b. Reviewing employee requests for telecommuting, denying requests or forwarding 

eligible requests to Elected Official/Department Head or designee for approval. 

c. Providing written notice granting or denying requests and written notice for 

termination of agreements to employees. 

d. Communicating to the employee performance expectations and monitoring 

accomplishment of those expectations. 

e. Abiding by all of the terms of Spokane Countyôs telecommuting policy. 

 
3. Elected Official/Department Head or designee are responsible for: 

 
a. Ensuring that a high level of public service is maintained, and that abuses of this 

policy do not occur. 

b. Reviewing employee requests for telecommuting, granting or denying employee 

requests and forwarding equipment and service expenses that exceed the minimum 

standards set up by the department director for approval to the department director. 

If  they deny an employeeôs request, a reason must be provided to the employeeôs 

supervisor, so the supervisor may forward the reason to the employee. 

c. Monitoring policy use by immediate supervisors to insure that the policy is being 

applied consistently. 

d. Abiding by all of the terms of Spokane Countyôs telecommuting policy. 

e. Allowing division, section or unit managers to approve minimal telecommuting 

expenses based on specific dollar limit  per employee per year. 

f. Setting up additional procedures for division managers should the director choose 

to review or track telecommuting agreements with their employees. 

 

H. Appendices:  Agreement 
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TELECOMMUTING  AGREEMENT  
 

Employeeôs Name: Department:      

Supervisorôs Name: Date:     

Department Head/Elected Official or designee      
 

Outlined below are the terms and conditions for teleworking as agreed upon by the participating employee named 

above and his/her Department head/Elected Official or designee. 

The employee agrees to work at the following location:    

 
 

 
 

 
 

The employee will  telecommute 

of the office: 

days per week. Below is a complete work schedule for both days in and out 

Day Hours Location 
Monday   
Tuesday   
Wednesday   

Thursday   

Friday   
Other   

 

Special schedule requirements: 

 
 

 
 

 
 

 
 

The following duties must be performed by the employee at the secondary location [attach additional 

documentation if  insufficient room]: 

 
 

 
 

 
 

 
 

The following company-owned equipment will  be used by the employee at the secondary 

location:   

 
 

 
 

 
 

The following personally-owned equipment will  be used by the employee at the secondary 

location:   
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The employee will  be reimbursed for the following costs: 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

I, (supervisorôs name), have reviewed the above information with 
 

 

 
program. 

(employeeôs name) prior to his/her participating in Spokane Countyôs telecommuting 

 

Supervisorôs Signature:     
 

Date:     
 
 

I, (employeeôs name), have read and understand the Telecommuting Policy, and agree to 

abide by its rules. I also understand that this Telecommuting Agreement is not an employment contract or an 

employment benefit. This agreement is being entered into by me voluntarily, and may be terminated by my 

supervisor at any time, for any reason. 

 

Employeeôs Signature:     
 
 

Date:    
 

I, (Department Director or Elected Official), have read and agree to the application for 

Telecommuting.  I also understand that this Telecommuting Agreement is not an employment contract or an 

employment benefit. This agreement may be terminated by me at any time, for any reason. 

 

 
Department Head Or Elected Officialôs Signature:     

 
 

Date:    
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311 - VACATIONS  

 
I. PURPOSE 

To provide a traditional paid-time-off benefit that will  provide a restful break in year-round routine and 

support the County's goals to attract, motivate and retain quality employees. 

 

II. SCOPE 

This policy applies to eligible employees of the County. (Labor agreements may vary.  See specific labor agreements 

in reference to represented employees.) 

 

 

III.  POLICY 

A. Each regular full -time non-represented employee accrues vacation leave as follows (County Code 

1.03.051): 
 

Years of Employment Vacation Hours Earned Annual Days 
0 - 4 years 1 day per month 12 days 
5 - 9 years 1¼ days per month 15 days 
10 - 14 years 1½ days per month 18 days 
15 - 20 years 1¾ days per month 21 days 
20 - 25 years 2 days per month 24 days 
25+ years or more 2¼ days per month 27 days 

 

*Eligible part-time and percentage employees accumulate on a pro-rated basis. 

 
1. All  new employees must satisfactorily complete their review period to be entitled to the use 

of vacation leave. Regular part-time employees and percentage employees will  receive 

vacation on a pro-rated basis. Extra-help, seasonal, and temporary employees are not eligible 

for any vacation benefits. 

2. Each Department is responsible for scheduling its employees' vacations without undue 

disruption of department operations. Leave requests should be submitted at least two weeks 

prior to commencement of vacation or according to the specific labor agreement procedures. 

3. An employee hired on or after the 16th day of any month shall not earn vacation leave for 

that month. An employee must work through the 16th day of any month before vacation 

shall be earned at the vacation leave rate for that month. 
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4. Vacation leave may be accumulated to a total of twice the amount earned annually or to a 

maximum amount of 40 working days credit, whichever is the lesser. When an employee 

reaches the maximum amount of accumulated earned vacation leave, as provided for in this 

section, the employee will  forfeit any additional earned vacation leave. Because of work 

scheduling problems, Elected Official/Department Head may request or authorize an 

employee to defer any accumulated vacation that would be forfeited under the provisions. 

This would be placed in writing and kept on file. Then, the vacation accrual would not be 

forfeited. This will be verified with the Payroll Section annually. 

 

5. Employees transferring within the several offices and Departments of Spokane County shall 

be entitled to transfer accrued vacation time to each succeeding office or Department. 

6. Any employee who is laid off, discharged, retired, or separated from the service of the 

employer for any reason, shall  be compensated in cash for the unused vacation accumulated 

at the time of separation.  In the event the employee is placed on administrative leave due to 

a disciplinary process, they shall not continue to accrue vacation benefits. In the case of 

death, vacation leave payment will  be made to the estate. 

7. Vacation or sick leave time shall not be charged against an employee taking military leave 

according to the provisions of RCW 38.40.060, and Title 38 U.S.C. Chapter 43. (See Policy 

#316 ï Military  Activation and Training.) 

8. Spokane County encourages each full -time employee to take an annual vacation as paid time 

off away from work. The County does not provide vacation pay unless vacation time is 

actually taken as time off from work, or upon separation. 

9. Sick leave shall not be substituted for vacation time so an employee can be in a paid status 

while taking time off from work. 

 

IV. ELIGIBILITY  

 
A. Newly hired County employees do not accrue vacation entitlement during the review period. 

However, at the completion of this period vacation accrual is retroactive to the date of hire. 

 

B. Vacation time is not earned during an unpaid leave of absence. Earning resumes upon return to 

paid status. 

 

C. Unused vacation accrual will  be paid to employees upon separation provided they have 

completed the Review Period (See Policy #030). Pay will  be computed based on the rate of pay 

earned upon separation. 
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V. SCHEDULING 

 
A. Vacation hours may not be accrued from year to year beyond those specified in paragraph IIIA4  

above. 

 

B. Selection of vacation dates is subject to approval of the employee's supervisor, manager, or 

Elected Official/Department Head. The County prefers that employees take one vacation period 

of at least five consecutive workdays. 

 

C. If  a County-paid holiday falls during an employee's vacation, the holiday will  not be counted as 

vacation day taken. 

 

D. Each supervisor, manager, or Elected Official/Department Head will  maintain a department 

schedule and record of the vacation time taken by each employee. 
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312 - HOLIDAYS  

I. PURPOSE 

 
To provide a competitive paid-time-off benefit to recognize traditional holidays. 

 

II. SCOPE 

 
This policy applies to eligible regular employees of Spokane County. (Labor agreements may vary.  See 

specific labor agreements in reference to represented employees.) 

 

III.  POLICY 

 
A. Employees become eligible for holiday pay at time of hire. 

 
B. The following holidays are recognized by the County*: 

Holiday Date Observed 

New Year's Day January 1 

Martin Luther King Day Third Monday in January* 

Presidents' Day Third Monday in February 

Memorial Day Last Monday in May 

Independence Day July 4 

Labor Day First Monday in September 

Veterans Day November 11 

Thanksgiving Day Fourth Thursday in November 

Day after Thanksgiving Fourth Friday in November 

Christmas Day December 25 

 
And any day so designated as a one-time holiday by the Governor of the State of Washington or 

the President of the United States, pending Board of County Commissioner approval. 

*Some labor agreements may substitute personal holidays for calendar holidays.  Check specific 

labor agreement. 

 

All  personal holidays must be used by the end of the calendar year, or else they are forfeited. 

 
C. County-paid holidays which fall on a Saturday will  be observed on the preceding Friday; paid 

holidays which fall on a Sunday will  be observed on the following Monday. 

 

D. To be eligible for holiday pay, an employee must work the last regularly scheduled workday 

preceding the holiday and the first regularly scheduled workday following the holiday, unless the 

employee is on an approved paid leave. 
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E. An employee who separates or commences an unpaid leave of absence on the last scheduled 

workday preceding a holiday will  not receive holiday pay. 

 

F. Non-exempt employees required to work on a scheduled holiday will  be paid one-and-one-half 

their regular rate for hours worked, in addition to their regular holiday pay. 

 

G. An exempt employee required to work a holiday will  be given another day off at a time mutually 

convenient to the employee and the County, usually within 90 days following the holiday. 

 

H. Extra-help, seasonal, and temporary employees are not eligible for holiday pay, but will  be paid 

at their regular straight-time rate for hours worked on a holiday. 

 

I. RELIGIOUS HOLIDAYS (SSB 5173): Notwithstanding provisions in Policy #324, and 

employee is entitled to up to two unpaid holidays per calendar year for a reason of faith or 

conscience or an organized activity conducted under the auspices of a religious denomination, 

church or religious organization. The employee may, with the Elected Officialôs/Department 

Headôs approval, take the unpaid day off as long as; (a) the employeeôs absence would not 

impose an undue hardship on the employer; (b) the employee submits a written request at least 

two weeks prior to the requested day (unless the employee can demonstrate that such notice was 

not possible under the circumstances); (c) the employee has not already used their two days in 

the calendar year;. Or (d) the employee is necessary to maintain public safety, i.e., granting the 

leave would result in the shift falling below necessary staffing levels. A partial day absence 

counts as one of the two days. To request the use of this day, a ñTime-Off Request ï Unpaid  

Religious Holidayò form must be completed and given to the employeeôs supervisor.  An 

employee wishing to be compensated for the time off should follow the pertinent policies and 

procedures for using accrued PTO/vacation leave or compensatory time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 against income 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, full-time and part-time/percentage employees of Spokane County not 

covered by the PTO plan or other leave policies.  Collective bargaining agreements may differ. 

 

III. DEFINITIONS  

 

Immediate family: Spouse, State Registered Domestic Partner, parent, step-parent, child (biological, 

adopted, step or foster) regardless of age or dependency status, brother, sister, 

grandparent, grandchild, father-in-law, mother-in-law, brother-in-law, sister-in-law, 

daughter-in-law, son-in-law or a more distant relative if living as a member of the 

employeeôs immediate family. 

 

Accrual Year: January 1st through December 31st 

 

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 full-time employee status, pro-rated for other weekly schedules) or 

as applicable per Federal or State law.  

 

B. Paid sick leave may be used for the following:  

1. An employeeôs mental or physical illness, injury or health condition;  

2. Preventive care such as a medical, dental or optical appointments 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. Closure of the employeeôs place of business or childôs school/place of care by order of a 

public official for any health-related reasons;  

5. Exposure to a contagious disease where on-the-job presence of the employee would 

jeopardize the health of others.  

6. Use of a legally prescribed prescription drug that impairs job performance or safety. 

7. If the employee or the employeeôs family member is a victim of domestic violence, sexual 

assault, or stalking.  

C. Authorized use of paid sick leave for domestic violence, sexual assault or stalking includes:  

1. Seeking legal or law enforcement assistance or remedies to ensure 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 family member 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, for 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.  

D. At no time, will sick leave with the combination of any compensation exceed that which the 

employee would have received had they worked a regular workweek.  

 

E. Sick leave pay for time off when a person is ñnot sick or other approved situationsò is not 
authorized and not counted as compensated time.  

 

F. Employees transferring to other County departments shall have accrued sick leave balance 

transferred, see PTO plan, as applicable.  

 

G. Employees rehired within thirty [30] days will have their entire accrued sick leave balance 

reinstated. Employees rehired after thirty [30] days but within twelve [12] months will have their 

accrued sick leave balance reinstated up to forty [40] hours.  

 

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

soon as reasonably possible 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 

physicianôs written release for an employee to return to work or the opinion of a second doctor at 

the Countyôs expense to determine whether the employee suffers from a chronic physical or 

mental condition that impairs his/her ability to perform the job.  

 

I. Any eligible employee who separates from service shall not be compensated for unused sick 

leave. Participation in a VEBA may apply, if eligible. 

 

J. Employees accrue and may use sick leave during the employeeôs review period(s).  

 

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

attendance. 

 

L. Regular part-time employees may accrue sick leave benefits on a pro-rated basis (50%, 

60% or 80%). 
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M. Employees may rollover a maximum of 75 sick days or pro-rated equivalent.  

 

N. If an employee's absence continues beyond the period covered by sick leave, the following 

remedies apply:  

 

1. Except when State or Federal law dictates it is the employeeôs choice as to the type of 
leave to use, Spokane County will permit the use of compensatory leave first, followed 

by vacation 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 accruals may be 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 pro-rated equivalent. Upon retirement or death, accrued sick leave 

will be paid at 50% of accrued leave balance (max of 130 days) at employeeôs final pay rate (to a 

maximum of 65 days).  

 

Please reference Policy XXX for Sick Leave- Extra Help/Seasonal Employees. 
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314 ς PAID TIME OFF (PTO) PLAN 
 

 

PURPOSE 
 The PTO Plan is designed to offer employees flexibility and self-management with their paid time off. 

SCOPE 
This policy applies regular employees of Spokane County, unless otherwise excluded.  It 

currently applies to mostly non-represented employees.  Classifications/Labor Groups/Benefits 

excluded from the PTO plan include: 

 

Elected Officials Court Commissioners 

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

420704 

LEOFF Employees PERS 1 Employees 

Employees not covered by Long Term Disability or those employees/positions 

with benefits tied to the above excluded groups   

Definitions 
1. Catastrophic (CAT) account means a bank of leave hours separate from PTO, created upon 

conversion from the standard vacation/sick leave plan to PTO.  The CAT account may be 

accessed under specific circumstances, in the case of a severe illness or injury of the 

employee or an immediate family member.  Not all employees will have a CAT account.   

2. Immediate family means spouse, state registered domestic partner, parent, step-parent, child 

(biological, adopted, step or foster) regardless of age or dependency status, sibling, 

grandparent, grandchild, father-in-law, mother-in-law, brother-in-law, sister-in-law, 

daughter-in-law, son-in-law, or a more distant relative living as a member of the employeeôs 

immediate family.   

3. Paid Time Off (PTO) accrual year means January 1st through December 31st (for end-of-

year rollover purpose).  

POLICY  
A) PTO Uses 

1) PTO may be used for scheduled or unscheduled absences. Scheduled absences 

require approval from a supervisor prior to utilization of PTO.  Unscheduled 

absences require that the employee adhere to appropriate notification 

requirements. 

a) Scheduled absences (for 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  
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absence, or as soon as reasonably possible.  Approvals for scheduled absences are at 

the supervisorôs discretion based on the business needs of the department but will 

not be unreasonably withheld.  In cases of duplicate requests for a scheduled 

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

considered basis.  For those departments that follow an annual bidding process, 

department seniority shall prevail. 

b) Unscheduled absences (for example emergencies or calling in before shift due to 

an illness or injury of the 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 assault or stalking incidents, including: 

a) Seeking legal or law enforcement assistance or remedies to ensure the health 

and safety of employeeôs and their family members including, but not limited 

to, preparing for, or participating in, any civil or criminal legal proceeding 

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 treatment for a 
ǾƛŎǘƛƳ ǿƘƻ ƛǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŦŀƳƛƭȅ ƳŜƳōŜǊΦ 

c) Obtaining, or assisting the employeeôs 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. 

 
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 
ŜƳǇƭƻȅŜŜΩǎ ŦŀƳƛƭȅ ƳŜƳōŜǊ ǿŀǎ ŀ ǾƛŎǘƛƳ ƻŦ ŘƻƳŜǎǘƛŎ ǾƛƻƭŜƴŎŜΣ sexual assault or stalking. 

e) Participating, for the employee or employeeôs 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. 

3) PTO may be used due to closure of the employeeôs place of business or childôs 

school/place of care by order of a public official for any health-related reasons; in the 

case of an exposure to a contagious disease where one-the-job 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. 



Spokane County Personnel Policy Manual 
 

 

Policy No. 314 

  January 12, 2021 

Page 3 of 11 

B) Accrual Rates 

1) Accrual of PTO hours are at the following rates: 
 

 

Years of 

Service 

7.5-hour Rate 8-hour Rate 

7.5-hour PTO 
Max Hours 

Annual 
Rollover 

8-hour PTO 
Max Hours 

Annual 
Rollover 

 
Per 

Mont
h 

 
 

Per Year 

 
Per 

Month 

 
 

Per Year 

Less than 1 Year 13.125 157.50 14.000 168.00 315.00 36.00 

1 year but less than 2  13.500 162.00 14.400 172.80 324.00 345.60 

2 years but less than 3  13.875 166.50 14.800 177.60 333.00 355.20 

3 years but less than 4 14.250 171.00 15.200 182.40 342.00 364.80 

4 years but less than 5  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 years but less than 15 16.875 202.50 18.000 216.00 405.00 432.00 

15 years but less than 20 18.750 225.00 20.000 240.00 450.00 480.00 

20 years but 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) Employees must be in a paid status for any portion of their scheduled work days 

during the month to earn credit for PTO time. 

3) Percentage employees will accrue PTO on a pro-rated basis. 

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 one-time 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.  The one-time holiday is not used in 

calculating the 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 ¼ hour increments 

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

a) 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 (counseling, 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 unless stale discipline, utilization of other benefits/programs as 

identified in section I (Other Benefits/Programs) or other mitigating circumstances. 

b) Job abandonment: when an employee fails to follow departmental procedures in 

notifying his/her supervisor of an 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 considered an abandonment of oneôs job and justify severe discipline 

(suspension/termination). 

c) 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 annual accrual rate (see accrual rate chart). 

E) CAT (Catastrophic) Account 

1) Employees who have a balance in their CAT 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 

employeeôs immediate family member, requiring an absence of more than five (5) 

working days.  

2) Employees must first use a minimum of five (5) working days of PTO per condition 

before accessing their CAT account.  The five (5) working days are not required to be 

consecutive. 

3) The CAT account is non-renewable 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: 
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a. The CAT account may be used for an L&I covered illness, and ñbought backò 

if specific requirements are met.  See section I Other benefits/programs, item 

4. 

4) Employees who have an illness or injury requiring them to be absent for longer than 

three (3) working days per condition, should 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 Cash Out/Incentives 

1) Employees must have five (5) years of continuous service in a benefited position with 

Spokane County before they request a cash out. 

2) Employees will have the option once per calendar year to cash out hours in their 

PTO bank above the required minimum balance of 150 hours (for 7.5-hour shift) 

or 160 hours (for 8-hour shift).  Cash out is submitted in ¼ hour increments.   

a. Employees who take 37.5 hours (for 7.5-hour shift) or 40 hours (for 8-hour 

shift) of PTO in the prior 12 calendar months may cash out up to 37.5 hours 

(for 7.5-hour shift) or up to 40 hours (for 8-hour shift) per calendar year.    

b. Employees who take 75 hours (for 7.5-hour shift) or 80 hours (for 8-hour shift) 

of PTO in the prior 12 calendar months may cash out up to 75 hours (for 7.5-

hour shift) or up to 80 hours (for 8-hour shift) per calendar year.    

3) Employees with direct compensation (wages, longevity, cell phone or other additional 

wage items) equal to or more than the current Social Security Old-Age, Survivors, and 

Disability Insurance (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 following methods: 
a. Additional money included in their paycheck. 

b. Direct payment to their 457 Deferred Compensation Account. The employee 

must be currently enrolled in a Spokane County-sponsored deferred 

compensation program. Forms are required to make a one-time contribution, 

contact Human Resources for the necessary paperwork. 

5) Requests to cash out must be submitted in writing by the 1st of the month for payment 

on the 15th 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 Attachment B). 

G) Separation from Service 

 

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 PTO balance up to a maximum of the annual rollover (will vary depending upon 

each employeeôs years of service and respective accrual rate at time of separation). 

a. Employees 60 years of age or older with at least five (5) years of service: 

Å One week of PTO (37.5 or 40 hours) will be paid out as cash in their final 

paycheck 

Å Remaining PTO will be cashed out at 100% to a VEBA 

b. Employees with access to TriCare military coverage or who do not meet the 

criteria in section ñaò, their PTO balance will be cashed out 100% to their final 

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 Spokane County will be cashed out at 

25% of their CAT balance to a VEBA. 

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 after a recall /rehire from 

layoff if prior service was at least five years and the recall/rehire was within three years 

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 an employeeôs 

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 receive or donate time to Shared Leave. 

2) Short Term Disability (STD): 

a. Employees must use all the PTO / CAT balances before receiving STD. 

b. Only employees on PTO are eligible for the STD plan. 

c. STD has a benefit waiting period of 60 calendar days from the date of the 

disability. STD benefits end when Long Term Disability (LTD) begins. 

d. STD will pay 60% of an employeeôs basic monthly gross earnings in effect at 
the time they became disabled and provide a monthly STD income payment. 

Payroll related taxes and other benefit contributions (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 requirements, contact Human 

Resources. 

3) Long Term Disability (LTD): 
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a. Employees must use all the PTO / CAT balances before receiving LTD. 
b. Only employees on PTO are eligible for the LTD plan. 

c. LTD has a benefit waiting period of 180 calendar days from the date of the 

disability. 

d. LTD will pay 60% of an employeeôs basic monthly gross earning in effect at 

the time they became disabled and provide a monthly LTD income payment. 

Payroll related taxes and other benefit contributions (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 tax advisor) 

e. For complete LTD plan information and requirements, contact Human 

Resources. 

4) Labor and Industries (L & I) Leaves: 
a. Employees will have the option of using CAT, PTO, or leave without pay for 

approved L & I leaves. 

b. Employees must first use CAT time if it is available. PTO and CAT hours are 

eligible for buyback per Labor & Industries statutes and County policy. If no 

CAT hours are available, PTO time or leave without pay may be used. 

c. Employees must authorize in writing of their desire to use PTO time as a 

buy-back option versus straight time-loss option. 

d. Monthly income payment is determined by L & I. Contact the Risk 

Management Department for information and requirements. 

5) Family and Medical Leave Act (FMLA):  

a. Employees who have a covered illness that will require them to be absent for 

three (3) working days or longer 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/or HR may require a 

release to return to work for employee medical absences. 
 

I) Conversion from Current Plan to PTO 

1) Conversion will occur as negotiated and adopted by the Board of County 

Commissioners. 

2) Vacation hours will be converted hour for hour. 

3) Sick leave from an employeeôs current balance will be credited up to 60 hours (for 7.5-

hour shift) / 64 hours (for an 8-hour shift) in the PTO bank. Remaining sick leave hours 

will be placed in a catastrophic (CAT) account. 

4) If the combination of vacation, personal days and, 60/64 hours of sick leave exceeds 

the PTO cap, excess PTO will be cashed out down to the cap. 
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5) Attachment B can be used to compute the converted PTO balance, CAT balance, and 

cash-out amount. 

J) Conversion from PTO to Sick Leave/Vacation Leave/Personal Holiday Schedule 

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 in A2 from the PTO plan. 

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 zero-sick leave balance. 

b. All PTO hours will be converted to vacation. 

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

d. If vacation hours, after conversion, exceeds the maximum PTO accrual rate 

for the employee, the excess PTO will be cashed out down to the maximum. 

 

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 of Conversion Date:   Hours 
 

Sick Balance as of Conversion Date:   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 F for criteria 

 

   minus    equals    
PTO Balance   Minimum Required  Cash Out Hours 

   Balance   Available 

   (150 Hours / 7.5 Rate) 

   (160 Hours / 8.0 Rate) 

 

 

  times    equals   

Cash Out Hours   Current Hourly   Gross Cash  

Requested   Rate   Payout 
(see section F2) 
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ATTACHMENT A.1 ï Examples of Conversion 
 

 
   

 

Balance as of Conversion   

 

PTO Bank Formula 

  

CAT 

Account 

 
Total Leave 

After 

Conversion 7.5-hour Employee  Vacation Sick Total  Vacation Sick*  Balance   

  

Moderate balance of vacation & sick 
  

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 & high sick 
  

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 & sick 
  

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 hours, all hours are added to PTO Bank; No CAT is available. Hours over 60 / 64 are deposited in the CAT. 
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ATTACHMENT B  

REQUEST FOR ANNUAL PTO CASH OUT 

15th of the month payroll only
 

 

 
  

Printed Name Department 

 

I request that my PTO bank be cashed out based on the following Cash Out Formula: 
 

 

   Less    equals   
PTO Balance   Minimum Required  Cash Out Hours 

   Balance   Available 

   (150 Hours / 7.5 Rate) 

   (160 Hours / 8.0 Rate) 

 
 

   times    equals   

Cash Out Hours   Current Hourly   Gross Cash  

Requested   Rate   Payout 
(see section F2)  

 

 

 

In the Form of (see section F4): 
 

 Select one:    Additional Funds Included in Paycheck 

     457 Deferred Compensation Account 
    Complete forms to start & stop Deferred Compensation 

 

 

 
      

 Signature  Date 

 

**** ****************************************************************************  

To Be Completed and Verified by Department Payroll Clerk: 

 
 

 

Last Cash Out  Hourly Rate (cannot exceed as in 
section G5) 

 PTO Hours taken within 

last 12 months 

Payroll Clerk  Payroll Date  Date Verified 
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315- OTHER LEAVES 
 

I. PURPOSE 

 
To provide a means for employees to secure limited time off when such time is needed for authorized 

reasons. 

 

II. SCOPE 

 
This policy applies to eligible employees of Spokane County. 

 
III.  POLICY 

 
A. JURY DUTY:  

 

1. Any Employee who is called for jury duty shall receive from the County his/her regular pay for 
the actual time they are required to be absent from work for such jury duty. Any such absence 

shall not be counted against accumulated sick or annual leave. (Res. 73-30 (part), 1973; 66-35 
Ϡ млΣ мфссύέ 

 
MATERNITY  LEAVE:  

2. A pregnant employee is allowed to work as long as she is able to perform the job, and as long 

as her physician concurs. Once a pregnant employee is no longer able to perform her job, 

supported by a statement from her physician, she will  be placed on State Maternity Leave for 

the period of time she is temporarily disabled because of pregnancy and/or child birth. The 

County may not be obligated to pay the benefits during any unpaid status while on maternity 

leave. (Accrued vacation and sick leave must be used prior to authorizing leave without pay.) 

3. COBRA would be offered and arrangements must be made with payroll to pay life insurance 

and retirement.  Upon the birth of the child, the employee would then be eligible for FMLA. 

4. The maternity disability leave is not counted against FMLA. It is considered ñstackableò on 

to FMLA leave. The County is responsible for maintaining employer medical/dental 

contributions while the employee is on paid status. 
 

 
5. The employee shall be allowed to return to the same position, or a similar position of at least 

equal pay, if  she has taken a leave of absence for the actual period of disability relating to 

pregnancy and childbirth. 
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B. BEREAVEMENT LEAVE  

 

Bereavement leave entitles a member up to three (3) working days off with pay, not 

chargeable to sick leave balance if a member suffers a death of a member of his/her 

immediate family as defined below. Bereavement leave in the case of a spouse or a child is 

allowed up to ten (10) working days. 

 

Two additional working days may be authorized if travel time is needed for out-of-town 

funerals. To be considered out-of-town, the employee must travel more than one 

hundred and twenty-five miles outside of Spokane County. 

 

Bereavement leave can be utilized over a six (6) month period after the death. If the 

employee requires additional bereavement time, they may request additional time off 

chargeable to compensatory time, annual leave or PTO. 

 

Immediate family shall be defined as follows: Spouse, State Registered Domestic 

Partner, parent, step-parent, child (biological, adopted, step or foster) regardless of age or 

dependency status, sibling, grandparent, grandchild, father-i n-l aw, mother-in law, 

brother in-law, sister-in-law, daughter-in-law, son-in-law or a more distant relative if 

living as a member of the employee's immediate family. 

 

C. MILITARY  SPOUSAL LEAVE 

Entitles an employee who is the spouse of military personnel to take up to 15 days unpaid leave 

while their spouse is on leave from deployment, or before and up to deployment, during times of 

military conflict declared by the President or Congress. 

 

1. The employee must provide employer with notice of the intention to take leave 

within five (5) business days of receiving official notice that their spouse will  be on 

leave or of an impending call to active duty. 

 

2. The employee may substitute accrued leave for any part of the family military leave 

and is entitled to job protection and the same benefits as under the state Family 

Leave Act. 

 

D. REFERENCES FOR SPECIFIC LEAVE  POLICIES:  

1. Military  Leave  - Policy #316 

2. Shared Leave - Policy #317 

3. Family Medical Leave  - Policy #322 

4. Leave Without Pay - Policy #324 

 
E. OTHER LEAVES:  

Elected Officials and Department Heads may grant other leaves without pay. 

(See Policy #324 - Leaves of Absence Without Pay) 
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316  - MILITARY  ACTIVATION  &  TRAINING  

 
I. PURPOSE 

To establish procedures for handling military activation of County employees. 

 
II. SCOPE 

This  policy  applies  to  regular  County  employees,  excluding  extra  help  employees,  called  for  military 

activation and placed on formal military orders, including the two-week military training (Summer camp). 

 

III.  POLICY 

A. Spokane County supports our military Guard and Reservists and will  abide by the legal authority pertaining 

to military activation and reemployment. These rights can be found in: 

1. Revised Code of Washington (RCW) 38.40.060 

2. Revised Code of Washington (RCW) 73.16.033 

3. Title 38 U.S.C., Chapter 43, Sections 4301 - 4333 - United Services Employment and Reemployment 

Rights of Persons who Serve in Uniformed Service (USERRA) 

B. Military  leave of absences can be either paid or unpaid. 

1. On paid status, the employee will  continue to accrue all benefits as though they were at work. 

2. If  in unpaid status for more than half the month, the employee will  only accrue Union seniority and 

County longevity benefits, but will  not accrue vacation, sick, holiday, personal day or compensatory 

days. 

3. The employee may request to use any vacation, personal holidays or compensatory leave that they accrue 

prior to and during their military activation or training. 

4. Prior to the commencement of military service, the County will  allow the employee to take leave to 

prepare for the activation/training and/or travel to military service location as required by law. 

5. Spokane County will  not require any employee to use vacation, personal holiday or compensatory leave. 

C. Military  activated time can be counted towards: 

1. Accrued Union seniority benefits such as bidding rights, 

2. Accrued County longevity benefits and Department of Retirement Service credit, and 

3. STEPS increase credit for the time serving in the Uniformed Services. 
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D. The military activated employee is not entitled to retention, preference, or displacement rights over any 

person with a superior claim.  (Title 38 U.S.C., Section 4312) 

E. Washington Stateôs 21-day military activation and training limits covers calendar years periods (October 

1st ï September 30th). 

F. Any time spent away from a scheduled workday for active duty training will  be counted as one day 

towards the 21-day training time limit. 

 

IV. PROCEDURE 

A. Employee Responsibilities 

1. Notify the employer, in advance writing, unless precluded by military necessity, of any annual 

inactive duty training (weekend drills), annual training, recall to active duty, or additional training 

requirements as determined and certified in writing by the Service Secretary through military orders. 

Failure to provide notice could result in a denial of protection of USERRA (Uniformed Services 

Employment and Reemployment Act of 1994 & 1996). 

 

2. A County employee who is activated for military service must: 

a. Provide the employer with advance written notice of military activation unless for a short-notice 

military necessity, 

b. Within 30 days, or as soon as possible, provide official written military orders to the employer, 

and 

c. Cooperate with the employer regarding the requirements of the leave request. 

3. To be re-employed for any activation or training consisting of two weeks or longer, a County 

employee must submit a letter indicating their request for reemployment to the Elected 

Official/Department Head or the Human Resources Director within the following time lines: 

a. Served less than 31 days - Employee must report to the employer either on the first day of the 

first regularly scheduled work period following completion of service, or ñas soon as possibleò if  

reporting on the first regularly scheduled work period is ñimpossible or unreasonable through no 

fault of the returning employee.ò 

b. Served more than 30 days but less than 181 days ï Application for re-employment must be 

submitted no later than 14 days following completion of military service, or ñas soon as possibleò 

if  the failure to make timely application is through no fault of the returning employee. For 

returning employees whose length of service is more than 30 days, an employer may require the 

employee to provide documentation that: (1) the application is timely; (2) the leave has not 

exceeded the five year limit;  and (3) the separation from military service was not disqualifying. 

c. Served more than 180 days - Applications for re-employment must be submitted no later than 90 

days from completion of military service 

 

d. Notice by disabled persons ï Returning employees who are hospitalized for war or convalescing 

from injuries incurred in or aggravated by military service may apply for re-employment within 

two years following recovery from such injuries. 
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e. Failure to give timely notice ï An employee failing to comply with the above timelines 

shall be subject to the conduct rules, established policy and general practices of the employer 

pursuant to Policy #324 ï Leave of Absence Without Pay. 

 

f. Unless a statutory exemption applies, the employee exceeded the service limitation, or the person 

was not entitled to reemployment benefits, the County will  reemploy the employee in a 

position of employment in accordance with statutory priority. (See 38 U.S.C., Section 4313). 

 
4. The employee must notify their Elected Official/Department Head if  they wish to extend their 

benefits while on military leave/activation by using their accrued vacation, personal holiday 

and/or compensatory time. 

 

 
B. Employer Procedures 

1. The EO/DH, or designee, should respond to the employeeôs request through an agreement letter 

for military leave and ask for a copy of the official military orders, unless there is a short 

notification time or it is not feasible to respond [i.e.: responding to each inactive duty training 

(drills)]. Human Resources will  advise and assist any EO/DH who requests assistance. (See 

Attachment C for an example letter) 

2. The EO/DH will  forward a copy of this letter along with a Personnel Action (PA) Form to HR 

for filing in the Countyôs official personnel records. 

3. HR will  make any changes in payroll status to cover this leave of absence period. 

4. If  requested, HR a Status of Benefits briefing/letter to the employee taking a Military  Leave of 

Absence. 

 
C. How to Compute Military  Time (Used on all computations on or after 8/23/99) 

1. In short, military activation time is computed based on scheduled workdays. (For examples see 

Attachment B). 

2. Military  time can relate to inactive duty training (drills), active duty/annual training, recall to 

active duty, or additional training requirements determined and certified in writing by the Service 

Secretary through military orders. 

3. Any portion of a work day for active duty or active duty training used will  be computed as an 

entire day towards the Stateôs 21-day military training allotment. 

4. Military  time can be in either paid or unpaid leave status. 

a. In  paid status, a day is counted for  each day the employee would have been scheduled 

to work and paid for  the number of hours that would have been scheduled for  that day 

(7.5, 8, 10, 12-hour shift). 

b. In unpaid status, a day is counted for each day the employee would have been scheduled to 

work during the military absence. For example, an employee has a military training 

obligation for one week, but would have been scheduled to work four (4) days during that 

period, then only those four (4) scheduled work days would be counted towards the 21-day 

military obligation time. 
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D. How to Process a Call Up and Return to Work from a Military Activation 

1. The Department would process a Personnel action (PA) form indicating an Action Code of 

ñPLAò and Reason Code of ñLPD.ò The remarks sections should indicate either, ñPer RCW 

38.40.060, employee is granted up to 21 days of paid leave for  military  training  annually.ò 

or ñEmployee using vacation accrual for  paid status entitlement,ò or both. 

2. If  the military activation will  be longer than paid status, then a 2nd PA form would need to be 

completed with an Action Code of ñLOAò and Reason Code of ñMIL .ò The remarks section 

would indicate, ñEmployee still  on military  leave of absence. No pay, No benefits. County 

longevity and STEP increase dates will continue while on military orders.ò 

3. If  the employee wants to continue medical, dental and life insurance coverage, the employee will  

work with the Benefits Coordinator to continue these options. 

4. Upon return from military service, a final PA form will  be processed indicating an Action Code 

of ñRFLò and a Reason Code of ñRLPò (for Paid Leave) or ñRLUò (for Unpaid Leave). The 

remarks section would indicate, ñReturn to work from military  leave of absence. Employee 

back on paid salary and benefit status. Military  activation time counts toward County 

longevity and STEP increase dates.ò 

E. Other Information related to Military Activation: 

1. As with any unpaid leave of absence the following will  cease during this period of absence, 

[vacation, sick leave, medical, dental, State retirement, life insurance and deferred 

compensation]. 

2. Dependent Medical Coverage: 

a. The day military member is activated the member is covered through the military on all 

benefits. 

b. Dependent's (spouse and/or children) become eligible for COBRA or military coverage 

(TriCare) at the start of an unpaid leave of absence. (See Attachment D on dependent 

medical coverage.) 

 

F. Group Life Insurance coverage (employees & dependents) for members on extended military 

activation. 

a. Employees may be eligible for up to $50,000 in-group term insurance under the federal SGLI 

program. 

 

b. If  the employee returns to County employment, insurance coverage may be reinstated. 
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G. Employee coverage would end as of the date the employee begins full -time active duty. 

 

 

 
4 Attachments 

A. Commonly Asked Questions 

B. Examples of Computing Time 

C. Example Military  Activation Agreement 

D. Medical Options for Families 
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Attachment A 

MILITARY LEAVE OF ABSENCES 
COMMONLY ASKED QUESTIONS 

 
 

1) Does the employeeôs seniority within the crew and/or union continue while he is on active duty? 

Answer: Yes, The employeeôs Union seniority 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) Does the employeeôs Dental and Health insurance benefit continue? 

Answer: No, the employeeôs medical and 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 I 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 I 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 employeeôs return. This is the supervisorôs call. If the employee 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? 



Spokane County Personnel Policy Manual 
 

 

 

Answer: Any military activation is not planned or appropriated for through the Countyôs budgeting process. 
The work section should absorb the cost in their budget since the County budgets a yearôs worth of pay for each 
employee. 

 
 

10) Will the expenditure for the employeeôs replacement, if needed, come out of the Sectionôs budget? 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  

 
 

Examples óA,ô óB,ô and óCô are all employees of Spokane County, a public governmental unit subject to RCW 

38.40.060.  These five are all members of the same military reserve unit, and all five have been ordered to attend 

a period of active duty training. They are required to report to a military base at 8:00 p.m. on Sunday, January 3, 

1999. They have varying jobs and widely varying work schedules. Therefore, as illustrated below, they will end 

the week of military training with different balances of military leave. 

 

 
Example óAô  (Working 5 - 7.5 or 8 hour days per week) 

óAô works a standard work week from Monday through Friday. The active duty assignment means that óAô will  

not be able to report for County work on January 4,5,6, 7, or 8. Thus, óAô will  use five days of military leave, 

and will  have balance of 16 days for possible use later in 1999. Since óAô is not required to work on the 

weekends, óAô does not need to use military leave for January 3, 9 or 10. 

 

Example óBô  (Working 4 - 10 hour days per week) 

óBô work four days per week, Monday through Thursday, 10 hours per day. The active duty training will  require 

óBô to miss four days of County work ï January 3, 4, 5, and 6. Therefore, óBô will  use four days of military leave 

and will  have a balance of 17 days at the end of the week. Note that, óAô and óBô are both full -time employees 

working 40 hours per week, their varying schedules result in use of military leave in different ways. 

 

Example óCô  (Percentage Employee) 

óC,ô unlike óAô and óB,ô works only half time ï four hours per day from Monday through Friday. For purposes of 

military leave, however, óCô and óAô are in exactly the same situation. óCô must use five days of leave to attend 

the military training, and will have a balance of 16 days remaining for future use. 

 

 

 

 

 

 

 

 

 

 

 
NOTE:  Examples extracted from the Attorney General of Washingtonôs Opinion Letter, 

ñMilitary - Public Employees - Proper Calculation of Military  Letter,ò Feb. 3, 1999. 
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Attachment C 
 

[Employeeôs Name] [Date} 

[Employeeôs Home Address] 
 

SUBJ:   MILITARY  ACTIVATION FOR [Employeeôs Name] 

 
 

This letter acknowledges that you informed the County that you are leaving for active military training (and/or active duty) 

from [Start Date] for up to [ # ] days. A copy of your military orders is on file in your personnel records. 

Your pre-activation leave for [Include requested dates] is approved. [For Military  Travel Requirements Only: If  you do not 

have an adequate vacation leave balance to cover your travel time, then you will  be on leave without pay.] 

 

When you military activation begins you will  be placed on a military  leave of absence with the County in [Paid or Unpaid] 

Status. 

 

[For active Military  Training Only: Based on 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  have you in paid status these 

continuously from the start of your military activation until the payments are completed.] If for any reason you do not attend 

the military training or your military activation is shorter than you were paid, you are responsible for notifying the Human 

Resources Director. If  you are overpaid for any reason, it is your obligation to repay any overpayments. 

 

During the time you are getting County pay you will  be in a Military  Leave - Paid Status. As long as you are in paid status 

for more than half the month you will  continue to accrue vacation and sick leave, longevity and seniority time, medical and 

dental benefits, along with PERS retirement. Once the paid status ends you will  be placed on Military  Leave - Unpaid 

status. During the unpaid leave status, your vacation and sick leave balances will  be frozen and cease to accrue, but the 

frozen balance will  remain in your account to be accessible when you return to work. Your medical and dental benefits will  

stop but will  be reinstated upon your return to work. (If your last paid date is before the 17th of the month, your medical and 

dental benefits will  stop at the end of that month. However, if  your last paid date is the 17th of the month or later, your 

benefits will  stop the end of the following month.) During your military activation, your County longevity and Union 

seniority will  continue to accrue. 

 

The Countyôs Benefits Coordinator will  be notifying our third party administrator for medical plans to send you and you 

family members information on COBRA (Consolidated Omnibus Budget Reconciliation Act) if  your military time will  take 

you beyond any County paid medical/dental coverage. 

You must apply for  reemployment at Spokane County after separation from active duty, and return to County employment 

within    days [See paragraph VA2 above for times] after your military separation.  This can be done through a letter sent to 

the Human Resources Director. This letter should arrive in advance of your return so the Department has time to work 

replacement issues. In this reemployment letter please indicate: 

1. When your military leave completes? 

2. When you would like to return to work? 

3. What position you left when you were activated? 

4. Please, date and sign the letter. 

Along with the reapplication letter you must provide a copy of your honorable discharge, report of separation, certificate of 

satisfactory service, or other proof of having satisfactorily completed your service. (RCW 73.16.035) 

 
ñA person who fails to report or apply for reemployment within the appropriate period specified shall be subject to the 

conduct rules, established policy, and general practices of the employer pertaining to discipline with respect to absence from 

scheduled work.ò (Title 38, Chap 43, Sect 4312) 

Title 38, Chapter 43, Section 4312 - Reemployment Rights of Persons who Serve in the Uniformed Services states that, ñshall 

not entitle such person to retention, preference, or displacement rights over any person with a superior claim.ò This means 

that you cannot displace an employee who has seniority rights over you. 
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PERS RETIREMENT:  You can count your military activation time toward your PERS retirement. To qualify for this, you 

will  have to return to work with Spokane County and pay your member contributions for the time you were on active military 

status. This payment must be made to the Department of Retirement System (DRS) ñprior to retirement or five years from the 

time you resume employment, whichever comes first.ò (PERS Plan 2 Members Handbook, page 5, Feb 1997) 

I wish you all the best in your military endeavors. 

Sincerely, 

[Name & Title] 

 
 

Acknowledged Receipt 

 

 

 
   

[Employeeôs Name] Date 

 

 
CC: Personnel File 

Employee 
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Attachment D 

MEDICAL  OPTION FOR FAMILIES  

ACTIVATED MILITARY  MEMBERS 
 

 

Since military activation is a leave of absence from County employment on the date military activation commences and 

employee goes into ñunpaidò status, medical benefits will  end at the end of the following month. 

 

NOTE:  Employees may elect to extend benefits through the use of vacation leave, personal holidays and/or compensatory 

time that is accrued prior to and during military activation. 

 

Also, the military medical programs cover the activated member.   To help you make decisions for the activatorôs family 

members, the following options are available for you. 

 

OPTION #1 - COBRA 
 

1. Prior to commencing military duty, contact the HR Benefits Coordinator as soon as possible. 

2. Your options under COBRA (Consolidated Omnibus Budget Reconciliation Act) will  be explained. 

¶ Medical coverage can be continued for 24 months for 102% of the Countyôs premium.   This rate varies 

depending on the plan and number of dependents covered. 

 

 

 

OPTION #2  - USING TriCare (Military  Coverage) 
 

1. After the activated member is processed at the Military  Personnel Flight and has a military identification card and 

military orders, the member can go to the TriCare Office (Room 107A at the Fairchild Hospital) and register the family 

for TriCare (Champus) coverage. Depending on the length of activation, coverage programs vary. 

¶ Activated less that 30 days = No Benefits 

¶ Activated 30 - 179 days = TriCare Standard or Extra are available. 

¶ TriCare Standard has 80/20 coverage (a 20% co-pay) 

¶ TriCare Extra has an 85/15 coverage (a 15% co-pay) 

¶ Activated 179 day or more = TriCare Prime 

 

¶ Every TriCare recipient need advance approval prior to seeing a doctor. 

 

2. Many of the doctors on the Premera provider list could be on the TriCare provider list. 

3. Group Health recipients may be required to pay the bill  up front and then file a claim for reimbursement with TriCare. 

 

NOTE: TriCare recipients may use the Fairchild Hospital Pharmacy and get their prescriptions 

filled for FREE if  the medicine is in stock. 
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317  - SHARED LEAVE  

 
I. PURPOSE 

 

To establish procedure for handling requests for Shared Leave. 

 
II. SCOPE 

 

This policy applies to all regular County employees. 

 
III.  GOVERNING DOCTRINE 

County Resolution #98-0631 

IV. POLICY 
 

It is the policy of the County to permit employees (represented and non-represented) to donate vacation time 

to a co-worker who is suffering from a severe or extraordinary non-job related il lness or who has a 

spouse/dependent or any other relative living in the home suffering from a severe or extraordinary illness, 

injury or other impairment as determined by the Shared Leave Committee, and is out of vacation time and 

sick leave and who will  immediately go on leave without pay or terminate employment. There shall be no 

retroactive applications of donated leave. 

 

V. PROCEDURES 
 

A. Occasionally County employees or their spouse/dependent(s) or other relatives living in the  home 

contract a catastrophic illness or sustain a disabling injury, whereby the employee exhausts his/her leave 

balances. Often co-workers who have substantial leave balances wish to donate some of their leave to 

these employees. Leave sharing is the mechanism to accommodate both groups. 

 
B. Eligibility  to Receive Shared Leave: 

 

1. An employee may receive leave under this program if  the employee suffers from an illness, non-job 

related injury or impairment, or who has a spouse-dependent or other relative living in the home 

suffering from a severe or extraordinary illness, injury or other impairment which has caused, or is 

likely to cause, the employee to go on leave without pay or which may cause the employee to be 

terminated from County employment. 
 

2. Requests to receive leave sharing benefit shall be submitted to the Director of Human Resources 

Department. The Human Resources Director or designee may approve the request or convene a 

committee comprised of one (1) employee from the Human Resources Department, one (1) 

management  employee and one (1)  non-management 
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employee from another department, one (1) employee representing a Council of Unions and, as a 

non-voting member, the County Occupational Health Nurses. The committee members will  be 

appointed by the Human Resources Director and will serve for a one (1) year term in order to provide 

consistency in the decision making process. If  the requester is in a bargaining unit, a member of their 

union may be present. The decision of the committee shall be final; however, if  the decision of the 

committee is to deny the request, the requester has the right to petition the committee for 

reconsideration. The decision of the committee shall not be subject to the grievance procedure. 

3. An employee must have exhausted his or her sick leave and vacation time before receiving shared 

leave. 

4. An employee receiving the shared leave benefit must have abided by the County's policies respecting 

sick leave. 

5. An employee receiving the leave sharing benefit shall receive no more than a total of 2,000 hours of 

such leave during the course of his or her employment with the County. 

6. The employee's position must be one in which vacation and sick leave can be accrued and used. 

7. The employee must be eligible to use vacation time and sick leave time. 

8. The committee shall also approve leave-sharing benefits for ñafter careò needs as prescribed by the 

attending physician. 
 

C. Leave Transference Process 

1. An employee wishing to receive shared leave shall submit a written request to the Human Resources 

Director and attach a statement from his/her physician verifying the severe or extraordinary nature 

and expected duration of the condition. A union representative or any other person may submit the 

request on behalf of the employee. 
 

2. The Human Resources Department will,  after the request is approved, notify the employee's 

department head and request the department head to communicate the employeeôs eligibility  for 

leave sharing to other employees in that department. Employees may request that the department 

head communicate the status with other departments. 
 

D. Donating Leave 

1. Employees wishing to donate leave shall send the Donation of Vacation form to the Human 

Resources Department for processing. 
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2. All  leave donated under the leave sharing program shall be in full  hour increments. No difference 

will  be made between the salary level of the donor and the recipient. The minimum amount of time 

for donation is four (4) hours. 

3. An employee may donate to an individual(s) a maximum of eighty (80) hours vacation time in a 

calendar year. The recipient employee can retain up to forty (40) hours of sick leave after he/she 

returns to work. The County will  accept all donated leave, but will  return unused leave to the donator. 

All  donations will be entered as sick leave in the recipients account. 

4. Donations of vacation time may not bring the donorôs vacation balance below forty (40) hours. 

5. All  donations of leave shall be strictly voluntary and confidential and shall be done on the donation of 

Vacation form a copy of which is attached. The donor shall designate the recipient. 

6. No employee shall be coerced, threatened, intimidated, or financially induced into donating leave. 

7. Once leave has been donated, it becomes the recipient's leaveðregardless of any changes in his/her 

employment status. 

 

E. Administration: 

The Human Resources Department shall administer the Leave Sharing Program. 

 
F. Long Term Disability: 

1. At the time Shared Leave is requested, Long Term Disability must be requested concurrently if: 
 

a. The reason for Shared Leave is for an employeeôs personal medical condition. 
 

b. Shared Leave, when initially  requested, will be for 90 days or more. 

2. Long Term Disability must be applied for at the time requests for extensions of Shared Leave will,  

when combined, total 90 days or more. 

3. The employee must not be receiving time-loss payments as a result of an on-the-job injury or illness 

or receiving long-term disability payments. 

4. In the event Long Term Disability is denied, Shared Leave may continue in accordance with the terms 

of the plan. 

5. In no event shall an employee receive more money than what they would receive if  they had been 

working by combination of any benefit plans. 
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6. The employee must provide timely information and periodic medical verification necessary for the 

processing of the LTD application and continuation of eligibility  to receive Shared Leave. Failure to 

do so could result in the discontinuation of Shared Leave payments. 
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Request for Shared Leave form 
Instructions: If  you desire to receive Shared Leave, please complete this form and 

send it to Human Resources for processing. Thank you. 

 

I, [print name]  am requesting Shared Leave. 

Department:     
 

Dates for which Iôm requesting Shared Leave:     to     
 

In making this request: 

(Start Date) (End Date) 

1) I confirm that my leave balances (vacation, sick, compensatory time, personal holidays) are or will  be exhausted as 

of the above start date. 

2) I confirm that within the past twelve (12) months I have not been at Step Five of the Sick Leave Review Process. 

3) I confirm that I will  use any donated shared leave for a severe or extraordinary non-job related illness or to care for a 

relative living in my home who suffers from a severe or extraordinary illness, injury or impairment. 

4) Iôve attached a statement from my physician/provider that shows I suffer from an illness or injury or am caring for a 

relative in my home that suffers from an illness or injury (see #3 above). 

 

Confirmed by: 

 

 
   

Signature (of employee or representative) Date 

 

Please send this completed form to Human Resources, 

for processing. 
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Leave Sharing Donation Form 
Instructions: If you wish to donate vacation leave to another employee, please complete this form in its entirety; sign and 

send it to Human Resources for processing. Only vacation leave may be donated, not sick leave or PTO leave. Donations 

can be made in as small as ½ hour increments but no less than four (4) hour blocks of vacation time. Thank you for 

donating! 

 

Donation: 

I hereby agree to donate hours of my vacation time to: 

 

 
   

Recipientôs Name Recipientôs Department 

I acknowledge the following: 

¶ This is a voluntary donation; 

¶ Subtracting this donation will  not reduce my vacation balance below 40 hours. 

 

I have previously donated vacation leave to this or other employees in this calendar year: ǏYes Ǐ No 

 

 
   

Print Name of Donor Last 4 digits of Donorôs Social Security Number 

 

 
   

Signature of Donor Donorôs Department 

 

   
Date 

 
 

Approved: 
 

 

Human Resources 

 

Distribution after Approval: 

Original:   Auditorôs Payroll 

Copy: Human Resources Department 

Copy: Donorôs Departmental Payroll Clerk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Information  on this form is CONFIDENTIAL.  
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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 members.  

II. SCOPE: 

Applies to all Extra Help and Seasonal Employees. 

III. DEFINITION   

Immediate family: Spouse, State Registered Domestic Partner, parent, step-parent, child (biological, 

adopted, step or foster) regardless of age or dependency status, sibling, grandparent, grandchild, father-in-

law, mother-in-law, brother-in-law, sister-in-law, daughter-in-law, son-in-law or a more distant relative if 

living as a member of the employeeôs immediate family. 

Extra-Help Employees: Works to cover peak or emergency workloads and necessary vacation relief. 

Seasonal Employee: Works at specific times of year or on special projects to meet departmental needs. 

Paid Sick Leave Accrual year: January 1st through December 31st (for end-of-year rollover purpose). 

IV. POLICY   

A. Effective January 1, 2018, Extra Help/Seasonal employee 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 employeeôs mental or physical illness, injury or health 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 a 

31medical/dental/optical appointment;  

11. Closure of the employeeôs place of business or childôs school/place of care by order of a public 

official for any health-related reasons;  

12. Exposure to a contagious disease where on-the-job presence of the employee would jeopardize the 

health of others.  

13. Use of a legally prescribed prescription drug that impairs job performance or safety. 

14. If the employee or the employeeôs family member is a victim of domestic violence, sexual assault, 

or stalking.  

C. Authorized use of paid sick leave for domestic violence, sexual assault or stalking includes:  

7. Seeking legal or law enforcement assistance or remedies to ensure the health and safety of 

employee's and their family members as victims including, but not limited to, preparing for, or 

participating in, any civil or criminal legal proceeding related to 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 treatment for a victim who is the employee's family member.  
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10. 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.  

11. 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 employee's family 

member was a victim 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 or permanent relocation; or other actions to increase the safety from future incidents of 

domestic violence, sexual assault, or stalking.  

D. Sick leave pay for time off when a person is ñnot sick or other approved situationsò is not authorized 

and not counted as compensated time.  

E. Paid sick leave begins to accrue at the start of employment. You will be provided with an Employee 

Paid Sick Leave Notification at the start of employment. It contains information regarding: authorized 

use of paid sick leave, Spokane Countyôs paid sick leave accrual year, carryover of paid sick leave, 

eligibility for use, and information about retaliation.  

F. At the end of the paid sick leave accrual year unused paid sick leave balances of 40 hours or less will 

carry over to the following year.  

G. Employees are eligible to use accrued paid sick leave 90 calendar days after starting their employment.  

1. If an employee is rehired 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 requirement 

during the previous period of employment. If an employee did not meet the 90-day requirement 

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 

employeeôs eligibility to use paid sick leave.  

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

reasonably possible 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. 

I. Employees can use paid sick leave in increments of fifteen [15] minutes. 

J. Paid sick leave hours will be compensated at an employeeôs regular rate of pay, excluding overtime 

rates, where applicable.  

K. Paid sick leave hours will not count towards the calculation of overtime.  

L. There will be no payment in lieu of unused sick leave upon termination for any reason. 

M. Employees will be notified of their paid sick leave balances each month on their pay stub including:  

1. Accrued paid sick leave since the last notification  

2. Used paid sick leave since the last notification  

3. Current balance of paid sick leave available for use  

N. If an employee separates from employment, there will not be a financial or other reimbursement to the 

employee for accrued, unused paid sick leave at the time of separation.  

O. Extra help/seasonal employees rehired by Spokane County within twelve [12] months of separation will 

have their unused sick leave balance reinstated up to a maximum of forty (40) hours. 
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P. 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. 

 

This policy does not apply to county regular employees who are benefited and covered under Policy No. 

313-Sick Leave or 314 ï Paid Time Off Plan (PTO) PLAN. 
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322 - FAMILY  AND MEDICAL  LEAVE ACT (FMLA)  
 
 

I. PURPOSE 

 
To enable employees to receive up to twelve weeks away from work within any twelve month period to 

attend to specified family and medical needs with job protection and no loss of accumulated service in 

compliance with Federal law. 

 

To allow eligible employees Mil itary Family Leave (Qualifying Exigency Leave and Military  Caregiver 

Leave) as provided by the National Defense Authorization Act (NDAA). 

 

a. Qualifying Exigency Leave allows eligible employees whose covered 

service member is a member of the National Guard or Reserves to take 

up to the normal 12 weeks of leave because of any ñQualifying 

Exigencyò. 

 

b. Military  Caregiver Leave allows eligible employees whose covered 

service member is a current member of the Regular Armed Forces,  

National Guard or Reserves to take up to 26 weeks of leave to care for a 

covered service member with a serious injury or illness incurred in the 

line of duty on active duty. 

 
II. SCOPE 

 
A. FMLA 

Applies to all employees who have worked for the County for at least twelve months and 

worked at least 1,250 hours during the twelve months preceding the leave. 

 

B. Qualifying Exigency Leave for Military Family Leave 

Applies to all employees who are eligible for FMLA with a spouse, child or parent on active duty 

or called to active duty in the National Guard or Reserves. 

 

C. Military  Caregiver Leave for Serious Illness/Injury of a Veteran 

Applies to all employees who are eligible for FMLA with a spouse, son, daughter, parent or next 

of kin of a covered service member who is a current member of the regular Armed Forces, 

National Guard or Reserves. 

 

 
III.  POLICY 

 
A. FMLA 

Eligible employees may be granted up to twelve weeks of unpaid leave per year for (See 

Resolution 93-1028): 
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Newborn, placement of foster or newly adopted children: 

Eligible employees may request a leave of absence to provide care for a child following the 

child's birth, adoption, or foster placement in the employee's home. This leave must be taken 

within a year after the child is born, adopted or placed in the employee's home. 

 

Illness of a family member: 

Employees may request a leave of absence to provide care for a child, parent or spouse 

who has a serious health condition. 

 

Illness of an employee: 

Employees may also request a leave of absence if they are unable to work due to their own 

serious health condition. 

 
Earned vacation and sick leave benefits may be used to supplement pay while on a family 

and medical leave of absence. No loss of seniority will  occur while the employee is on FMLA 

leave, however, seniority will  not be accrued during any unpaid status. 

 

Employees must pay their portion of the cost of their group health insurance premiums, voluntary 

life insurance and FSA 125 premiums while on FMLA leave of absence. 

 

B. Qualifying Exigency Leave 

Eligible employees may take up to the normal 12 weeks of leave because of any  ñQualifying 

Exigencyò. 

 

C. Military  Caregiver Leave 

Eligible employees may take up to 26 weeks of leave to care for a covered service member on a 

per-member, per-injury basis as defined by the act. Unlike        other forms of FMLA leave, the 

12 month period begins on the first day the employee takes leave for this purpose and ends 12 

months thereafter. 

 

 
IV. DEFINITIONS 

 
A. Child: Anyone under 18 years who is the employee's biological, adopted, or foster child, 

stepchild, legal ward, legally dependent adult. This may also include a child for whom the 

employee has day-to-day responsibility. 

 

B. Parent:   Biological, foster or adoptive parents, step-parents, legal guardians, or someone who 

plays or has played the role of parent, but does not include parents-in-law. 

 

C. Spouse:  A legal marital relationship recognized under state law. 
 

D. Serious Health Condition:  An illness, injury, impairment, or physical or mental condition 
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serious enough to involve hospitalization, in-patient care in a residential health care facility, 

continuing treatment or supervision by a health care provider. The county may require 

appropriate medical certification before a leave is granted. In some instances, a second or third 

medical opinion may also be required. 

 

E. Eligible Employee: An employee who has worked for the County for at least twelve months and 

worked at least 1,250 hours during the twelve months preceding the leave. 

 

F. Qualifying Exigencies: (1) short-notice deployment; (2) military events and related activities; (3) 

childcare and school activities; (4) financial and legal arrangements; (5) counseling; (6) rest and 

recuperation; (7) post-deployment activities; (8) additional activities agreed to by the employer 

and the employee. This applies to families of National Guard or Reserve service members, not to 

families of service members in the Regular Armed Forces. 
 

V. PROCEDURE 
 

A. Application and Commencement: 
 

1. A Family and Medical Leave of Absence form must be completed by the employee 

requesting family and medical leave of absence and submitted to the manager, 

Elected Official, or Department Head (forwarded to Human Resources) thirty (30) days 

prior to the commencement date, except where medical conditions make such a requirement 

impossible. Otherwise, the County will  designate said leave as FMLA leave and ask that 

appropriate medical documentation be provided within 15 days of notification. If  the 

employee is incapacitated then a family member or friend can provide the information 

requested. 

 

2. Employees that have paid time available have the option of running FMLA simultaneously 

with paid leave or consecutively after the paid leave expires. The employee must submit a 

written notice to their manager, Elected Official, or Department Head regarding if  they 

intend to run accrued FMLA leave after the expiration of any accrued paid leave. Medical 

certification must be provided to Human Resources once FMLA protection is requested. It 

will  not be applied retroactively. 

 

3. When the leave is to care for a sick child, parent or spouse, the requesting employee must 

submit a letter signed by a physician that states: 

(a) the date the illness or condition began; 

(b) the probable duration of the condition; 

(c) the estimated time the employee will  need to care for the family member; 

and 

(d) a statement that the illness or condition requires the participation of a 

family member. 
 

4. When the leave is for planned medical treatment, the employee must attempt where 

possible to schedule the treatment so as not to disrupt County operations. 
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5. When the leave is for the employee, the employee must submit appropriate medical 

certification. The certification includes information from the physician on the 

beginning date of the illness or injury, probable duration and estimated frequency of 

absence. 
 

6. When leave is either approved or disapproved, Human Resources will  issue a written 

response outlining the conditions of said leave. [See attached letter - Response to 

Employeeôs Request for Family & Medical Leave Act.] 

 

7. When leave is approved, the department will  initiate a Personnel Action form and 

forward it to Human Resources. 

 

VI. REINSTATEMENT 

 
1. Upon return from a family and medical leave of absence, the employee will  be 

reinstated in the following priority of position reassignment: 

 

First:  Prior position if available. 

 
Next:  An equivalent position for which the employee is qualified. 

 
2. Employees on leave must notify their supervisor, manager, or Elected Official/Department 

Head at least 2 days prior to end of leave to inform the County of availability to return to 

work. The County may require appropriate medical certification before an employee returns 

to work. 
 

3. An  employee's  failure  to  return  from  leave  on  the  scheduled  date  of  return,  will  be 

considered a voluntary resignation. 

. 

V.   EXCEPTION 

If  the employee on leave of absence is a salaried employee and is among the highest paid ten percent of 

County employees living within 75 miles of the County, and keeping the job open for the employee would 

result in substantial economic injury to the County, reinstatement to the position may be denied. The 

employee may be given an opportunity to return to work in a different job. 
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USE OF FAMILY  AND MEDICAL  LEAVE  ACT OF 1993 HAS CHANGED!  
 

 

Enclosed please find information pertaining to the Family and Medical Leave Act of 1993 (FMLA), 

which took effect on August 6, 1993 and implemented by Spokane County Board of Commissioners on 

August 24, 1993 (Res. 93-1028). To assist you with compliance I am forwarding to you summary sheet 

to be retained within the department as specific questions are raised. 

 

Please note that the FMLA policy number 322 has been revised. In a recent decision from the 9th Circuit 

Court of Appeals we see a dramatic change in an employerôs right to designate time off as FMLA leave. 

Under this courtôs interpretation of the FMLA, whether to take FMLA leave for a qualifying event is the 

employeeôs option, and employees can use paid time now and save their FMLA leave for later. 

Employees cannot apply for FMLA retroactively. All  the forms have been updated recently as well and 

follow this summary. 

 

I hope this summary is helpful to you. Please do not hesitate to contact the Human Resources 

Department if  we can assist you further. 
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A SUMMARY OF THE FEDERAL  FAMILY  LEAVE  LAW  

 

 
1. Who is an eligible employee? 

 

Only ñeligible employeesò are qualified to use FMLA. An eligible employee is one who has been employed for 

at least 12 months and worked at least 1,250 hours during the previous twelve months. Any employee who works 

more than 24 hours per week for 52 weeks of the year would qualify. 

 

2. To what leave are the eligible employees entitled? 
 

Eligible employees are entitled to a total of 12 work weeks of leave during any 12-month period for one or more 

of the following reasons: 

 

a. Birth of a son or daughter of the employee and in order to care for such son or daughter (herein 

called ñchildò). The term ñson or daughterò means a biological, adopted, or foster child, a 

stepchild, a legal ward, or a child of a person standing in loco parentis (in place of the parent), if  

that child is under 18 years of age or 18 years of age or older and incapable of self-care because 

of a mental or physical disability;  

 

b. Because of the placement of a child with the employee for adoption or foster care; 

 
c. In order to care for the spouse, child or parent of the employee, if such spouse, child or parent 

has a serious health condition. The term ñparentò means a biological parent of an employee or an 

individual who stood in place of the parent to that employee when that employee was a child. 

Therefore, if  John is the employee and Johnôs father becomes seriously ill,  John is entitled to the 

leave. However, Johnôs wife (also County employee) would not be entitled to leave to care for 

Johnôs father; 

 

d. A serious health condition makes the employee unable to perform the functions of his or her 

position. The term ñserious health conditionò in the Act means an illness, injury, impairment or 

physical or mental condition that involves in-patient care in a hospital, hospice, or residential 

medical care facility, or continuing treatment by a health care provider. Hopefully, the 

regulations will  make clear what the term ñcontinuing treatment by a health care providerò 

means. We do not believe the Act is intended to cover general illnesses which require a few visits 

to the doctor and a period of recovery, such as chicken pox. 

 

3. How does the department measure the twelve-month period? 
 

An eligible employee is entitled to take up to 12 weeks of FMLA leave in ñany 12-month period.ò Calculations 

are based on a rolling 12-month period measured backward from the first day of the new leave period an 

employee is requesting. Each time an employee takes FMLA leave the remaining leave entitlement would be any 

balance of the 12 weeks which has not been used during the immediately preceding 12 months. For example, if  

an employee has taken 8 weeks as of July 2013 then they have 4 more weeks available to use until time is 

reinstated in July 2014. 

 

4. How soon does the employee have to take the leave? 
 

The employee must take the leave for the birth or placement of a child before the end of the 12-month period 
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beginning on the date of such birth or placement. For example, an employee whose daughter is born April  10, 

2014 could not wait until April  15, 2015 to take the leave. 

 

 

5. Must all the leave be taken at once? 
 

The leave related to the birth or placement of a child generally may not be taken intermittently or on a reduced 

leave schedule unless the employee and the employer agree otherwise. Leaves for care of a spouse, child or 

parent who has a serious health condition or because the employee has a serious health condition may be taken 

intermittently or on a reduced leave schedule when medically necessary. The amount of leave available to the 

employee is reduced only by the leave actually taken. 

 

 

6. Does the employer have to pay for the leave? 
 

The employer does not have to pay for the leave. If  the employee is an exempt employee under the Fair Labor 

Standards Act, the provision of unpaid leave does not change the employeeôs status from that of an exempt 

employee to that of a non-exempt employee. 

 

7. Do my employees have to give me any notice of their leave? 
 

When the leave is for a birth or adoption and is foreseeable, the employee must provide the employer with not 

less than 30 daysô notice before the date of leave is to begin of the employeeôs intention to take the leave unless 

the date of the birth or placement requires leave to begin in less than 30 days, under which circumstances the 

employee must provide such notice as soon as possible. Adoption placements often do not allow for 30 daysô 

notice because of the uncertainty as to when a child will  be available. The probable birth date of a child is 

generally known well enough in advance to allow for 30 daysô notice. However, if  the child should arrive 

prematurely, the employee need only give as much notice as is practicable. 

 

 
When the leave is necessary because the employee has a serious health condition or must care for a qualified 

person and the leave is foreseeable based upon planned medical treatment, the employee must make a reasonable 

effort to schedule the treatment so as not to disrupt the operations of the employer, subject to the approval of the 

health care provider, and provide the employer with not less than 30 daysô notice, before the date the leave is to 

begin, of the employeeôs intention to take leave unless the date of the treatment requires leave to begin in less 

than 30 days, under which circumstances the employee must provide such notice as is practicable.  For example, 

if  the employee needs elective surgery and, with the health care providerôs approval, the surgery can  be 

performed more than 30 days after the employee finds out the surgery is necessary, the employee must make an 

effort to schedule the operation more than 30 days later. The health care provider will  always have the final 

decision as to whether a procedure or treatment can be delayed for any length of time. 

 

 

 

 

8. I  have several married couples in my work force.  Do they both get 12 week of 

leave? 

If  a husband and wife are employed by the same employer, the aggregate number of workweeks of leave to which 

both are entitled may be limited to 12 work weeks during any 12-month period if  the leave is taken for the birth 

or placement of a child or to care for a sick parent. However, each of them would be eligible for 12 weeks of 

leave for their own serious health condition or to care for the serious health condition of a spouse or child. 




























































































































































































































































































































































































































































