
ORDINANCE NO. 2470 % a~49 
I AN ORDINANCE OF THE CITY OF KIRKLAND RELATING TO PERSONNEL 

AND EMPLOYMENT PRACTICES FOR THE CITY OF KIRKLAND, ESTABLISHING 
A GENERAL PERSONNEL POLICY, AND REPEALING ORDINANCE N0.2135 
AS AMENDED BY ORDINANCE 2322, AND CHAPTER 3.80 OF THE KIRKLAND 
MUNICIPAL CODE. 

Be it ordained by the City Council of the City of 
Kirkland as follows : 

Sectionl. Title: "Personnel Ordinance". 

Section 2. GENERAL PROVISIONS. 

A. Pur ose The objective of the Personnel Ordinance 
is to facilitate e +$?- icient service to the public and provide a 
personnel management system within the City Government which deals 
with all employees of various departments in an equitable and 
uniform manner. 

B. Affirmative Action Policy. It is the policy of the 
City of Kirkland to promote and assure equal opportunity based on 
ability and fitness to all persons regardless of race, religion, 
color, national origin, sex, handicap, ape. marital status, or 

C. Exclusion. This ordinance shall not apply to the 
following personnel: Mayor, members of council, members of 
commissions or boards, volunteer firefighters, and the City Attorney 

D. Scope. In cases where this ordinance conflicts with 
collective bargaining contracts and agreements duly agreed upon 
between the authorized employee organizations or unions and the City 
or with Civil Service Regulations, the provisions of the contract 
or regulations shall govern. 

E. Conflicts. Nothing in this ordinance shall be con- 
strued to conflict with, or invalidate state or federal law relating 
to the subject matter herein. 

Section 3. DEFINITIONS. 

The following words and phrases, when used in this 
ordinance, shall have the meanings ascribed to then below: 

A. City. City of Kirkland 

B. Doctor's Certificate. A form provided by the 
City and signed by a physician stating that the employee has 

I been ill and is now able to return to work. 

C. Em lo ee. A person occupying a position and is 
paid a salary + or wage y the City. 



D. Immediate Family. Wife, husband, son, daughter, 
mother, father, brother, sister, and other persons with the 
approval of the City ~ a n a ~ e r .  

E. Holida + The days designated as holidays with pay by this or lnance 

F. Just Cause. Cause, supported by evidence, for 
disciplinary action against an employee. 

G. L.E.O.F.F. Law Enforcement Officers and Firefighters 
Retirement System. 

H. Overtime. Overtime shall consist of any work 
performed by permanent full-time employees in excess of forty 
( 4 0 )  hours in one week. 

I. Permanent Fwll-time Employee. Any employee hired 
for an indefinite period of time, working at least 40 hours per 
week, who has successfully completed the probationary period. 

J. Permanent Part-time Employee. Any salaried employee, 
hired for an indefinite period of time, who works less than forty 
( 4 0 )  hours per week on a fixed regular schedule and is compensated 
and accrues benefits proportionate to the number of hours worked 
per month. 

K. Probationary Employee. Any employee hired for a 
permanent position who has not completed the probationary period. 

L. Temporary Employee. An employee hired for a specific 
purpose or project and for a specific or definite period of time 
who is compensated with an hourly wage. 

M. Uniformed Employee. Employees hired as officers 
of the City's Police and Fire Departments and who are under the 
L.E.O.F.F. retirement system. 

Section 4 .  PERSONNEL ACTION. 

A. Nepotism Policy. Favoritism in any personnel action 
i.e. recruitment or promotion shall not be shown to relatives of 
past or present employees. However, a department may hire, transfer, 
demote, or promote family member if said action is in the best 
interest of the city. 

B. Recruitment. Available positions shall be publicized 
within City Hall, in one major newspaper, and in accordance with 
all prevailing Affirmative Action guidelines regarding recruitment. 
Public notice of a position.opening shall contain title, salary, 
brief description, minimum qualifications, and the closing date 
for applications. 
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C .  P roba t ion .  New employees s h a l l  ho ld  proba t ionary  
s t a t u s  f o r  a  per iod  of 12 months from t h e  d a t e  of h j r e .  Proba t ionary  
employees have no v e s t e d  s t a t u s  and may be d i s c i p l i n e d  o r  
terminated under t h e  prov is ions  of Sec t ion  5 of t h i s  ordinance 
wi thout  f u r t h e r  r ecour se .  

D. Promotion. Vacancies s h a l l  be  f i l l e d ,  i n s o f a r  as 
i s  c o n s i s t e n t  w i th  t h e  b e s t  i n t e r e s t s  of  t h e  C i t y ,  from q u a l i f i e d  
employees ho ld ing  permanent p o s i t i o n s  w i t h i n  t h e  C i ty .  Employees 
who a r e  promoted s h a l l  again  hold  probat ionary s t a t u s  a s  provided 

! i n  paragraph 4-C. Those who f a i l  t h e  proba t ionary  per iod  may 
reassume any permanent appointment he ld  p r i o r  t o  t h e  promotion 
i f  t h e  p o s i t i o n  i s  vacan t .  

i 
! E .  T rans fe r .  Upon recommendation of t h e  Department 

Head o r  t o  meet t h e  needs of t h e  C i t y ,  a  t r a n s f e r  may b e  made. 
No person may b e  t r a n s f e r r e d  t o  a  p o s i t i o n  f o r  which he / she  

( does n o t  possess  minimum q u a l i f i c a t i o n s .  A p roba t ionary  per iod  
I 
I 

s h a l l  be  e s t a b l i s h e d  f o r  anyone r eques t ing  a  t r a n s f e r .  A t r a n s f e r  
s h a l l  n o t  be  used t o  circumvent r e g u l a t i o n s  regard ing  promotions,  
demotions, o r  t e rmina t ions .  

I F. Demotions. No employee s h a l l  b e  demoted t o  a  p o s i t i o n  
f o r  which he l she  does n o t  possess  minimum q u a l i f i c a t i o n s .  Any 

i employee may be demoted a) when h i s l h e r  s t anda rd  of performance 

: I f a l l s  below an accep tab le  l e v e l ;  b) when t h e  employee becomes 
phys i ca l ly  o r  menta l ly  incapable  of performing t h e  d u t i e s  of h i s  
o r  h e r  p o s i t i o n ;  c) f o r  d i s c i p l i n a r y  purposes ;  d) i n  l i e u  of 
l a y - o f f ;  e) a t  t he  employee's r e q u e s t .  

i 
I 

! G . .  Suspension.  An employee may be suspended wi thou t  
i pay by t h e  C i ty  Manager a s  s p e c i f i e d  i n  Sec t ion  5.  Author i ty  

I t o  suspend may be de lega ted  t o  t h e  Department Head a s  s p e c i f i e d  

1 i n  Sec t ion  5-C. An employee must be  provided w i t h  w r i t t e n  
n o t i c e ,  w i t h i n .  a  reasonable  per iod  of t ime ,  a s  t o  thec:reasons , . ' for  

i and t h e  du ra t ion  of t h e  suspension.  I f  an i n v e s t i g a t i o n  proves 
t h a b t h e  dec i s ion  f o r  suspension was made i n  e r r o r  o r  misunderstanding 
t h e  employee may b e  r e - i n s t a t e d  and s h a l l  be  reimbursed f o r  s a l a r y  

! l o s s  due t o  suspension.  
I . .a .. 
I 
i H .  Resignat ion.  An employee s h a l l  g i v e  a t  l e a s t  
I two weeks w r i t t e n  n o t i c e  of h i s  o r  h e r  e f f e c t i v e  r e s i g n a t i o n  
I d a t e .  The time l i m i t  of t h e  r e s i g n a t i o n  may be waived a t  t h e  
i d i s c r e t i o n  of t h e  Department Head concerned. Termination v a c a t i o n  
i 
i 

pay s h a l l  b e  f o r f e i t e d  i f  w r i t t e n  n o t i c e  i s  n o t  g iven n o r  waived. 

i I. Ret i rement .  Except f o r  members of t h e  L .E .O .F .F .  
r e t i r emen t  system, a l l  permanent and permanent pa r t - t ime  employees 

I 

I must belong t o  t h e  Pub l i c  Employees Retirement System (PERS). 
P o l i c e  O f f i c e r s  and F i r e f i g h t e r s  s h a l l  r e t i ~ e  'as s p e c i f i e d  by 
t h e  Law Enforcement O f f i c e r s  and F i r e f i g h t e r s  r e t i r emen t  sys  tem 
o r  any o t h e r  system which takes  i t s  p l ace .  . ,, . 
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J .  E x i t  In te rv iew.  An e x i t  i n t e rv i ew s h a l l  be  
conducted bv t h e  Personnel  Department w i th  a l l  employees 
r e s ign ing  £;om Ci ty  employment. 

Sec t ion  5 . ;  DISCIPLINARY ACTIONS. 

A.  Author i ty  of t he  Ci ty  Manager. Nothing i n  t h i s  
s e c t i o n  s h a l l  b e  construed i n  anv wav a s  l $mi t ing  t h e  a u t h o r i t y  
of t h e  Ci ty  Manager under RCW 35A. 13.080 t o  app6in t  and remove 
a t  any t ime,  wi th  o r  wi thout  cause ,  a l l  department heads and 
employees of t h e  C i t y ,  except members of t h e  Ci ty  Council and i t s  
advisory boa rds ,  commissions, and those  employees coverdd by 
C i v i l  Se rv i ce  Commissions. Whenever a  d i s c i p l i n a r y  a c t i o n  o r  
t e rmina t ion  becomes neces sa ry ,  t he  Ci ty  Manager has t h e  power 
t o  d i s c i p l i n e  o r  t e rmina t e ,  and t h a t  he / she  w i l l  normally do s o  
f o r  j u s t  cause .  

B .  J u s t  Cause. Continued employment wi th  t h e  Ci ty  
s h a l l  be  cont ingent  upon a v a i l a b i l i t y  of funds ,  f i t n e s s  of t h e  
employee t o  perform t h e  d u t i e s  r equ i r ed  of t h e  p o s i t i o n ,  and 
upon s a t i s f a c t o r y  performance of t h e s e  d u t i e s .  Employees of t h e  
C i ty  may be s u b j e c t  t o  d i s c i p l i n a r y  a c t i o n  o r  t e rmina t ion  f o r  t h e  
fol lowing reasons : 

1. Incompetency, i n e f f i c i e n c y ,  i n a t t e n t i o n  t o  o r  
d e r e l i c t i o n  of duty .  

2 .  Mental o r  p h y s i c a l  u n f i t n e s s  t o  perform t h e  
d u t i e s  of t h e  p o s i t i o n  h e l d  by t h e  employee. 

3 .  Misuse o r  abuse of p u b l i c  p r o p e r t y ,  any misuse 
of p u b l i c  funds ,  o r  f a l s i f y i n g  r e p o r t s  o r  r e c o r d s .  

4.  Dishonest  o r  p r e j u d i c i a l  conduct ,  i n subord ina t ion ,  
o r  d i scour teous  t rea tment  of t h e  p u b l i c  o r  f e l l o w  employees. 

5 .  I n t o x i c a t i o n  o r  t h e  u s e  of i n t o x i c a t i n g  l i q u o r ,  
n a r c o t i c s ,  o r  any o t h e r  h a b i t  forming drug t o  such an 
e x t e n t  t h a t  t h e  u s e  thereof  i n t e r f e r e s  w i t h  t h e  e f f i c i e n c y  
o r  mental  o r  phys i ca l  f i t n e s s  of t h e  employee, o r  which 
precludes  t h e  employee from proper ly  performing h i s f h e r  
func t ion  and d u t i e s .  

6 .  V i o l a t i o n  of t h i s  ordinance o r  t h e  r u l e s ,  r egu la t ion :  
o r  o rde r s  i s s u e d  by t h e  employee's immediate s u p e r v i s o r ,  
department head,  personnel  o f f i c e r ,  o r  C i t y  Manager. 

7 .  Absence wi thou t  t h e  s u p e r v i s o r ' s  approva l ,  
u n s a t i s f a c t o r y  a t t endance  r e c o r d ,  abuse of s i c k  l e a v e  
b e n e f i t s .  

8 .  Use of t h e  employee's  p o s i t i o n  f o r  h i s l h e r  
persona l  p r o f i t ,  g a i n ,  o r  advancement o t h e r  than t h e  
r i g h t f u l  compensation and b e n e f i t s  duly  au tho r i zed .  
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C .  D i s c i p l i n a r y  Pro'cedures . Whenever an employee's 

I performance, a t t i t u d e ,  work h a b i t s ,  pe r sona l  conduct f a l l s  below 
s a t i s f a c t o r y  l e v e l s ,  t h e  fol lowing procedure s h a l l  be  followed 
i n  t ak ing  d i s c i p l i n a r y  a c t i o n .  

1. The supe rv i so r  must counsel  t h e  employee 
concerning t h e  problem and d i scuss  p o s s i b l e  s o l u t i o n s .  

2 .  I f  t h e  problem cont inues  a f t e r  a  formal 
counsel ing s e s s i o n ,  t h e  supe rv i so r  s h a l l  i n i t i a t e  

t a  w r i t t e n  admonit ion,  a  copy of which i s  p laced i n  
t h e  i n d i v i d u a l ' s  personnel  f i l e .  

3 .  I f  t h e  employee s t i l l  does n o t  show improvement, 
t h e  Department Head s h a l l  b r i n g  the  ma t t e r  t o  t h e  
a t t e n t i o n  of t h e  Ci ty  Manager wi th  a  recommendation 
f o r  suspension o r  t e rmina t ion  

D .  N o t i f i c a t i o n  t o  t h e  Employee. Employees who a r e  
s u b j e c t  t o  d i s c i p l i n a r y  a c t i o n  s h a l l  b e  provided wi th  a  f u l l  
s t a t emen t ,  i n  w r i t i n g ,  of t h e  reasons  f o r  such a c t i o n ,  n a t u r e  of 
t h e  a c t i o n ,  and t h e  e f f e c t i v e  d a t e .  

Sec t ion  6 .  GRIEVANCE PROCEDURE. 

A .  D e f i n i t i o n .  A g r ievance  means a  c la im o r  d i s p u t e  

I by an employee w i t h  r e s p e c t  t o  t h e  i n t e r p r e t a t i o n ,  meaning, o r  
a p p l i c a t i o n  of t h e  prov is ions  of t h i s  o rd inance .  

B .  Pur ose .  An employee may r e s o r t  t o  gri.evance 
procedures h e r e m a  -Ef- t e r  s e t  f o r t h  f o r  any d,ecision o r  a c t i o n  
which he / she  f e e l s  may a f f e c t  h i s t h e r  employment adve r se ly?  .. 
The gr ievance  must  b e  f i l e d  i n  w r i t i q g  by t h e  employee t o  
t h e  employer w i t h i n  5 working days of t h e  occurance of t h e  i n c i d e n t  
producing t h e  d i s p u t e  o r  g r ievance .  

C .  Procedure.  The fo l lowing  g r i evance  procedures apply 
un le s s  o t h e r  procedures a r e  provided by S t a t e  Law, a s  i n  t h e  c a s e  
of t h e  uniformed s e r v i c e s ,  union c o n t r a c t ,  or: any o t h e r  which 

, . o f f e r s  a  .g r ievance  prcedure :  

1. I f  an employee f e e l s  h e  o r  she  has a  jus t i5 i .ed  
complaint o r  problem, h e  o r  she  must d i s cus s  t h i s  
problem wi th  h i s  o r  h e r  supe rv i so r .  

2 .  I f ,  w i t h i n  t h r e e  working days a f t e r  r e c e i v i n g  
an answer from such s u p e r v i s o r ,  t h e  employee b e l i e v e s  
t h a t  h i s  o r  h e r  problem has n0.t been r e so lved  t o  h i s  
o r  h e r  s a t i s f a c t i o n ,  t h e  employee and t h e  immediate 
supe rv i so r  s h a l l  submit t o  t h e i r  Department Head a  

I 
w r i t t e n  r e p o r t  o u t l i n i n g  t h e  complaint and t h e  
circumstances surrounding i t .  The Department Head 

- s h a l l  r e p l y  i n  w r i t i n g  t o  t h e  p a r t i e s  regard ing  t h e  
complaint w i t h i n  5 working days.  Copies of a l l  w r i t t e n  
s ta tements  s h a l l  a t  t h i s  p o i n t  b e  forwarded t o  t h e  Ci ty  
Manager. 
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3.  I f  t he  employee f e e l s  t h a t  h i s  o r  h e r  complaint  
i s  n o t  f a i r l y  reso lved  by t h e  Department Head, he  o r  
she  may submit w i t h i n  5 working days ,  a  w r i t t e n  complaint  
t o  t h e  Ci ty  Manager. I f  t h e  gr ievance  cont inues  t o  
e x i s t ,  t h e  C i ty  Manager may ag ree  t o  a r b i t r a t i o n  by an 
o u t s i d e  t h i r d  p a r t y  o r  any o t h e r  a v a i l a b l e  method f o r  
r e so lv ing  the  employee's g r ievance .  No p u n i t i v e  
a c t i o n  s h a l l  b e  c a r r i e d  ou t  a g a i n s t  any employee f o r  

I u t i l i z i n g  the  gr ievance  procedures conta ined  h e r e i n .  

Sec t ion  7 .  CLASSIFICATION AND SALARY. 

I 
A .  Crea t ion  and Maintenance of C l a s s i f i c a t i o n s .  P o s i t i o n  

c l a s s i f i c a t i o n s  s h a l l  be  prepared and mainta ined i n  such a  way t h a t  
t h e  c l a s s i f i c a t i o n s  and s a l a r y  range r e f l e c t  c u r r e n t  d u t i e s  and 
r e s p o n s i b l i t i e s  of a l l  p o s i t i o n s  w i t h i n  t h e  C i t y .  

B .  R e c l a s s i f i c a t i o n  of P o s i t i o n s .  S i g n i f i c a n t  changes 
i n  t h e  d u t i e s  and r e s p o n s i b l i t i e s  of any p o s i t i o n  w i t h i n  t h e  C i ty  1 - '  
s h a l l  r e s u l t  i n  an eva lua t ion  of t he  p o s i t i o n  and p o s s i b l e  
r e c l a s s i f i c a t i o n  based on such changes. A l l  e x i s t i n g  p o s i t i o n s  

1 .si,ali = p e r i o d i c a l l y  be  reviewed f o r  p o s s i b l e  changes. and r e -  
c l a s s i f i c a t i o n .  

! 
I C .  S a l a r  Ran e .  P repa ra t ion  of t h e  c u r r e n t  range 

s h a l l  be  based ---%-% upon t e  c  a s s i f i c a t i o n  r e s u l t i n g  from t h e  eva lua t ion  

i 1 of d u t i e s  and r e s p o n s i b i l i t i e s .  Any change i n  s a l a r y  range must . 
be made on t h e  same b a s i s .  

i 
i D. Overtime. over t ime s h a l l  b e  compensated a t  a  r a t e .  

of  one and one-half  times t h e  normal r a t e  of pay o r  by compensatory 
time-off i n  l i e u  of over t ime pay a t  t h e  d i s c r e t i o n  of t h e  employee. 
A l l  over t ime s h a l l  b e  au tho r i zed  by t h e  r e s p e c t i v e  Department 
Head i n  advance. Requests f o r  over t ime pay o r  compensatory 
time-off must a l s o  b e  made i n  advance and remain c o n s i s t e n t  f o r  
a per iod  of 3 months. Overtime f o r  uniformed personnel  s h a l l  

I be r e f e r r e d  t o  c u r r e n t  c o n t r a c t  agreements. I f  t h e  employee 
1 r eques t s  compensatory t ime-o f f ,  i t  must b e  taken w i t h i n  one y e a r  
! of t he  a c c r u a l  d a t e .  Execut ive ,  a d m i n i s t r a t i v e ,  and p r o f e s s i o n a l  
i . , ., .4 \, , 1 

employees s h a l l  n ~ t  be  e n t i t l e d  t o  over t ime compensation a s  
def ined i n  WAC 296-128-500. 

i E .  Pa Per iod .  Employees s h a l l  b e  pa id  twice  each 

1 month. Pay chec +kr s  w i  be  i s sued  on o r  about t h e  f i r s t  and 
f i f t e e n t h  of each month. I n  t h e  event  payday f a l l s  on a  weekend 
o r  h o l i d a y ,  employees w i l l  b e  pa id  t h e  preceeding day.  I Sec t ion  8 .  HOURS OF WORK. 

I 
A .  General Personnel .  The normal work week s h a l l  

c o n s i s t  of f i v e  consecut ive  days and s h a l l  average 40 hours  
per  week. 

B .  P o l i c e  Personnel .  S h i f t  work w i l l  b e  ass igned  
and v a r i e d  t o  meet t h e  needs of t h e  C i ty .  

Ord. 2470 
(6 )  



C .  F i r e  Personnel .  S h i f t  work w i l l  b e  ass igned  and 
v a r i e d  t o  meet t h e  needs of t h e  C i t y .  The hours  asgigned p lus  
a:one hour. lunch break  on t h e  s h o r t  s h i f t  and p lus  a one and 
one-half hour e a t i n g  per iod  on t h e  long s h i f t  s h a l l  c o n s t i t u t e  
a normal work day. 

D.  Work Breaks. Authorized breaks  must b e  arranged 
s o  a s  n o t  t o  i n t e r f e r e  wi th  Ci ty  b u s i n e s s .  Business s h a l l  n o t  
b e  i n t e r r u p t e d  simply because i t  i s  b reak  t ime.  Employees a r e  
e n t i t l e d  t o  one f i f t e e n  (15) minute break  i n  t h e  morning and 
a f te rnoon .  Breaks f o r  o f f i c e  employees should be  taken i n .  
des ignated a r e a s  and f i e l d  employees should t a k e  the i r .  b reaks  
on o r  near  t h e  job s i t e .  Misuse of b reak  p r i v i l e g e s  s h a l l  b e  
s u b j e c t  t o  d i s c i p l i n a r y  a c t i o n .  

Sec t ion  9. VACATION LEAVE. 

A .  Approval. Upon s a t i s f a c t o r y  completton of s i x  (6) 
months continuous s e r v i c e ,  an employee s h a l l  be  e l i g i b l e  f o r  a 
pa id  vaca t ion .  A l l  r e q u e s t s  f o r  v a c a t i o n  l eave  must be  scheduled 
and approved a t  l e a s t  5 days p r i o r  t o  t h e  reques ted  yaca t ion  
t ime,  un l e s s  an except ion i s  g ran t ed  by t h e  Department Head. 
Vacation l e a v e  s h a l l  be  g ran ted  by t h e  Department Head only i n  
t h e  b e s t  i n t e r e s t s  of t h e  Ci ty .  Departmen't Heads must r e c e i v e  
p r i o r  approval  f o r  vaca t ion  l eave  from t h e  C i ty  Manager.. 

I B .  Vacation Schedule.  Each permanent f u l l - t i m e  
employee s h a l l  accrue  vaca t ion  l eave  a t  a  r a t e  of 1 /12  of 
annual  vaca t ion  Der month of s e r v i c e .  based on t h e  fo l lowing  - 
schedule :  

Years of Employment 

1 s t  year. of employment 
2nd yea r  of employment 
3 rd  yea r  of employment 
4 t h  year  of employment 
5 t h  yea r  of employment 
6 th  y e a r  of employment 
7 th  year  of employment 
8 t h  yea r  of employment 
9 t h  yea r  of employment 

10 th  yea r  of employment 
11 th  yea r  of employment 
12 th  year  of employment 
13 th  yea r  of employment 
14 th  year  of employment 
15 th  year  of employment 
16 th  yea r  of employment 
17 th  year  of employment 
18 th  yea r  of employment 
19 th  yea r  of employment 
20th year  of employment 

Annual Vacation (Workinp Days) 

; 10 days v a c a t i o n  
12 days v a c a t i o n  . , 

12 days vaca t ion  
12 days v a c a t i o n  
12 days v a c a t i o n  ' 

1 5 d a y s  v a c a t i o n  . .  
15 days v a c a t i o n  
15  days vaca t ion  
15  days v a c a t i o n  . 
16 days v a c a t i o n  ;.- 

16 days v a c a t i o n  
16 days v a c a t i o n  
17 days v a c a t i o n  
1 7  days v a c a t i o n  
17 days vaca t ion  
18 days v a c a t i o n  
18 days vaca t ion  
19 days vaca t ion  
19 days vaca t ion  
20 days v a c a t i o n  



C .  Accumulation. Unless s p e c i f i c a l l y  au tho r i zed  by t h e  
Ci ty  Manager, v a c a t i o n  l eave  s h a l l  n o t  b e  accumulated from yea r  
t o  year  and i n  no case  s h a l l  accumulated l eave  exceed 30 days.  
F a i l u r e  by an employee t o  make u s e  of earned v a c a t i o n  l eave  
w i t h i n  t h e  fo l lowing  yea r  of i t s  a c c r u a l  s h a l l  c o n s t i t u t e  a waiver. . 
and l o s s  of such l eave  and s h a l l  n o t  form t h e  b a s i s  of any 
severance pay o r  a d d i t i o n a l  compensation. Vacation l e a v e  s h a l l '  
n o t  accrue  f o r  s e r v i c e  time dur ing  a  f r a c t i o n  of a month. 

D. Payment i n  Lieu of Vacation Leave. There s h a l l  b e  
I no pay i n  l i e u  of unused vaca t ion  l e a v e ,  except  i n  cases  of 

s e p a r a t i o n  from Ci ty  employment. An employee wi th  more than one 
yea r  of employment who te rmina tes  f o r  any reason o t h e r  than d i scharge  
f o r  cause  o r  r e s i g n a t i o n  wi thout  two weeks n o t i c e  s h a l l  r e c e i v e  
pay f o r  any vaca t ion  t ime earned bu t  n o t  t aken ,  up t o  t h e  
d a t e  of s e p a r a t i o n .  

Sec t ion  10.  SICK LEAVE. 

A .  Accumulation. Permanent f u l l - t i m e  employees may 
b e  g ran ted  s i c k  l eave  wi th  pay f o r  i l l n e s s  o r  i n j u r y .  S ick  
lea<e  s h a l l  b e  accrued a t  a ' r a t e  of 8 hours f o r  each , ca l enda r  
month of t h e  employee's s e r v i c e ,  b u t  n o t  t o  exceed a  maximum 
of 120 days. Permanent pa r t - t ime  employees accrue  s i c k  l e a v e  
a t  a  r a t e  p ropor t iona t e  t o  t h e  munber of hours  worked pe r  month. 
This  s e c t i o n  does n o t  apply t o  employees h i r e d  under L.E.O.F.F. ( I ) .  

I , , 
E l i  i b i l i t  . Sick  l eave  s h a l l  be  a v a i l a b l e  t o  B. g f Y  

permanent emp oyees a  t e r  they have worked for:. a  minimum of 
t h i r t v  consecut ive  ca lendar  davs a f t e r  t h e  most r e c e n t  d a t e  

I of hi;e. S ick  l e a v e  s h a l l  be  g ran ted  f o r  t h e  fb l lowing  r ea sons :  

1. Persona l  i l l n e s s  o r  phys i ca l  i n c a p a c i t y  
r e s u l t i n g  from causes beyond t h e  employeels c o n t r o l .  

2 .  Ser ious  i l l n e s s  o r  death  i n  t h e  immediate 
fami ly .  Leave s h a l l  n o t  exceed t h r e e  ( 3 )  days.  I n  
cases  where t r a v e l  d i s t a n c e  i s  exces s ive ,  two a d d i t i o n a l  
days may be g ran ted  by t h e  r e s p e c t i v e  Department Head 

i. o r  Ci ty  Manager. 

I 3 .  Medical o r  d e n t a l  appointments.  

4 .  S i c k  l e a v e  may b e  g ran ted  f o r  one (1) day i n  
o r d e r  t o  a t t e n d  . t h e  f u n e r a l  of a fami ly  member o r  o t h e r  
persons w i th  t h e  ' approva l  of t h e  Department Head. 

I C .  Payment i n  Lieu of S ick  Leave. Upon te rmina tson  
of employment any unused s i c k  l e a v e  may be' conver ted on t h e  
b a s i s  of  one day' f o r  each . two (2 )  days of accrued s i c k  l e a v e  
accumulated, t o - e  maximum of t h i r t y  130) days i f  t h e  employee 

I has  given two weeks w r i t t e n  n o t i c e .  Accumulated s i c k  l e a v e  
w i l l  b e  measured from t h e  e f f e c t i v e  d a t e  of t h i s  o rd inance .  S ick  
l eave  taken w i l l  b e  f i r s t  deducted from t h e  most r e c e n t l y  accumulated 
s i c k  l eave .  
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D .  N o t i f i c a t i o n .  An employee on s i c k  l eave  s h a l l  
n o t i f y  h i s  o r  h e r  immediate supe rv i so r  of  t h e  f a c t .  F a i l u r e  
t o  do so  w i t h i n  one hour a f t e r  t h e  commencement of t h e  normal 
work . sh i f t .may  be cause  f o r  d e n i a l  o f ' s i c k  l eave  w i t h  pay f o r  t h e  
per iod  of such absence.  

E .  Doc tor ' s  C e r t i f i c a t e .  A f t e r  t h r e e  (3)  days and/or  
a t  t h e  d i s c r e t i o n  of t h e  Department Head, c e r t i f i c a t i o n  of i l l n e s s  
by a  doctor  may be r e q u i r e d  f o r  approval  of  s i c k  l eave  w i t h  pay.  
C e r t i f i c a t i o n  e s t a b l i s h i n g  t h e  d a t e  on which an employee was a b l e  
t o  r e t u r n  t o  work may a l s o  be  r e q u i r e d .  

Sec t ion  11 HOLIDAYS . . . , . . . 

A .  Holiday Schedule.  Permanent employees s h a l l  be  
g ran ted  t h e  fo l lowing  h o l i d a y s ,  and o t h e r  such days a s  t h e  Ci ty  
Council may f i x ,  wi thout  r educ t ion  i n  pay:  

Holiday Date t o  be  Observed 

1 .  New Yea r ' s  Day January 1 
2.  L i n c o l n ' s  Bir thday 2nd Monday i n  February 
3 .  Washington's Bir thday 3rd Monday i n  February 
4 .  Memorial Day Las t  Monday i n  May 
5. Independence Day J u l y  4 
6 .  Labor Day 1 s t  Monday i n  September 
7 .  Ve te ran ' s  Day November 11 
8 .  Thanksgiving Day 4 th  Thursday i n  November 
9 .  Day a f t e r  Thanksgiving 4 th  Fr iday i n  November 

10 .  Christmas Day December 25 
11. F l o a t i n g  Holiday Employee's Choice 

I n  s e l e c t i n g  t h e  F l o a t i n g  Holiday t h e  employee's choice  w i l l  
be  g ran ted  provided t h a t  p r i o r  approval  i s  given by t h e  immediate 
supe rv i so r  and provided t h e  number of employees s e l e c t i n g  a  
p a r t i c u l a r  day o f f  does n o t  p revent  a  department o r  o f f i c e  
from provid ing  e f f i c i e n t  p u b l i c  s e r v i c e .  The F l o a t i n g  Holiday 
must be  taken dur ing t h e  ca lendar  year  o r  e n t i t l e m e n t  t o  t h e  
day w i l l  be  f o r f e i t e d .  

B .  Holidays Occurring on Weekends. Any r e g u l a r  
ho l iday  which f a l l s  on a  Saturday s h a l l  be  observed on t h e  preceeding 
Friday and any r e g u l a r  ho l iday  which f a l l s  on a  Sunday s h a l l  be  
obserbed on t h e  fo l lowing  ~ o n d a ~  

C .  Uniformed Personne l .  Uniformed personnel  s h a l l  be  
gran ted  e leven (11) days vaca t ion  i n  l i e u  of t h e  above h o l i d a y s .  
Such vaca t ion  days s h a l l  be  approved i n  t h e  b e s t  i n t e r e s t s  of  t h e  
Ci ty  w i t h i n  twelve months of t h e  worked ho l iday .  

D .  Worked Holidays.  When a  permanent employee o t h e r  
than uniformed personnel  works on a  h o l i d a y ,  h e / s h e  s h a l l  be  
g ran ted  one o t h e r  day of vaca t ion  w i t h  f u l l  pay f o r  each 
ho l iday  worked. S u c h  vaca t ion  days s h a l l  be  approved i n  t h e  
b e s t  i n t e r e s t s  of t h e  C i t y .  
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Section 12. OTHER LEAVE 

A. Military Leave. Any employee who is a member of the 
Washington National Guard or a federal reserve unit shall be 
entitled to time off with pay for up to 15 calendar days each 
year while participating in officially ordered military duty. 
A copy of the employee's orders shall be placed in the employee's 
personnel file. 

B. v Leave shall be granted to permit an employee to report or jury duty. While on jury duty the employee 
shall receive full pay from the City less the amount of compensation 
received by the employee for such jury duty. 

C. Leave Without Pay. Upon approval by the Department 
Head, leave without pay may be granted for a period not to exceed 
15 working days for illness, injury, or additional vacation. 

D. Leave of Absence. Upon the request by the employee, 
the City Manager may grant a leave of absence without pay for a 
period of not less than three weeks and not more than six months. 
Approval of such leave shall be in writing and signed by the City 
Manager. No vacation or sick leave benefits or other fringe 
benefits shall be accrued while an employee is on leave of absence 
The employee's anniversary date will be adjusted by the length of 
the leave granted. Upon expiration of the leave of absence, the 
employee shall be reinstated in the position held at the time the 
leave was granted. Any employee on approved leave of absence 
may continue his/her medical insurance coverage by paying the 
full cost to the City in advance for each month of the leave of 
absence. 

E. Maternity Leave. Female employees shall be granted 
maternity leave in accordance with their sick leave benefits. 
Paid leabe will be eligible under Section 10-B paragraph 1. If 
additional time is requested, leave of absence without pay or 
fringe benefits may be granted as prescribed in paragraphs 12-C 
and 12-D. 

F. Paternity Leave. Male employees shall be granted 
paternity leave in accordance with their sick leave benefits. 
Paid leave will be eligible under Section 10-B paragraph 2. 

Section 13. MANAGEMENT RIGHTS 

In matters not covered specifically by language within this 
ordinance, the City of Kirkland Management shall have the clear 
right to make decisions in such areas, on a unilateral basis, and 
such decisions shall not be subject to the grievance procedure. 

Section 14. GIFTS AND FAVORS 

It is the policy of the City that no employee may give 
or accept gifts or favors of value in his business relationships 
with firms or persons with whom the City does business, except 
that the following shall be permitted: 
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A .  Ce r t a in  bus iness  c o u r t e s i e s ,  such a s  payment f o r  a  
modest lunch o r  d inner  i n  connect ion wi th  a  bus ines s  meet ing.  

B. Adver t i s ing  n o v e l t i e s  of no app rec i ab l e  va lue  which 
a r e  widely d i s t r i b u t e d  t o  o t h e r s  under e s s e n t i a l l y  t h e  same bus ines s  
r e l a t i o n s h i p  wi th  t h e  donor. 

Nothing i n  t h i s  s e c t i o n  s h a l l  be  cons t rued  t o  pe rmi t ,  
condone o r  a l low any a c t i v i t y  o r  p r a c t i c e  p r o h i b i t e d  by RCW 42.20 
o r  RCW 42.23 r e l a t i n g  t o  c o n f l i c t s  of i n t e r e s t ,  improper p r a c t i c e s  
and codes of e t h i c s  f o r  p u b l i c  o f f i c i a l s  and employees. 

Sec t ion  1 5 .  SEVERABILITY. 

I f  any s e c t i o n  of t h i s  ordinance s h a l l  be he ld  i n v a l i d  f o r  
any reason ,  t h e  remainder of  t h e  ordinance s h a l l  be  he ld  v a l i d  and 
w i l l  remain i n  f u l l  f o r c e  and e f f e c t .  

Sec t ion  16 .  REPEAL. 

Chapter 3 .80 of t h e  Kirkland Municipal Code, t oge the r  w i t h  
Ordinance No. 2135 a s  amended by ordinance No. 2322, t oge the r  w i th  
any o t h e r  ordinance o r  p a r t  thereof  i n c o n s i s t e n t  w i t h  t h e  p rov i s ions  
of t h i s  Ordinance a r e  each hereby r epea l ed .  

Sec t ion  1 7 .  This ordinance s h a l l  be i n  f o r c e  and t ake  
e f f e c t  f i v e  days from and a f t e r  i t s -  passage by t h e  Council and 
p u b l i c a t i o n  a s  r equ i r ed  by law. 

PASSED by t h e  C i ty  Council of  t h e  Ci ty  of Kirkland i n  r e g u l a r  
meeting on t h e  1 7 t h  day of September , 1 9 7 9 .  

s igned i n  a u t h e n t i c a t i o n  the reo f  on t h e  17 thday  of September, 
197 . 

A t t e s t :  

Mayor $!& L&% 

Di'rector df  ~Adrsl inistrat ion and Finance 
(ex  o f f iqko  c i t y  Clerk) 

Approved a s  t o  form: 

I City  /Attorney 
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