
ORDINANCE NO. 2844 

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF KIRKLAND 
RELATING TO PERSONNEL AND EMPLOYMENT PRACTICES FOR THE CITY OF 
KIRKLAND, ESTABLISHING A GENERAL PERSONNEL POLICY, AND 
REPEALING ORDINANCE NO. 2135 AS AMENDED BY ORDINANCE 2322,  
2470, AND CHAPTER 3.80 OF THE KIRKLAND MUNICIPAL CODE. 

B e  i t  o r d a i n e d  by t h e  C i t y  C o u n c i l  of t h e  C i t y  of  K i r k l a n d  
a s  f o l l o w s :  

S e c t i o n  1. T i t l e :  " P e r s o n n e l  Ord inance" .  

S e c t i o n  2.  GENERAL PROVISIONS. 

A. P u r p o s e .  The o b j e c t i v e  o f  t h e  P e r s o n n e l  Ord i -  
nance  is t o  f a c i l i t a t e  e f f i c i e n t  s e r v i c e  t o  t h e  p u b l i c  and  
p r o v i d e  a  p e r s o n n e l  management sys t em w i t h i n  t h e  C i t y  Govern- 
ment which d e a l s  w i t h  a l l  employees  of  v a r i o u s  d e p a r t m e n t s  i n  
an  e q u i t a b l e  and un i fo rm manner.  

B. A f f i r m a t i v e  A c t i o n  P o l i c y .  I t  is t h e  p o l i c y  of  
t h e  C i t y  o f  K i r k l a n d  t o  promote  and a s s u r e  e q u a l  o p p o r t u n i t y  
based  on  a b i l i t y  and f i t n e s s  t o  a l l  p e r s o n s  r e g a r d l e s s  of  race,  
r e l i g i o n ,  color ,  n a t i o n a l  o r i g i n ,  s e x ,  h a n d i c a p ,  a g e ,  m a r i t a l  
s t a t u s ,  or p o l i t i c a l  a f f i l i a t i o n .  

C. S e x u a l  Haras smen t .  The C i t y  o f  K i r k l a n d  w i l l  n o t  
condone a n y  form of  s e x u a l  h a r a s s m e n t .  S e x u a l  h a r a s s m e n t  i s  
d e f i n e d  as  d e l i b e r a t e  or r e p e a t e d  b e h a v i o r  of  a  s e x u a l  n a t u r e  - 
which  i s  unwelcome by m a l e  or f e m a l e .  I t  c a n  i n c l u d e  v e r b a l  
b e h a v i o r  s u c h  a s  unwanted s e x u a l  comments, s u g g e s t i o n s ,  jokes - 
o r  p r e s s u r e  f o r  s e x u a l  f a v o r s ;  n o n v e r b a l  b e h a v i o r  s u c h  as s u q -  
g e s t i v e  looks o r  l e e r i n g ;  and  p h y s i c a l  b e h a v i o r  s u c h  as  p a t s ,  
s q u e e z e s ,  o r  r e p e a t e d l y  b r u s h i n g  a q a i n s t  someone ' s  body. 

€sD. E x c l u s i o n .  T h i s  o r d i n a n c e  s h a l l  n o t  a p p l y  t o  
t h e  f o l l o w i n g  p e r s o n n e l :  Mayor, members of  c o u n c i l ,  members of  
commiss ions  or b o a r d s ,  v o l u n t e e r  f i r e f i g h t e r s ,  and t h e  C i t y  
A t t o r n e y .  

E.B: Scope .  I n  c a s e s  where t h i s  o r d i n a n c e  c o n f l i c t s  
w i t h  c o l l e c t i v e  b a r g a i n i n g  c o n t r a c t s  and a g r e e m e n t s  d u l y  a g r e e d  
upon between t h e  a u t h o r i z e d  employee o r g a n i z a t i o n s  or u n i o n s  
and t h e  C i t y ,  or w i t h  C i v i l  S e r v i c e  R e g u l a t i o n s ,  t h e  p r o v i s i o n s  
o f  t h e  c o n t r a c t  or r e g u l a t i o n s  s h a l l  gove rn .  

F.E= C o n f l i c t s .  N o t h i n g  i n  t h i s  o r d i n a n c e  s h a l l  b e  
c o n s t r u e d t o  c o n f l i c t  w i t h ,  o r  i n v a l i d a t e  s t a t e  or f e d e r a l  l aw 
r e l a t i n g  t o  t h e  s u b j e c t  m a t t e r  h e r e i n .  

S e c t i o n  3. DEFINITIONS. 

The f o l l o w i n g  words and p h r a s e s ,  when used  i n  t h i s  o r d i -  
n a n c e ,  s h a l l  have  t h e  meanings a s c r i b e d  t o  them below: 



A. City. C i t y  o f  K i r k l a n d .  

B. Doctor's C e r t i f i c a t e ,  A form p r o v i d e d  by t h e  
C i t y  and s i g n e d  by a  p h y s i c i a n  s t a t i n g  t h a t  t h e  employee h a s  
been  ill and is now a b l e  t o  r e t u r n  t o  work. I - 

C .  Employee. A p e r s o n  o c c u p y i n g  a  p o s i t i o n  and who 
is p a i d  a  s a l a r y  or wage by t h e  C i t y .  Employee s h a l l  n o t  - 
i n c l u d e  any p e r s o n  r e t a i n e d  by t h e  C i t y  under  a  w r i t t e n  - 
p e r s o n a l  s e r v i c e  or c o n s u l t a n t  c o n t r a c t  o r  ag reemen t .  - 

D. Immediate  Fami ly .  Wife ,  husband,  s o n ,  d a u g h t e r ,  
m o t h e r ,  f a t h e r ,  b r o t h e r ,  s i s t e r ,  and o t h e r  r e l a t i v e s  a s  
d e s i g n a t e d  by a p p r o v a l  of  t h e  c i t y  Manager.  

Ed?. -- Hol iday .  The days  d e s i g n a t e d  a s  h o l i d a y s  w i t h  
pay by t h i s  o r d i n a n c e .  

+.&. J u s t  Cause .  Cause ,  s u p p o r t e d  by e v i d e n c e  f o r  
d i s c i p l i n a r y - a c t i o n  a g a i n s t  an employee. 

GrH. L.E.O.F.F. Law Enforcement  O f f i c e r s  and F i r e -  
f i g h t e r s  ~ e T T r e m e n t  System. 

*.-I. Over t ime .  Over t ime  s h a l l  c o n s i s t  o f  any  w o r k  
per formed by-pemranemk r e g u l a r  f u l l - t i m e  employees  i n  e x c e s s  o f  
f o r t y  ( 4 0 )  h o u r s  i n  o n e  w e e k .  

-&A. PemaReRk R e g u l a r  P a r t - F u l l - t i m e  Employee. Any 
s a l a r i e d  e m i i o y e e ,  h i r ed - fo r  a n  i n d e f i n i t e  p e r i o d  of time, who 
works lesa t h a n  4 0  or more h o u r s  p e r  week o n  a  f i x e d  r e g u l a r  
s c h e d u l e  and i s  compensated and a c c r u e s  b e n e f i t s  praportrorrate 
te -&he -r+un+be~+f - i w ~ ~ s - w e ~ k e d  -per - m e ~ t h  based  o n  f u l l - t i m e  
employment. 

4.4. Pemramettk R e g u l a r  p a r t -  time Employee. Any 
s a l a r i e d  e m i i o y e e ,  h i r e d  f o r  a n  i n d e f i n i t e  p e r i o d  of  t i m e ,  who 
w o r k s  l e s s  t h a n  4 0  h o u r s  per week o n  a f i x e b  r e g u l a r  s c h e d u l e  
and is compensated and a c c r u e s  b e n e f i t s  p r o p o r t i o n a t e  t o  t h e  
number of  h o u r s  worked p e r  month. 

IZr_LI P r o b a t i o n a r y  Employee, Any employee h i r e d  f o r  a  
pesmanent r e g u l a r  p o s i t i o n  who h a s  n o t  comple t ed  t h e  
p r o b a t i o n a r y  p e r i o d .  

-brM. Temporary Employee. An employee h i r e d  f o r  a  
s p e c i f i c  puFpose o r  p r o j e c t  and f o r  a  s p e c i f i c  o r  d e f i n i t e  
p e r i o d  o f  time who i s  compensated w i t h  a n  h o u r l y  wage. 



M.N. Uniformed Employees.  Employees  h i r e d  a s  o f f i c e r s  
of t h e  cityis P o l i c e  and  F i r e  Depa r tmen t s  and  who a r e  unde r  t h e  - 
L.E.O.F.F. r e t i r e m e n t  sys t em.  

O. S e a s o n a l  Employees .  Employees h i r e d  t o  w o r k  i n  
p o s i t i o n s ~ h i c h  a r e  c y c l i c  i n  nature-begin a t  a p p r o x i m a t e l y  
t h e  same time each  yea r  and l a s t  f o r  a  minimum of t h r e e  months  
and a  maximum of n i n e  months  i n  any  c o n s e c u t i v e t w e T v e ~ m ~ ~ h  - 
p e r i o d .  

S e c t i o n  4 .  PERSONNEL ACTION. 

A. Nepot i sm P o l i c y .  F a v o r i t i s m  i n  any  p e r s o n n e l  
a c t i o n ,  i .e. r e c r u i t m e n t  o r  p romot ion ,  s h a l l  n o t  be shown t o  
r e l a t i v e s  of  p a s t  o r  p r e s e n t  employees .  Hewever-,-a-depertnrent 
may- hkire-,- t iansiei-,-  demote-,- ar- promot-e- f ami-ly member if- sai.d- 
aekiofi- is- in-*he-best- interest-d-thsC4t.r . -  H i r i n g  o r  main- - 
t a i n i n g  employment s t a t u s  of immedia te  f a m i l y  members of  - 
p r e s e n t  employees  is p r o h i b i t e d  u n l e s s  such  a c t i o n  i s  i n  t h e  - 
b e s t  i n t e r e s t  of t h e  C i t y  a s  d e t e r m i n e d  by t h e  Manager.  

B. R e c r u i t m e n t .  - A v a i l a b l e  p o s i t i o n s  s h a l l  be  pub- 
l i c i z e d  w i t h i n  C i t y  H a l l ,  i n  o n e  major  newspaper ,  and  i n  
a c c o r d a n c e  w i t h  a l l  p r e v a i l i n g  A f f i r m a t i v e  A c t i o n  g u i d e l i n e s  
r e g a r d i n g  r e c r u i t m e n t .  P u b l i c  n o t i c e  o f  a  p o s i t i o n  o p e n i n g  
s h a l l  c o n t a i n  t i t l e ,  s a l a r y ,  b r i e f  d e s c r i p t i o n ,  minimum q u a l i -  
f i c a t i o n s ,  and  t h e  c l o s i n g  d a t e  f o r  a p p l i c a t i o n s .  

C.  P roba t ion ,  N e w  employees  s h a l l  ho ld  p r o b a t i o n a r y  
s t a t u s  f o r  a  p e r i o d  o f  6 1 2  months  f rom t h e  d a t e  o f  h i r e .  
P r o b a t i o n a r y  employees  Eave 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  or t e r m i n a t e d  under  t h e  p r o v i s i o n s  of S e c t i o n  5 o f  h i s  
o r d i n a n c e  w i t h o u t  f u r t h e r  r e c o u r s e .  

D. P romot ion .  V a c a n c i e s  s h a l l  be  f i l l e d ,  i n s o f a r  a s  
is c o n s i s t e n t  w i t h  t h e  b e s t  i n t e r e s t s  of t h e  C i t y ,  f rom q u a l i -  
f i e d  employees  h o l d i n g  pegwanen* r e g u l a r  p o s i t i o n s  w i t h i n  t h e  
C i t y .  Employees who a r e  promoted s h a l l  a g a i n  h o l d  p r o b a t i o n a r y  
s t a t u s  a s  p r o v i d e d  i n  p a r a g r a p h  4-C. Those  who f a i l  t h e  pro-  
b a t i o n a r y  p e r i o d  may r eas sume  any  permanem* r e g u l a r  a p p o i n t m e n t  
h e l d  p r i o r  t o  t h e  p romot ion  i f  t h e  p o s i t i o n  i s  v a c a n t .  

E.  T r a n s f e r .  Upon recommendat ion of t h e  Depa r tmen t  
Head o r  t o  meet t h e  n e e d s  of  t h e  C i t y ,  a  t r a n s f e r  may be made. 
No p e r s o n  may be 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 h e / s h e  
d o e s  n o t  p o s s e s s  minimum q u a l i f i c a t i o n s .  A p r o b a t i o n a r y  p e r i o d  
s h a l l  be  e s t a b l i s h e d  f o r  anyone r e q u e s t i n g  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  c i r c u m v e n t  r e g u l a t i o n s  r e g a r d i n g  
p r o m o t i o n s ,  d e m o t i o n s ,  or t e r m i n a t i o n s .  

F. Demotions.  No employee s h a l l  be  demoted t o  a  
p o s i t i o n  f o r  which he / she  d o e s  n o t  p o s s e s s  minimum q u a l i f i c a -  
t i o n s .  Any employee may be demoted a )  when h i s / h e r  s t a n d a r d  o f  
pe r fo rmance  f a l l s  below an  a c c e p t a b l e  l e v e l ;  b )  when t h e  em- 
p l o y e e  becomes p h y s i c a l l y  or m e n t a l l y  i n c a p a b l e  o f  p e r f o r m i n g  
t h e  d u t i e s  of  h i s  or 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  pur -  
p o s e s ;  d )  i n  l i e u  of  l a y - o f f ;  e )  a t  t h e  e m p l o y e e ' s  r e q u e s t m  
when t h e  c l a s s i f i c a t i o n  of  t h e  p o s i t i o n  c u r r e n t l y  h e l d  -- h a s  
changed .  - 



G.  S u s p e n s i o n .  An employee may be suspended  w i t h o u t  
pay by t h e  ci ty Manager a s  s p e c i f i e d  i n  S e c t i o n  5. A u t h o r i t y  
t o  suspend  may be d e l e g a t e d  t o  t h e  Depar tment  Head a s  s p e c i f i e d  
i n  S e c t i o n  5-C. An employee m u s t  be p r o v i d e d  w i t h  w r i t t e n  
n o t i c e ,  w i t h i n  a r e a s o n a b l e  p e r i o d  o f  t i m e ,  a s  t o  t h e  r e a s o n s  
f o r  and t h e  d u r a t i o n  of  t h e  s u s p e n s i o n .  I f  a n  i n v e s t i g a t i o n  
p r o v e s  t h a t  t h e  d e c i s i o n  f o r  s u s p e n s i o n  was made i n  e r r o r  o r  
m i s u n d e r s t a n d i n g ,  t h e  employee s h a l l  be r e i n s t a t e d  and s h a l l  be  

P 
r e imbursed  f o r  s a l a r y  loss  due t o  s u s p e n s i o n .  

H.  R e s i g n a t i o n .  An employee s h a l l  g i v e  a t  l e a s t  two 
weeks w r i t t e n  n o t i c e  o f  h i s  or h e r  e f f e c t i v e  r e s i g n a t i o n  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  d i s c r e -  
t i o n  of  t h e  Depar tment  Head conce rned .  T e r m i n a t i o n  v a c a t i o n  
pay  s h a l l  be  f o r f e i t e d  i f  w r i t t e n  n o t i c e  is n o t  g i v e n  nor  
waived .  

I. R e t i r e m e n t  . Exsegb  -far -members -e6 -khe -brBrQ rP :P; 
!xtir;e~nenLs-system~-aLL -- A l l  r e g u l a r  f u l l  time permanent and 
r e g u l a r  permanent  p a r t - t i m e  employees working i n  e x c e s s  of 80 - 
h o u r s  p e r  month must b e l o n g  t o  -- e i t h e r  t h e  P u b l i c  Employees 
R e t i r e m e n t  sysiem (PERS) o r  P @ k i . s e O ~ 6 i e e ~ s - a ~ d  -p i - r e f i i gh te r s  - 
shaLL-!xkL!x-a.s.-s~L6kd%y t h e  Law Enfo rcemen t  O f f i c e r s  and  
F i r e f i g h t e r s  (L.E.O.F.F. 1 r e t i r e m e n t  s y s t e m  or any o t h e r  
s y s t e m s  - which mav t a k e e - L b s  t h e i r  p l a c e .  

J.  E x i t  I n t e r v i e w .  An e x i t  i n t e r v i e w  c h e c k l i s t  
s h a l l  be eendesked  comple t ed  by t h e  P e r s o n n e l  Depar tment  with 
f o r  a l l  employees r e s ign ing7f rom C i t y  employment. -- 

S e c t i o n  5, DISCIPLINARY ACTIONS. 

A. A u t h o r i t y  o f  t h e  C i t y  Manager.  No th ing  i n  t h i s  
s e e k i e n  o r d i n a n c e  s h a l l  be c o n s t r u e d  i n  any way a s  l i m i t i n g  t h e  
a u t h o r i t y  o f  t h e  C i t y  Manager under  RCW 35A. 13.080 t o  a p p o i n t  
and remove a t  any t i m e ,  w i t h  o r  w i t h o u t  c a u s e ,  a l l  d e p a r t m e n t  
h e a d s  and employees of  t h e  C i t y ,  e x c e p t  members of  t h e  C i t y  
C o u n c i l  and i t s  a d v i s o r y  b o a r d s ,  commiss ions ,  and t h o s e  
employees  cove red  by -- t h e  C i v i l  S e r v i c e  Commission. Whenever a  
d i s c i p l i n a r y  a c t i o n  or t e r m i n a t i o n  becomes n e c e s s a r y ,  t h e  C i t y  
Manager h a s  t h e  power t o  d i s c i p l i n e  or t e r m i n a t e ,  a n d  t h a t -  
he / she  w i l l  n o r m a l l y  d o  s o  f o r  j u s t  c a u s e .  

B.  ' J u s t  Cause .  Con t inued  employment w i t h  t h e  C i t y  
s h a l l  be c o n t i n g e n t  upon a v a i l a b i l i t y  of  f u n d s ,  f i t n e s s  of  t h e  
employee t o  pe r fo rm t h e  d u t i e s  r e q u i r e d  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  pe r fo rmance  of  t h e s e  d u t i e s .  Employees of  
t h e  C i t y  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  or t e r m i n a t i o n  
f o r  t h e  f o l l o w i n g  r e a s o n s .  and/or  any  o t h e r  j u s t  cause: 

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 d u t y .  

2 .  Menta l  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 .  M i s u s e  or a b u s e  of  p u b l i c  p r o p e r t y ,  a n y  m i s u s e  o f  
p u b l i c  f u n d s ,  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 .  D i s h o n e s t  o r  p r e j u d i c i a l  c o n d u c t ,  i n s u b o r d i n a -  
t i o n ,  or d i c o u r t e o u s  t r e a t m e n t  of  t h e  p u b l i c  or 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  o f  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 ,  ~-enyotk-Mt-*~rrg-ifrvgtosvckarr 
e x t e n t - t + m t - c o n t r o l l e d  s u b s t a n c e s  o r  a n y  o t h e r  d r u g  when 
t h e  use  t h e r e o f  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  or m e n t a l  o r  
p h y s i c a l  f i t n e s s  of  t h e  employee ,  o r  which p r e c l u d e s  t h e  
employee from p r o p e r l y  p e r f o r m i n g  h i s / h e r  f u n c t i o n  and  
d u t i e s .  

6 .  V i o l a t i o n  of  t t r i s a  C i t y  o r d i n a n c e  o r  t h e  r u l e s ,  
r e g u l a t i o n s ,  or o r d e r s  i s s u e d  by t h e  e m p l o y e e ' s  immedia te  
s u p e r v i s o r ,  d e p a r t m e n t  head ,  p e r s o n n e l  o f f i c e r ,  o r  C i t y  
Manager. 

7. Absence w i t h o u t  t h e  s u p e r v i s o r ' s  a p p r o v a l ,  u n s a t -  
i s f a c t o r y  a t t e n d a n c e  r e c o r d ,  a b u s e  of  s u c t r l e a v e  
benef its. 

8. Use o f  t h e  e m p l o y e e ' s  p o s i t i o n  f o r  h i s / h e r  pe r -  
s o n a l  p r o f i t ,  g a i n ,  o r  advancement  o t h e r  t h a n  t h e  r i g h t f u l  
compensa t ion  and b e n e f i t s  d u l y  a u t h o r i z e d .  

9. S e x u a l  Haras smen t .  - - 

C.  D i s c i p l i n a r y  P r o c e d u r e s .  Whenever an  e m p l o y e e ' s  
p e r f o r m a n c e ,  a t t i t u d e ,  work h a b i t s ,  p e r s o n a l  c o n d u c t  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  f o l l o w i n g  p r o c e d u r e  s h a l l  be 
f o l l o w e d  i n  t a k i n g  d i s c i p l i n a r y  a c t i o n .  

1. The s u p e r v i s o r  m u s t  c o u n s e l  t h e  employee con- 
c e r n i n g  t h e  problem and d i s c u s s  p o s s i b l e  s o l u t i o n s .  

2. I f  t h e  problem c o n t i n u e s  a f t e r  a  f o r m a l  coun- 
s e l i n g  s e s s i o n ,  t h e  s u p e r v i s o r  s h a l l  i n i t i a t e  a  w r i t t e n  
a d m o n i t i o n ,  a  copy  o f  which i s  p l a c e d  i n  t h e  i n d i v i d u a l ' s  
p e r s o n n e l  f i l e .  

3 .  I f  t h e  employee s t i l l  d o e s  n o t  show improvement ,  
t h e  Depa r tmen t  Head s h a l l  b r i n g  t h e  m a t t e r  t o  t h e  a t t e n t i o n  
of t h e  C i t y  Manager w i t h  a  recommendat ion f o r  s u s p e n s i o n  o r  
t e r m i n a t i o n .  

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  be  p r o v i d e d  w i t h  a  f u l l  
s t a t e m e n t ,  i n  w r i t i n g ,  o f  t h e  r e a s o n s  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 .  

E .  Name C l e a r i n g  H e a r i n g .  Any t e r m i n a t e d  employee 
b e l i e v i n g  he /she  may be e n t i t l e d  t o  a  "name c l e a r i n g  hearing: 
may i n i t i a t e  such  a  h e a r i n g  u s i n g  t h e  p r o c e d u r e s  s e t  f o r t h  i n  - 



s u b s e c t i o n s  6.C. (1) and 6.C. ( 2 )  o f  t h i s  o r d i n a n c e .  A name - 
c l e a r i n g  h e a r i n g  does  n o t  i n v o l v e  a  r e v i e w  of a p p e a l  of  t h e  
d e c i s i o n  t o  t e r m i n a t e  t h e  employee.  

-. 
S e c t i o n  6 .  GRIEVANCE PROCEDURE. - 

A. D e f i n i t i o n .  A g r i e v a n c e  means a  c l a i m  o r  d i s p u t e  
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 ,  or 
a p p l i c a t i o n  of  t h e  p r o v i s i o n s  of  t h i s  o r d i n a n c e .  

P 
B. Purpose, An employee may resor t  t o  g r i e v a n c e  

p r o c e d u r e s  h e r e i n a f t e r  se t  f o r t h  f o r  any  d e c i s i o n  or a c t i o n  
which he / she  f e e l s  may a f f e c t  h i s / h e r  employment a d v e r s e l y .  
The g r i e v a n c e  must  be f i l e d  i n  w r i t i n g  by t h e  employee t o  t h e  
employer  w i t h i n  5 working  d a y s  of  t h e  o c c u r r e n c e  of  t h e  i n c i -  - - 
d e n t  p r o d u c i n g  t h e  d i s p u t e  o r  g r i e v a n c e .  Employees who a r e  
r e p r e s e n t e d  by c o l l e c t i v e  b a r g a i n i n g  u n i t s  h a v i n g  w r i t t e n  - 
g r i e v a n c e  p r o c e d u r e s  a s  p a r t  o f  an a g r e e d  upon c o n t r a c t  a r e  n o t  
e n t i t l e d  t o  f i l e  a  g r i e v a n c e  under  t h i s  procedure,  

C .  P r o c e d u r e .  The f o l l o w i n g  g r i e v a n c e  p r o c e d u r e s  
a p p l y  u n l e s s  o t h e r  p r o c e d u r e s  a r e  p r o v i d e d  by S t a t e  Law, a s  i n  
t h e  c a s e  of  t h e  uni formed s e r v i c e s ,  u n i o n  c o n t r a c t ,  o r  any 
o t h e r  which o f f e r s  a  g r i e v a n c e  p rocedure :  

1. I f  an employee f e e l s  h e  o r  s h e  h a s  a  j u s t i f i e d  
c o m p l a i n t  o r  p rob lem,  h e  or s h e  m u s t  f i r s t  d i s c u s s  t h i s  
problem w i t h  h i s  o r  he r  i m m e d i a t e  s u p e r v i s o r .  

2 .  I f ,  w i t h i n  three  working d a y s  a f t e r  r e c e i v i n g  a n  
answer from s u c h  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 h a s  n o t  been r e s o l v e d  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  immedia te  s u p e r v i s o r  s h a l l  
s u b m i t  t o  t h e i r  Depa r tmen t  Head a  w r i t t e n  report o u t l i n i n g  
t h e  c o m p l a i n t  and t h e  c i r c u m s t a n c e s  s u r r o u n d i n g  i t .  The 
Depar tmen t  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  
r e g a r d i n g  t h e  c o m p l a i n t  w i t h i n  5 working  d a y s .  C o p i e s  of  

I 
a l l  w r i t t e n  s t a t e m e n t s  s h a l l  a t  t h i s  p o i n t  be fo rwarded  t.0 
t h e  C i t y  Manager. 

3 .  I f  t h e  employee f e e l s  t h a t  h i s  or h e r  c o m p l a i n t  
is n o t  f a i r l y  r e s o l v e d  by t h e  Depar tment  Head, h e  or s h e  
may s u b m i t ,  w i t h i n  f i v e  working  d a y s ,  a  w r i t t e n  c o m p l a i n t  
t o  t h e  C i t y  Manager. I f  t h e  g r i e v a n c e  c o n t i n u e s  t o  e x i s t ,  I 
t h e  C i t y  Manager may a g r e e  t o  a r b i t r a t i o n  by a n  o u t s i d e  
t h i r d  p a r t y  or any  o t h e r  a v a i l a b l e  method f o r  r e s o l v i n g  t h e  
e m p l o y e e ' s  g r i e v a n c e .  No p u n i t i v e  a c t i o n  s h a l l  be c a r r i e d  
o u t  a g a i n s t  t h e  employee f o r  u t i l i z i n g  t h e  g r i e v a n c e  pro-  
c e d u r e s  c o n t a i n e d  h e r e i n .  I 
S e c t i o n  7 .  CLASSIFICATION AND SALARY. I 

A. C r e a t i o n  and Main tenance  o f  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 h a l l  be p r e p a r e d  and m a i n t a i n e d  i n  
s u c h  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  r a n g e  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 i 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 e 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  
c h a n g e s  i n  t h e - d u t i e s  and r e s p o n s i b i l i t i e s  o f  any  p o s i t i o n  
w i t h i n  t h e  C i t y  s h a l l  resu l t  i n  an  e v a l u a t i o n  o f  t h e  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  o n  such  c h a n g e s .  A l l  
e x i s t i n g  p o s i t i o n s  s h o u l d  p e r i o d i c a l l y  be r ev i ewed  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 s .  

C. S a l a r y  Range. P r e p a r a t i o n  o f  t h e  c u r r e n t  r a n g e  
s h a l l  be based-upon t h e  c l 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  e v a l -  
u a t i o n  o f  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  
r a n g e  m u s t  b e  made o n  t h e  same b a s i s .  

D. Ove r t ime .  Over t ime  s h a l l  be  compensa ted  a t  a  
r a t e  of  o n e  and one -ha l f  times t h e  normal  r a t e  of pay  o r  by  
compensa to ry  t ime-o f f  i n  l i e u  o f  o v e r t i m e  pay  a t  t h e  d i s c r e t i o n  
of  t h e  employee.  A l l  o v e r t i m e  s h a l l  be a u t h o r i z e d  by t h e  
r e s p e c t i v e  Depar tment  Head i n  advance .  R e q u e s t s  f o r  o v e r t i m e  
pay  o r  compensa to ry  time o f f  m u s t  a l s o  be made i n  a d v a n c e  and  
r ema in  c o n s i s t e n t  f o r  a  p e r i o d  of  t h r e e  months .  O v e r t i m e  f o r  
un i formed p e r s o n n e l  s h a l l  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  
a g r e e m e n t s .  I f  t h e  employee r e q u e s t s  compensa to ry  time o f f ,  i t  
must  b e  t a k e n  w i t h i n  ene-y--28 d a y s  of t h e  a c c r u a l  d a t e .  
E x e c u t i v e ,  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  employees  s h a l l  n o t  
be e n t i t l e d  t o  o v e r t i m e  compensa t ion  a s  d e f i n e d  i n  WAC 
296-128-500. 

E. Pay  P e r i o d .  Employees s h a l l  be p a i d  t w i c e  e a c h  
month.  Pay c h e c k s  w i l l  b e  i s s u e d  o n  o r  a b o u t  t h e  f i r s t  and 
f i f t e e n t h  o f  each  month.  I n  t h e  e v e n t  payday f a l l s  on  a  week- 
end o r  h o l i d a y ,  employees  w i l l  be p a i d  t h e  p r e c e d i n g  day .  

S e c t i o n  8. HOURS OF WORK. 

A. G e n e r a l  P e r s o n n e l .  The normal  work week s h a l l  
c o n s i s t  o f  f i v e  c o n s e c u t i v e  d a y s  and s h a l l  a v e r a g e  4 0  h o u r s  p e r  
w e e k .  

B. Uniformed P e r s o n n e l .  S h i f t  w o r k  w i l l  be  a s s i g n e d  
dnd v a r i e d  t o  meet  t h e  needs  of t h e  C i t y .  

€;- - - F i f e  P e f s e m d - . -  - M-ft work- wi3-l- .be assiqwed- and- 
t.ei1ed- t o  m e t -  the- needs- &- ttre €1-.- - 4HP txwrS assigned- p.I'vs 
f l - o n e - ~ - ~ ~ - ~ ~ - ~ t * s h o r t - ~ f t ~ p l v s ~ o r r e e r r d - -  
me- he4.g- eating- peri& on- the -1enq- &-if+- M 3 -  -ccm%&- 
a- m n l d -  work- day.- -. 

D:C. Work B r e a k s .  A u t h o r i z e d  b r e a k s  mus t  b e  a r r a n g e d  
so a s  n o t  t o i n t e r f e r e  w i t h  C i t y  b u s i n e s s .  B u s i n e s s  s h a l l  n o t  
be i n t e r r u p t e d  s i m p l y  b e c a u s e  i t  i s  b r e a k  time. Employees  a r e  
e n t i t l e d  t o  o n e  f i f t e e n  ( 1 5 )  m i n u t e  b r e a k  i n  t h e  morning  and  
a f t e r n o o n .  Breaks  f o r  o f f i c e  employees  s h o u l d  be t a k e n  i n  
d e s i g n a t e d  a r e a s  and f i e l d  employees  s h o u l d  t a k e  t h e i r  b r e a k s  
o n  o r  n e a r  t h e  j o b  s i t e .  M i s u s e  o f  b reak  p r i v i l e g e s  s h a l l  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 .  



S e c t i o n  9. VACATION LEAVE. 

A. Approval, Upon s a t i s f a c t o r y  c o m p l e t i o n  of  s i x  I. 
( 6 )  months c o n t i n u o u s  s e r v i c e ,  a n  employee s h a l l  be e l i g i b l e  
f o r  a  p a i d  v a c a t i o n .  A l l  r e q u e s t s  f o r  v a c a t i o n  l e a v e  must  b e  
s c h e d u l e d  and approved  a t  l e a s t  5  d a y s  p r i o r  t o  t h e  r e q u e s t e d  
v a c a t i o n  time, u n l e s s  an e x c e p t i o n  is g r a n t e d  by t h e  Depar tmen t  
Head. V a c a t i o n  l e a v e  s h a l l  be g r a n t e d  by t h e  Depar tmen t  Head 
o n l y  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 .  Depa r tmen t  Heads  must  
r e c e i v e  p r i o r  a p p r o v a l  f o r  v a c a t i o n  l e a v e  from t h e  C i t y  Manager.  

B. V a c a t i o n  Schedule ,  Each pePmaReRC r e g u l a r  f u l l -  
t i m e  employee s h a l l  a c c r u e  v a c a t i o n  l e a v e  a t  a  r a t e  o f  1/12 o f  - - 
a n n u a l  v a c a t i o n  p e r  month of  s e r v i c e ,  based  o n  t h e  f o l l o w i n g  
s c h e d u l e :  

Year of  Employment - 
1st y e a r  of  employment 
2nd y e a r  of employment 
3rd  y e a r  of  employment 
4 t h  y e a r  of  employment 
5 t h  y e a r  of  employment 
6 t h  y e a r  of  employment 
7 t h  y e a r  of  employment 
8 t h  y e a r  of  employment 
9 t h  y e a r  of employment 

1 0 t h  y e a r  of  employment 
1 1 t h  y e a r  of employment 
1 2 t h  y e a r  of employment 
1 3 t h  y e a r  of  employment 
1 4 t h  y e a r  of  employment 
1 5 t h  y e a r  of  employment 
1 6 t h  y e a r  of employment 
1 7 t h  y e a r  of  employment 
1 8 t h  y e a r  of employment 
1 9 t h  y e a r  of  employment 
2 0 t h  y e a r  of  employment 

Annual V a c a t i o n  (Working Bays H o u r s )  A 

-&Q 80 d a y s  h o u r s  v a c a t i o n  
-&2 96 d a y s  h o u r s  v a c a t i o n  
- 2  96 d a y s  h o u r s  v a c a t i o n  
-&2 96 d a y s  h o u r s  v a c a t i o n  
-52 96 d a y s  h o u r s  v a c a t i o n  
-35 1 2 0  d a y s  h o u r s  v a c a t i o n  
-&5 1 2 0  d a y s  h o u r s  v a c a t i o n  
-35 1 2 0  d a y s  h o u r s  v a c a t i o n  
-&5 1 2 0  d a y s  h o u r s  v a c a t i o n  
-36 1 2 8  d a y s - h o u r s  v a c a t i o n  
-L6 1 2 8  d a y s  h o u r s  v a c a t i o n  
-&6 1 2 8  d a y s  h o u r s  v a c a t i o n  
-33 1 3 6  d a y s  h o u r s  v a c a t i o n  
-&7  136  d a y s  h o u r s  v a c a t i o n  
-&3 1 3 6  d a y s  h o u r s  v a c a t i o n  
-$a 144  d a y s - h o u r s  v a c a t i o n  
-&8 1 4 4  Bays h o u r s  v a c a t i o n  
-39 152  d a y s  h o u r s  v a c a t i o n  
-39 1 5 2  d a y s  h o u r s  v a c a t i o n  
-20 160 d a y s  h o u r s  v a c a t i o n  

C. Accumulation, U n 3 e s s - s p e e i E i e a & 3 y - a u t h e ~ . i e e d - b y  
the-eity-Manager:-vyacation l e a v e  s h a l l  n o t  be accumula t ed  f rom 
y e a r  t o  y e a r  and-5n-no-ease-sha33-aeeumu&ated-Seave-exceed-30 
d a y s .  F a i l u r e  by a n  employee t o  make u s e  o f  e a r n e d  v a c a t i o n  
l e a v e  w i t h i n  t h e  y e a r  f o l l o w i n g  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  wa ive r  and loss of  such  l e a v e  and s h a l l  n o t  form t h e  b a s i s  of  
any  s e v e r a n c e  pay  or a d d i t i o n a l  compensa t ion .  V a c a t i o n  l e a v e  
s h a l l  n o t  a c c r u e  f o r  s e r v i c e  time d u r i n q  a f r a c t i o n  o f  a  
month. The C i t y  Manager may a u t h o r i z e  a d d i t i o n a l  a c c r u a l  on .  a  
c a s e  by c a s e  b a s i s ,  b u t  i n  no c a s e  s h a l l  accumula t ed  l e a v e  
exceed  240 hours, 

D. Payment i n  L i e u  o f  V a c a t i o n  Leave .  T h e r e  s h a l l  
be  no p a y  i n  l i e u  of  unused v a c a t i o n  l e a v e ,  e x c e p t  i n  c a s e s  o f  
s e p a r a t i o n  from C i t y  employment. An employee w i t h  more t h a n  
o n e  y e a r  of employment who t e r m i n a t e s  f o r  any  r e a s o n  o t h e r  t h a n  

-8- 
P 



discharge for  cause or res ignat ion without two weeks not ice  
s h a l l  receive pay for  any vacation time earned but not taken, .  
up t o  the  date  of separat ion but not t o  exceed a  maximum of 240  
hours. 

Sect ion 1 0 .  SICK LEAVE. 

A. Accumulation. G w u t m t m t  Regular ful l- t ime em- 
ployees may be-granted s ick  leave w i t h  pay fo r  i l l n e s s  or  
in jury .  Sick leave s h a l l  be accrued a t  a  r a t e  of 8 hours for  
each calendar month of the  employee's s e rv i ce ,  but not t o  
exceed a  maximum of 324-days 2 6 0  hours. i'ermenent _Regular 
part-time employees accrue s i ck  leave a t  a  r a t e  proport ionate 
t o  the  number of hours worked per month. T h i s  sec t ion  does not 
apply t o  employees hired under L.E.O.F.F.(l). 

B. E l i g i b i l i t y .  Sick leave s h a l l  be avai lable  t o  
permanent regular employees a f t e r  they have worked for  a  m i n i -  
mum of t h i r t y  consecutive calendar days a f t e r  the most recent 
date of h i re .  Sick leave s h a l l  be granted for  the  following 
reasons: 

1. Personal i l l n e s s  or physical incapacity r e su l t i ng  
from causes beyond the  employee's con t ro l .  

2 .  Serious i l l n e s s  or  death i n  the  immediate family 
or members of employee's household. Leave s h a l i  
not exceed three  ( 3 )  davs. I n  cases where t r ave l  
dis tance is excessive, two add i t iona l  days may be 
granted by the respect ive  Department Head or  Ci ty  
Manager. 

3. Medical or dental  appointments; 

4.. Sick leave may be granted for  one day i n  order t o  
at tend the  funera l  of a  family member or other  
persons w i t h  the  approval of the  Department Head. 

e; - - Fayment- in- %ieu of- Sick- %em;- - Upen- t ~ ~ i - e t i m  
ef - emp-leyment- any- unused- s iek-  -leave- may- be- cenve-rted- en- +he 
basis- &- me- day- f ex- eaeh- tue- 443 -days- &- m t i e d -  si&- letwe 
assumu-lateQ,- te-a-marimurn- e£ - th i t t y -  4343- d a y s - ~ y -  i*- the- 
empLeyee- hag- given- t w ~ -  w&s- wiit-ten- not4ee-r- - Accu~lu&eted- d c k -  
-leave- wi-l-l- be- measured- f rm- the- &f eet ive-  dake- d- this- 
erdianee-- - Siek- -leave- taken- wi-l-l- be- f ii-st- &dw&& i+wm- -t+e 
mask- reeentay- aeeumuaaked- s iek-  4eawe~ - - Pey- in- l i eu -  &- -s4e&- 
Leave- can- d j r -  be- teceived- tercnirraCiet+ & My- 44- +we  
weeks-prior- wri t ten-  notise-  is- given- ~ 4 ~ 6 6 - f ~ i ~ - n & i ~ e - i 5  -- 
w a i v e d -  Lw- f he- B e ~ r + m e n t -  Y e a d - -  

( C l  B.- Noti f ica t ion.  A n  employee on s ick  leave 
s h a l l  no t i fy  h i s  or her immediate supervisor of the f a c t .  
Fa i lu re  t o  do s o  w i t h i n  one hour a f t e r  the  commencement of the  
normal work s h i f t  may be cause for  denial  of s ick  leave w i t h  
pay for  the  period of such absence. 

JDJ- ZX- Doctor 's  C e r t i f i c a t e .  After three  days and/ 
or a t  the  d i sc re t ion  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 required fo r  approval of s ick  leave 
w i t h  pay. Ce r t i f i c a t i on  es tab l i sh ing  the date  on w h i c h  an 
employee was able t o  re tu rn  t o  work may a l s o  be required. 



E. Accumulated sick l e a v e  w i l l  be measured  from t h e  
e f f e c t i v e - d a t e - o f  O r d i n a n c e  2470. s i ck  l e a v e  t a k e n  w i l l  be 
f i r s t  d e d u c t e d  f rom t h e  most  r e c e n t l y  accumula t ed  sick l e a v e .  - 

F. Unused S i c k  Leave P o l i c y .  Unused s ick  l e a v e  may - 

(1) T h e r e  s h a l l  be no p a y  nor  compensa tory  t i m e  o f f  
g i v e n  f o r  unused s ick  l e a v e  accumula t ed  a f t e r  t h e  
e f f e c t i v e  d a t e  of  t h i s  amendatory  o r d i n a n c e  e x c e p t  a s  - 
may be p r o v i d e d  f o r  i n  s u b s e c t i o n  ( 3 )  below f o r  c e r -  
t a i n  employees who a r e  members of  PERS I. 

I c o n  r e t i r e m e n t ,  a n y  C i t y  o f  K i r k l a n d  employee 
who is t h e n  an a c t i v e  member o f  PERS I and whose 
employment q u a l i f y i n g  f o r  membership i n  PERS I com- 
menced p r i o r  t o  Oc tobe r  1, 1977 ,  and whose " a n n u a l  
a v e r a g e  o f  t h e  g r e a t e s t  compensa t ion  e a r n a b l e  d u r i n g  
any c o n s e c u t i v e  two-year p e r i o d  of  s e r v i c e  f o r  which 
PERS I s e r v i c e  c r e d i t  i s  a l lowed"  o c c u r r e d  w h i l e  a n  
employee of  K i r k l a n d ,  may have  i n c l u d e d ,  a s  "compensa- 
t i o n  e a r n a b l e "  i n  s a i d  c a l c u l a t i o n ,  p a y  f o r  unused  
s i c k  l e a v e  accumula t ed  d u r i n g  s a i d  two y e a r s  o n  t h e  
b a s i s  of o n e  d a y ' s  pay  f o r  each two days  of  a c c r u e d  - 
unused s i c k  l e a v e  a maximum of  t w e l v e  d a y s ,  b u t  o n l y  
i f  such  r e t i r i n g  employee h a s  g i v e n  two weeks' n o t i c e  
of r e t i r e m e n t .  

S e c t i o n  11. HOLIDAYS. 

A. H o l i d a y  S c h e d u l e .  Permanent  R e q u l a r  f u l l - t i m e  
employees a r e  g r a n t e d  t h e  f o l l o w i n g  h o l i d a y s ,  and o t h e r  s u c h  
d a y s  a s  t h e  C i t y  C o u n c i l  may f i x ,  w i t h o u t  r e d u c t i o n  i n  pay: 



H o l i d a y  - 
1. N e w  Y e a r ' s  Day 
2 : -b inco fnLs -Bi r thday  
3,-WasRi~qke~~s-B&rthday 
2 .  P r e s i d e n t ' s  Day -- 

4 r  2: Memorial  Day 
5; 4, Independence  Day 
6: 5, Labor  Day 
3;  -- 6. V e t e r a n ' s  Day 
8; - 7. T h a n k s g i v i n g  Day 
9; -- 8. Day A f t e r  T h a n k s g i v i n g  

9.  H a l f  Day C h r i s t m a s  Eve - 
13; C h r i s t m a s  Day 
11. H a l f  Day N e w  Y e a r s  Eve - 

11. - 12 .  -- Two F l o a t i n g  H o l i d a y s  

D a t e  t o  be - 
J a n u a r y  1 
2nB-honday- I nzFSe?B&Fy 

3 r d  Monday i n  F e b r u a r y  
L a s t  Monday I n  May 
J u l y  4  
1st Monday i n  September  
November 11 
4 t h  Thur sday  i n  November 
4 t h  F r i d a v  i n  November 
December 54 
December 25  
December 3 1  
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  H o l i d a y  t h e  e m p l o y e e ' s  c h o i c e  w i l l  b e  
g r a n t e d  p r o v i d e d  t h a t  p r i o r  a p p r o v a l  is g i v e n  by t h e  immed ia t e  
s u p e r v i s o r  and p r o v i d e d  t h e  n'um'ber of  employees  s e l e c t i n g  a  
p a r t i c u l a r  d a y  o f f  d o e s  n o t  p r e v e n t  a  d e p a r t m e n t  or o f f i c e  f rom 
p r o v i d i n g  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  H o l i d a y  m u s t  
be  t a k e n  d u r i n g  t h e  c a l e n d a r  y e a r  or e n t i t l e m e n t  t o  t h e  d a y  
w i l l  b e  f o r f e i t e d .  N e w  employees  m u s t  be  employed a  minimum of  
s i x  (6) c o n s e c u t i v e  months  t o  be e l i g i b l e  t o  t a k e  f l o a t i g  
h o l i d a y s l  

B .  H o l i d a y s  O c c u r r i n g  o n  Weekends. Any r e g u l a r  

I 
h o l i d a y  which f a l l s  o n  a  S a t u r d a y  s h a l l  be  o b s e r v e d  o n  t h e  
p r e c e d i n g  F r i d a y  and a n y  r e g u l a r  h o l i d a y  which f a l l s  on  a  
Sunday s h a l l  be  o b s e r v e d  o n  t h e  f o l l o w i n g  Monday. H a l f  d a y  
h o l i d a y s  s h a l l  be  g r a n t e d  o n l y  o n  t h e  c a l e n d a r  day  d e s i g n a t e d  
i n  S e c t i o n  l l . A .  

hs l idaus- . -  - Guek- uecat-iwr &ys- s-4- be- epprepproved- in- ttR -xst  
i n + e r e s + s -  &- *he- C i t y -  wi4Mn- twdue-  m e n t * s -  d- the- wcmhd-  
h d i d a y -  - 

C.B: Worked H o l i d a y s .  When a  perm& r e g u l a r  
employee ZFher  t h a n  uni formed p e r s o n n e l  works o n  a  h o l i d a y ,  
he / she  w i l l  be g r a n t e d  one  o t h e r  day  o f  v a c a t i o n  w i t h  f u l l  pay  
f o r  e a c h  h o l i d a y  worked. Such v a c a t i o n  d a y s  s h a l l  be app roved  
i n  t h e  b e s t  i n t e r e s t s  o f  t h e  C i t y .  

, . 
S e c t i o n  1 2 .  OTHER LEAVE. 

A. M i l i t a r y  Leave .  Any employee who i s  a  member of  
t h e  Washington  N a t i o n a l  Guard o r  a  f e d e r a l  r e s e r v e  u n i t  s h a l l  
be  e n t i t l e d  t o  time o f f  w i t h  pay  f o r  up  t o  1 5  c a l e n d a r  d a y s  
e a c h  y e a r  w h i l e  p a r t i c i p a t i n g  i n  o f f i c i a l l y  o r d e r e d  m i l i t a r y  
d u t y .  A copy  of  t h e  e m p l o y e e ' s  o r d e r s  s h a l l  be  p l a c e d  i n  t h e  

I 
e m p l o y e e ' s  p e r s o n n e l  f i l e .  
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B. J u r y  Duty.  Leave s h a l l  be g r a n t e d  t o  p e r m i t  an 
employee t o  r e p o r t  f o r  j u r y  d u t y .  Whi le  on j u r y  d u t y  t h e  
employee s h a l l  r e c e i v e  f u l l  p a y  f rom t h e  C i t y  l e s s  t h e  amount 
of  compensa t ion  r e c e i v e d  by t h e  employee f o r  s u c h  j u r y  d u t y .  

C .  Leave Wi thou t  Pay .  Upon a p p r o v a l  by t h e  Depar t -  
ment  Head, l e a v e  w i t h o u t  pay  may be g r a n t e d  f o r  a  p e r i o d  n o t  t o  
exceed  1 5  working  d a y s  f o r  i l l n e s s ,  i n j u r y ,  o r  a d d i t i o n a l  vaca- 
t i o n .  

D. Leave o f  Absence.  Upon t h e  r e q u e s t  by t h e  
e m ~ l o v e e .  t h e  F i t v  Manaaer mav a r a n t  a  l e a v e  of  a b s e n c e  w i t h o u t  & * .  
p a y  f o r  a  p e r i o d  o f  n o t - l e s s  %ban t h r e e  weeks and n o t  more t h a n  
s i x  months.  Approval  of  s u c h  l e a v e  s h a l l  be  i n  w r i t i n g  and 
s i g n e d  by t h e  C i t y  Manager.  No v a c a t i o n  o r  s i c k  l e a v e  b e n e f i t s  
or o t h e r  f r i n q e  b e n e f i t s  s h a l l  be a c c r u e d  w h i l e  an employee is 
o n  l e a v e  o f  a b s e n c e .  The e m p l o y e e ' s  a n n i v e r s a r y  d a t e - w i i l  be 
a d j u s t e d  by t h e  l e n g t h  of  t h e  l e a v e  g r a n t e d .  Upon e x p i r a t i o n  
o f  t h e  l e a v e  of  a b s e n c e ,  t h e  employee s h a l l  be r e i n s t a t e d  i n  
t h e  p o s i t i o n  h e l d  a t  t h e  t i m e  t h e  l e a v e  was g r a n t e d .  Any 
employee o n  approved  l e a v e  of  absence  may c o n t i n u e  h i s / h e r  
m e d i c a l  i n s u r a n c e  c o v e r a g e  by p a y i n g  t h e  f u l l  cost t o  t h e  C i t y  
i n  advance  f o r  each  month o f  t h e  l e a v e  o f  a b s e n c e .  

E. M a t e r n i t y  Leave, Female employees s h a l l  be 
g r a n t e d  m a t e r n i t y  l e a v e  i n  a c c o r d a n c e  w i t h  t h e i r  s i c k  l e a v e  
b e n e f i t s .  P a i d  l e a v e  w i l l  be e l i g i b l e  under  S e c t i o n  10-B, 
P a r a g r a p h  1. I f  a d d i t i o n a l  t i m e  i s  r e q u e s t e d ,  l e a v e  o f  a b s e n c e  
w i t h o u t  pay  o r  f  i n g e  b e n e f i t s  may be g r a n t e d  a s  p r e s c r i b e d  i n  
P a r a g r a p h s  12-C and 12-D. I ' 

F. P a t e r n i t y  Leave.  Male employees s h a l l  be g r a n t e d  
~ a t e r n i t v  l e a v e  i n  a c c o r d a n c e  w i t h  t h e i r  s i ck  l e a v e  b e n e f i t s .  
P a i d  1ea;e w i l l  be e l i g i b l e  under S e c t i o n  10-B, P a r a g r a p h  2.  

S e c t i o n  1 3 .  MANAGEMENT RIGHTS. 

I n  m a t t e r s  n o t  cove red  s p e c i f i c a l l y  by l a n g u a g e  w i t h i n  
t h i s  o r d i n a n c e ,  t h e  C i t y  of  K i r k l a n d  Management s h a l l  have  t h e  
clear r i g h t  t o  make d e c i s i o n s  i n  s u c h  a r e a s ,  o n  a  u n i l a t e r a l  
b a s i s ,  and s u c h  d e c i s i o n s  s h a l l  be s u b j e c t  t o  t h e  g r i e v a n c e  
p r o c e d u r e .  

! S e c t i o n  14.  GIFTS AND FAVORS. ' ,  , 

A. I t  i s  t h e  p o l i c y  of  t h e  C i t y  t h a t  no employee may 
g i v e  o r  a c c e p t  g i f t s  o r  f a v o r s  of  v a l u e  i n  h i s  b u s i n e s s  r e l a -  
t i o n s h i p s  w i t h  f i r m s  or p e r s o n s  w i t h  whom t h e  C i t y  d o e s  b u s i -  
n e s s ,  e x c e p t  t h a t  t h e  f o l l o w i n g  s h a l l  be p e r m i t t e d :  

1. C e r t a i n  b u s i n e s s  c o u r t e s i e s ,  s u c h  a s  payment 
f o r  a -zodes t  l u n c h  or d i n n e r  t o  o t h e r s  under  e s s e n -  
t i a l l y  t h e  same b u s i n e s s  r e l a t i o n s h i p  w i t h  t h e  donor .  
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2 .  A d v e r t i s i n g n o v e l t i e s  of  no a p r e c i a b l e  
v a l u e x h i c h  a r e  w i d e l y  d i s t r i b u t e d  t o  o t  K e r s  under  
e s s e n t i a l l y  t h e  same b u s i n e s s  r e l a t i o n s h i p  w i t h  t h e  - 
donor .  

B. I t  i s  t h e  p o l i c y o f  t h e c i t y  and a  r u l e o f  p u b l i c  
employment-that n a t y  employee shall :  

1. Take or u s e  a n y c i t y  p r o p e r t y ,  money nor  t h e  
name or c r e d i t  of t h e  C i t y  f o r  h i s  own p e r s o n a l  o r  
~ r i v a t e  use  o r  b e n e f i t ,  or f o r  t h e  p e r s o n a l  o r  p r i v a t e  
use or b e n e f i t  of any  o t h e r  p e r s o n ,  where  t o  d o  so L 
would c o n s t i t u t e  a  g i f t  o f  or l e n d i n g  o f  C i t y  prop-  
e r t y ,  c r e d i t ,  or name. - 

2 .  _No C i t y  employee s h a l l  use h i s  p o s i t i o n  o r  
a u t h o f T t y  a s  _a_eublic employee t o  s e c u r e  f o r  h imsel f ,  
h i s  s p o u s e ,  c h i l d  o r  p a r e n t s ,  a n y  s p e c i a l  p r i v i l e g e  o r  - 
exempt ion, 

3 .  N o  C i t y  employee s h a l l  make any p u r c h a s e  o r  con- - 
t r a c t  f o r  s u p p l i e s ,  m a t e r i a l ,  equipment  or c o n t r a s -  
t u r a l  s e r v i c e  o t h e r  t h a n  th rough  t h e  o f f i c e  o f  t h e  - 

u r c h a s i n g  manager and i n  a c c o r d a n c e  w i t h  t h e x r -  
E h a s i n g  - r e g u l a t i o n s  of  t h e  C i t y .  Any C i t y  employee 
making such  p u r c h a s e  or c o n t r a c t  c o n t r a r y  t h e r e t o  or - 
a c c e p t i n g  f o r  d e l i v e r y  t o  t h e  C i t y ,  a n y  items pur-  - 
chased  c o n t r a r y  t h e r e t o  s h a l l  be personallypre*n- 
s i b l e  f o r  payment of  same. To t h e  e x t e n t  t h a t  thG - 
C i t y  may be  r e q u i r e d  t o  pay  f o r  same,  t h e  C i t y  s h a l l  
be  e n t i t l e d  t o  r e c o v e r  t h e  f u l l  amount of  s u c h  payment 
from such  employee, 

C .  No th ing  i n  t h i s  s e c t i o n  s h a l l  be c o n s t r u e d  t o  
p e r m i t ,  condone or a l l o w  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  4 2 . 2 3  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 employ- 
e e s .  

S e c t i o n  15 .  SEVERABILITY. 

3I-  my- s e e t i e n -  of- t h i s  ordinance- eha1-l- be- &Jd- imid 
f o r -  any- r eason,- bke- s ema inde r -  of- the- a d d n a n e e -  s h a l l -  be- haLd 
vaaid- and- d%%- remmn- in- +d%- f or-zx- attd- .eff-ece.- I f  any  
s e c t i o n ,  s u b s e c t i o n ,  o r d i n a n c ~ s e n t e n c e ,  c l a u s e ,  p h r a s e ,  par t ,  
o r  p o r t i o n  of  t h i s  o r d i n a n c e  i s  f o r  any  r e a s o n  h e l d  t o  be 
i n v a l i d  o r  u n c o n s t i t u t i o n a l  by any  c o u r t  o f  compe ten t  
j u r i s d i c t i o n ,  s u c h  d e c i s i o n  s h a l l  n o t  a f f e c t  t h e  v a l i d i t y  o f  
t h e  r ema in ing  p o r t i o n s  of  t h i s  o r d i n a n c e .  The  C i t y  C o u n c i l  -- 
d e c l a r e s  t h a t  i t  would have adop ted  t h i s  p a r t  o r  p o r t i o n  - 
t h e r e o f ,  i r r e s p e c t i v e  of  t h e  f a c t  t h a t  any  o n e  o r  more 
s e c t i o n s ,  s u b s e c t i o n s ,  s e n t e n c e s ,  c l a u s e s ,  p h r a s e s ,  p a r t s  or - 
p o r t i o n s  be d e c l a r e d  i n v a l i d  o r  u n c o n s t i t u t i o n a l .  -- 



S e c t i o n  16.  REPEAL. - 
C h a p t e r  3.80 o f  t h e  K i r k l a n d  M u n i c i p a l  Code, t o g e t h e r  

w i t h  O r d i n a n c e  No. 2135 a s  amended by O r d i n a n c e  No. 2322,  
t o g e t h e r  w i t h  any  o t h e r  o r d i n a n c e  o r  p a r t  t h e r e o f  i n c o n s i s t e n t  
w i t h  t h e  p r o v i s i o n s  of t h i s  o r d i n a n c e  a r e  e a c h  h e r e b y  r e p e a l e d .  P 

S e c t i o n  17 .  T h i s  o r d i n a n c e  s h a l l  be i n  f o r c e  and take 
e f f e c t  f i v e  d a y s  from and a f t e r  i ts  p a s s a g e  by t h e  K i r k l a n d  
C i t y  C o u n c i l  and p o s t i n g  or p u b l i c a t i o n ,  a s  r e q u i r e d  by l aw.  

PASSED by m a j o r i t y  v o t e  of  t h e  K i r k l a n d  C i t y  C o u n c i l  i n  
r e g u l a r ,  open  m e e t i n g  t h i s  1 7 t h  d a y  o f  necemher  I 

1984 .  

(ex o f f  i c i o / ~ i t $  C l e r k )  
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I hereby c e r t i f y  under  p e n a l t y  o f  p e r j u r y  t h a t  t h e  f o r e g o i n g  o r d i n a n c e  
was pos ted  on t h e  1 9 t h  day o f  D e c e m b e r  , 1 9 5  i n  accordance w i t h  t h e  
p r o v i s i o n s  o f  RCW 35.A.12.160 and C i t y  o f  K i r k l a n d  Ord inance No. 2600. 


