
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 2 3 2 2 , 
2470, AND CHAPTER 3 . 8 0 OF THE KIRKLAND MUNICIPAL CODE. 

Be i t o r d a i n e d by t h e C i t y Council of t h e C i t y of K i r k l a n d 
as follows: 

S e c t i o n 1. T i t l e : " P e r s o n n e l O r d i n a n c e " . 

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

A. Purpose. The o b j e c t i v e o f t h e P e r s o n n e l Ordi- 
nance is to f a c i l i t a t e e f f i c i e n t service t o the public and 
provide a personnel management system w i t h i n t h e C i t y Govern- 
ment which d e a l s with a l l employees of various departments i n 
an e q u i t a b l e and uniform 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 of Kirkland to promote and a s s u r e equal opportunity 
based on a b i l i t y and f i t n e s s to a l l persons regardless of race, 
religion, color, national origin, sex, handicap, age, marital 
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 Harassment. The C i t y o f K i r k l a n d w i l l n o t 
condone any form of sexual harassment. Sexual harassment is 

- d e f i n e d a s 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 o f a s e x u a l n a t u r e 
which i s unwelcome by male or female. I t c a n i n c l u d e v e r b a l 

- behavior such a s unwanted sexual comments, suggestions, jokes 
or pressure f o r sexual favors; nonverbal behavior such as suq- 
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 behavior such as p a t s , 
squeezes, o r r e p e a t e d l y brushing a q a i n s t someone’s body. 

sD. E x c l u s i o n . T h i s ordinance 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 personnel: Mayor, members of c o u n c i l , members of 
commissions 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 
Attorney. 

E.B: S c o p e . 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 
with c o l l e c t i v e bargaining c o n t r a c t s and agreements duly agreed 
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 with C i v i l S e r v i c e Regulations, t h e provisions 
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 govern. 

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 with, 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 law 
relating to the subject matter herein. 

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 - 
nance, 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 provided 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 
b e e n i l l and i s now a b l e t o r e t u r n t o work. 

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 a n d who 
i s 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 
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D. Immediate F a m i l y . Wife, husband, s o n , d a u g h t e r , 
mother, f a t h e r , brother, sister, and other r e l a t i v e s a s 
d e s i g n a t e d by approval of t h e c i t y Manager. 

I - 

Ed - ? - . H o l i d a y . The d a y s 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 ordinance. 

+.&. 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 
disciplinary-action against an employee. 

GrH. L.E.O.F.F. Law E n f o r c e m e n t 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 tSystem. 

*.-I. O v e r t i m e . O v e r t i m e s h a l l c o n s i s t o f a n y w o r k 
performed 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 
forty (40) hours i n one week. 

-&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 e d - f o 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-peedr - m e ~ t hb a s e d 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 40 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 accrues benefits proportionate to t h e 
number of hours worked per 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 c o m p l e t e d t h e 
probationary period. 

-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 for 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 city - is P o l i c e a n d F i r e D e p a r t m e n t s a n d who a r e u n d e r t h e 
L.E.O.F.F. r e t i r e m e n t system. 

O. S e a s o n a l E m p l o y e e s . 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 ha r e c y c l i c i n nature-begin a t approximately 
t h e same time each year 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 m o n t h s i n a n y c o n s e c u t i v e t w e T v e ~ m - ~ ~ h 
period. 

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

A. Nepotism 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 promotion, 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 i a n s i e i - , - demote-,- ar- promot-e- f ami-ly member if- sai.d- 
a e k i o f i - i s - i n - * h e - b e s t - i n t e r e s t - d - t h s C 4 t . r . - H i r i n g o r mai - n- 
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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 b e pub- 
l i c i z e d within City Hall, i n one major newspaper, and i n 
accordance with a l l prevailing Affirmative Action guidelines 
regarding recruitment. Public notice of a position opening 
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 the closing d a t e for applications. 

C. Probation, New employees s h a l l hold probationary 
s t a t u s f o r a period of 6 1 2 months from the d a t e of h i r e . 
P r o b a t i o n a r y e m p l o y e e s E a v e n o v e s t e d s t a t u s and may b e d i s c i - 
p l i n e d or terminated under t h e p r o v i s i o n s of S e c t i o n 5 of h i s 
ordinance without further recourse. 

D. Promotion. Vacancies 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 with 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 quali- 
f i e d e m p l o y e e s 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. T h o s e who f a i l t h e p r o - 
b a t i o n a r y p e r i o d may r e a s s u m e a n y permanem* r e g u l a r a p p o i n t m e n t 
held prior t o the promotion i f the position is vacant. 

E. T r a n s f e r . Upon recommendation of t h e Department 
Head o r t o meet t h e n e e d s o f t h e C i t y , a t r a n s f e r may b e made. 
No p e r s o n 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 w h i c h 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 established f o r anyone requesting a t r a n s f e r . A 
t r a n s f e r s h a l l not be used t o circumvent r e g u l a t i o n s regarding 
promotions, demotions, or t e r m i n a t i o n s . 

F. D e m o t i o n s . 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/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 
performance 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- 
ployee 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 of performing 
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- 
poses; d) i n l i e u of lay-off; e ) a t t h e employee’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 o f 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 
- c h a n g e d .



G. S u s p e n s i o n . An employee may be s u s p e n d e d w i t h o u t 
pay by t h e city 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 s u s p e n d may be d e l e g a t e d t o t h e D e p a r t m e n t 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 
notice, within a reasonable period of time, a s t o the reasons 
f o r and t h e duration of t h e suspension. I f an 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 
misunderstanding, 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 
reimbursed f o r s a l a r y loss due to suspension. 

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 b e w a i v e d a t t h e 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 
pay s h a l l be forfeited i f written notice is not given nor 
waived. 

. I. R e t i r e m e n t E x s e g b -far -members -e6 -khe -brBrQrP :P; 
!xtir;e~nenLs-system~-aL - A L - l l r e g u l a r f u l l time permanent and 

- 
- 
hr 
eoguur 

sl 
apr 

epr 
emr moannthe nmt 

upsat 
r tb-etliomneg 

teom 
p 
- e - 
liotyheee sr 

twhoer 
kPi nugb 

liinc Ee 
xmcpelsosy 

eoefs 
80 

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-~p id- r e f i i g h t e r s 
shaLL-!xkL!x-a.s.-s~L6kd%y t h e Law E n f o r c e m e n t O f f i c e r s a n d 
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 completed by t h e P e r s o n n e l Department with 

- f - o r a l l e m p l o y e e s r e s i g n i n g 7 f r o m 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. N o t h i n g 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 u n d e r RCW 35A. 13.080 t o a p p o i n t 
and remove a t any time, with o r without cause, a l l department 
heads and employees of t h e C i t y , except members of t h e C i t y 
Council and its advisory boards, commissions, and those 
e m p l o y e e s c o v e r e d 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 necessary, 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 , and t h a t - 
he/she w i l l normally do s o for j u s t cause. 

B. ’ J u s t Cause. Continued employment with t h e C i t y 
s h a l l be contingent 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 the d u t i e s required of the position, 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 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. I n c o m p e t e n c y , 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 physical unfitness to perform’ t h e 
d u t i e s of t h e p o s i t i o n held by t h e employee. 

P



3 . Misuse or abuse of p u b l i c p r o p e r t y , any misuse of 
public funds, or falsifying reports or records. 

4. Dishonest or prejudicial conduct, insubordina- 
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 use of i n t o x i c a t i n g l i q u o r , 
narcotics, ~-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 any o t h e r d r u g when 
t h e use thereof i n t e r f e r e s with t h e e f f i c i e n c y or mental o r 
physical f i t n e s s of the employee, o r which precludes the 
employee from properly performing his/her function and 
duties. 

6. Violation of t t r i s a City ordinance 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 employee’s immediate 
supervisor, department head, personnel officer, o r City 
Manager. 

7. Absence without t h e s u p e r v i s o r ’ s approval, unsat- 
isfactory attendance record, abuse of s u c t r l e a v e 
benef its. 

8. Use of t h e employee’s p o s i t i o n f o r his/her per- 
sonal p r o f i t , gain, or advancement other than t h e r i g h t f u l 
compensation and b e n e f i t s duly authorized. 

- 9. S e x u a l H a r a s s m e n t - . 

C. D i s c i p l i n a r y Procedures. Whenever an employee’s 
performance, a t t i t u d e , work h a b i t s , p e r s o n a 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 following procedure s h a l l be 
followed i n taking disciplinary action. 

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 e m p l o y e e con- 
cerning t h e problem and discuss possible 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 formal coun- 
seling session, the supervisor shall initiate a written 
admonition, a copy of which is placed i n t h e i n d i v i d u a l ’ s 
personnel file. 

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 bring 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 recommendation f o r suspension o r 
termination. 

D. N o t i f i c a t i o n t o t h e Employee. E m p l o y e e s who a r e 
subject t o disciplinary a c t i o n s h a l l be provided with a f u l l 
statement, i n writing, of the reasons f o r such action, nature 
of t h e a c t i o n , and t h e e f f e c t i v e date. 

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 e m p l o y e e 
b e l i e v i n g h e / s h e may b e 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 s u c h 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) a n d 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 hearing does not involve a review of appeal of t h e 
decision to terminate 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 grievance 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 
application of the provisions of t h i s ordinance. 

B. Purpose, An employee may r e s o r t t o g r i e v a n c e 
procedures hereinafter set f o r t h f o r any decision or a c t i o n 
which h e / s h e 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 
e m - p l o - y e r w i t h i n 5 w o r k i n g d a y s o f t h e o c c u r r e n c e o f 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 procedures a s p a r t of an agreed 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 grievance under t h i s procedure, 

C. Procedure. The following grievance procedures 
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 provided by S t a t e Law, a s i n 
t h e case of the uniformed services, union contract, o r any 
other which o f f e r s a grievance procedure: 

1. I f a n 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 
complaint or problem, he or she m u s t f i r s t discuss t h i s 
problem with h i s or her immediate supervisor. 

2. I f , within three working days a f t e r receiving an 
answer from such supervisor, t h e employee believes t h a t h i s 
o r her problem has not been resolved to h i s o r her s a t i s - 
f a c t i o n , t h e employee and t h e immediate supervisor s h a l l 
submit t o t h e i r Department Head a w r i t t e n report o u t l i n i n g 
the complaint and t h e circumstances surrounding it. 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 
regarding the complaint within 5 working days. Copies of 
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 forwarded 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 her complaint 
is n o t f a i r l y resolved by t h e Department Head, he or she 
may s u b m i t , w i t h i n f i v e w o r k i n g 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 grievance continues t o e x i s t , 
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 against t h e employee f o r u t i l i z i n g the grievance pro- 
cedures contained herein. 

S e c t i o n 7 . CLASSIFICATION AND SALARY. 

A. C r e a t i o n 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 h a l l be prepared and maintained 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 r a n g e r e f l e c t 
current 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 positions within t h e 
City. 
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B. Reelassif 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 the-duties and r e s p o n s i b i l i t i e s of any p o s i t i o n 
within the City s h a l l result i n an evaluation of the position 
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 should 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 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 eval- 
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 c h a n g e i n s a l a r y 
r a n g e m u s t be made o n t h e same b a s i s . 

D. Overtime. Overtime s h a l l be compensated a t a 
r a t e of o n e 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 overtime pay a t the discretion 
of t h e employee. A l l overtime s h a l l be authorized by t h e 
r e s p e c t i v e Department Head i n advance. Requests f o r overtime 
pay o r compensatory time o f f m u s t a l s o be made i n advance and 
remain consistent f o r a period of three months. Overtime f o r 
uniformed personnel s h a l l be referred to current contract 
agreements. I f t h e employee r e q u e s t s compensatory time o f f , i t 
must be t a k e n w i t h i n ene-y--28 days of t h e accrual d a t e . 
Executive, administrative, and professional employees s h a l l not 
b e e n t i t l e d t o o v e r t i m e c o m p e n s a t i o n a s d e f i n e d i n WAC 
296-128-500. 

E. P a y 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 checks w i l l be issued on o r about 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 holiday, employees w i l l be paid t h e preceding 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 of f i v e consecutive days and s h a l l average 40 hours per 
week. 

B. Uniformed P e r s o n n e l . S h i f t work 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 
fl-one-~-~~-~~-~t*short-~ft~plvs~orreerrd 
m e - he4.g- eating- peri& on- t h e -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 m u s t b e a r r a n g e d 
so a s not t o i n t e r f e r e w i t h C i t y business. Business s h a l l n o t 
be i n t e r r u p t e d simply because i t i s break time. 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 
afternoon. Breaks f o r o f f i c e employees should be taken i n 
designated areas and f i e l d employees should t a k e t h e i r breaks 
o n o r near t h e job s i t e . Misuse of break p r i v i l e g e s s h a l l be 
subject to disciplinary action.



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 
(6) months continuous serv ice, an employee s h a l l be e l i g i b l e 
f o r a paid vacation. A l l requests f o r vacation leave must be 
scheduled and approved a t l e a s t 5 days prior t o t h e requested 
vacation time, unless an exception is granted by t h e Department 
Head. Vacation l e a v e s h a l l be g r a n t e d by t h e Department Head 
only i n t h e best i n t e r e s t s of t h e City. Department Heads must 
receive prior approval f o r vacation leave from the C i t y Manager. 

B. V a c a t i o n S c h e d u l e , Each pePmaReRC r e g u l a r f u l l - 
t i m e em - plo - yee 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 
annual vacation per month of s e r v i c e , based on t h e following 
schedule: 

- Year o f Employment 

1st year of employment 
2nd year of employment 
3rd year of employment 
4 t h year of employment 
5th year of employment 
6 t h year of employment 
7th year of employment 
8 t h year of employment 
9th year of employment 
1 0 t h year of employment 
11th year of employment 
1 2 t h y e a r of employment 
13th year of employment 
1 4 t h year of employment 
1 5 t h year of employment 
1 6 t h year of employment 
1 7 t h year of employment 
1 8 t h year of employment 
19th year of employment 
20th year of employment 

Annual Vacation (Working Bays Hours) 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 hours 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 hours vacation 
-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 
-35 120 days hours vacation 
-&5 1 2 0 d a y s h o u r s v a c a t i o n 
-36 128 days-hours 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 
-&6 128 days hours vacation 
-33 136 days hours vacation 
-&7 136 days hours vacation 
-&3 136 days hours vacation 
-$a 144 days-hours vacation 
-&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 
-39 152 days hours vacation 
-20 160 days hours v a c a t i o n 

C. Accumulation, Un3ess-speeiEiea&3y-authe~.ieed-by 
the-eity-Manager:-vyacation l e a v e s h a l l n o t be a c c u m u l a t e d from 
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 of e a r n e d v a c a t i o n 
leave within the year following of its accrual s h a l l c o n s t i t u t e 
a waiver and loss of such leave and s h a l l not 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 compensation. 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 of 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 o n . 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 accumulated 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 pay i n l i e u of unused vacation leave, except i n cases of 
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 
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d i s c h a r g e f o r cause or r e s i g n a t i o n without two weeks n o t i c e 
s h a l l receive pay f o r any vacation time earned but not t a k e n , . 
up t o t h e d a t e of s e p a r a t i o n but not t o exceed a maximum of 2 4 0 
hours. 

Section 10. SICK LEAVE. 

A. Accumulation. G w u t m t m t Regular f u l l - t i m e em- 
ployees may be-granted s i c k l e a v e w i t h pay f o r i l l n e s s o r 
i n j u r y . Sick l e a v e s h a l l be accrued a t a r a t e of 8 hours f o r 
each calendar month of t h e employee’s s e r v i c e , but not t o 
exceed a maximum of 324-days 2 6 0 hours. i’ermenent _Regular 
part-time employees accrue s i c k leave a t a r a t e proportionate 
t o t h e number of hours worked per month. T h i s s e c t i o n 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 l e a v e s h a l l be a v a i l a b l e t o 
permanent r e g u l a r employees a f t e r they have worked f o r a m i n i - 
mum of t h i r t y consecutive calendar days a f t e r t h e most r e c e n t 
d a t e of h i r e . Sick l e a v e s h a l l be granted f o r t h e following 
reasons: 

1. Personal i l l n e s s or physical 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 employee’s c o n t r o 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 t h r e e ( 3 ) davs. I n cases where t r a v e l 
d i s t a n c e i s e x c e s s i v e , two a d d i t i o n a l days may be 
granted by t h e r e s p e c t i v e Department Head o r C i t y 
Manager. 

3. Medical or dental appointments; 

4.. Sick l e a v e may be granted f o r one 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 family member or o t h e r 
persons w i t h t h e approval of t h e Department Head. 

e; - - Fayment- in- %ieu of- Sick- % e m ; - - Upen- t ~ ~ i - e t i m 
ef - emp-leyment- any- unused- s i e k - -leave- may- be- cenve-rted- en- +he 
b a s i s - &- me- day- f ex- eaeh- t u e - 443-days- &- m t i e d - si&- letwe 
assumu-lateQ,- te-a-marimurn- e - t h 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 e e t i v e - dake- d- this- 
erdianee-- - Siek- -leave- taken- wi-l-l- be- f ii-st- &dw&& i+wm- -t+e 
mask- reeentay- aeeumuaaked- s i e k - 4 e a w e ~ - - Pey- in- l i e u - &- -s4e&- 
Leave- can- d j r - be- teceived- tercnirraCiet+ & My- 44- + w e 

- w - eeks-prior- w r i t t e n - n o t i s e - 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.- N o t i f i c a t i o n . A n employee on s i c k l e a v e 
s h a l l n o t i f y h i s or her immediate supervisor of the f a c t . 
F a i l u r e t o do s o w i t h i n one hour a f t e r t h e commencement of t h e 
normal work s h i f t may be cause f o r d e n i a l of s i c k l e a v e w i t h 
pay f o r t h e period of such absence. 

JDJ- ZX- D o c t o r ’ s C e r t i f i c a t e . After t h r e e 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 e a v e 
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 w h i c h 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 .



E. Accumulated sick l e a v e w i l l be measured from t h e 
effective-date-of Ordinance 2470. sick l e a v e taken w i l l be 

- f i r s t deducted from the most recently accumulated sick leave. 

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

(1) T h e r e s h a l l be no p a y n o r c o m p e n s a t o r y t i m e o f f 
given f o r unused sick leave accumulated a f t e r t h e 

- e f f e c t i v e d a t e o f t h i s a m e n d a t o r y 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 e m p l o y e e s who a r e members o f PERS I. 

I c o n retirement, any C i t y of Kirkland employee 
who i s t h e n a n a c t i v e member o f PERS I a n d 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 October 1, 1977, and whose " a n n u a l 
average of the greatest compensation earnable during 
any consecutive two-year period 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 l o w e d " o c c u r r e d w h i l e a n 
employee o f K i r k l a n d , may h a v e i n c l u d e d , a s "compensa- 
t i o n earnable" i n s a i d calculation, pay f o r unused 
s i c k l e a v e a c c u m u l a t e d d u r i n g s a i d two y e a r s o n t h e 
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i f s u c h r e t i r i n g e m p l o y e e 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. Holiday Schedule. Permanent Reqular f u l l - t i m e 
employees a r e granted t h e following holidays, and o t h e r such 
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:



I 

- H o l i d a y - D a t e t o be 

1. N e w Y e a r ’ s Day January 1 
2:-bincofnLs-Birthday 2nB-honday- I nzFSe?B&Fy 
3,-WasRi~qke~~s-B&rthday 

4 r :2 
- 2 - . PMreemsoi 

rdiealn 
tD’ sayDay 3 r d Monday i n F e b r u a r y 

L a s t Monday I n May 
5; 4, I n d e p e n d e n c e Day July 4 
6: 5, L a b o r Day 1st Monday i n September 
3 ; - 6 - . V e t e r a n ’ s Day November 11 
8; - 7. T h a n k s g i v i n g Day 4 t h Thursday i n November 
9; - 8 - . Day A f t e r T h a n k s g i v i n g 4 t h F r i d a v i n November 

9. H a l f Day C h r i s t m a s E v - e December 54 
13; C h r i s t m a s Day December 25 
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I n selecting the Floating Holiday the employee’s choice w i l l be 
g r a n t e d provided t h a t p r i o r approval is g i v e n by t h e immediate 
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 o f e m p l o y e e s 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 not prevent a department or o f f i c e from 
providing e f f i c i e n t public service. The Floating Holiday must 
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) consecutive months t o be e l i g i b l e to take f l o a t i g 
holidaysl 

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 
holiday which f a l l s on a Saturday s h a l l be observed on t h e 
preceding Friday and any regular holiday 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. Half d a y 
holidays s h a l l be granted only on t h e calendar day designated 
i n Section ll.A. 

I 

h s l i d a u s - . - - Guek- uecat-iwr &ys- s-4- be- epprepproved- in- ttR - x s t 
i n + e r e s + s - &- *he- C i t y - wi4Mn- t w d u e - m e n t * s - d- the- w c m h d - 
hdiday- - 

C.B: Worked H o l i d a y s . When a perm& r e g u l a r 
employee ZFher than uniformed personnel works on a holiday, 
he/she w i l l be granted one o t h e r day of v a c a t i o n w i t h f u l l pay 
f o r each holiday worked. Such vacation days s h a l l be approved 
i n t h e best i n t e r e s t s of the City. 

, . 
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 National Guard or a f e d e r a l reserve 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 days 
each year while participating i n o f f i c i a l l y ordered military 
duty. A copy of the employee’s orders s h a l l be placed i n t h e 
employee’s personnel f i l e . 

-11-



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 . W h i l e 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 pay from t h e C i t y l e s s t h e amount 
of compensation received by t h e employee f o r such j u r y duty. 

C. Leave W i t h o u t P a y . Upon a p p r o v a l by t h e D e p a r t - 
m e n t Head, l e a v e w i t h o u t p a y 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 15 working days f o r i l l n e s s , i n j u r y , o r additional vaca- 
t ion. 

D. Leave o f Absence. Upon t h e r e q u e s t by t h e 
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s i x months. Approval of such leave 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 
on leave of absence. The employee’s anniversary 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 o f 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 
of the leave of absence, 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 a p p r o v e d l e a v e o f a b s e n c e 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 coverage by paying 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 of t h e l e a v e of absence. 

E. M a t e r n i t y Leave, Female employees s h a l l be 
granted maternity leave i n accordance with t h e i r s i c k leave 
benefits. Paid l e a v e w i l l be e l i g i b l e under Section 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 p a y 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. 

F. P a t e r n i t y Leave. Male employees s h a l l be granted 
~ a t e r n i t vl 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 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 covered 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 Kirkland 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 such a r e a s , o n a u n i l a t e r a l 
b a s i s , and such decisions s h a l l be subject t o t h e grievance 
procedure. 

S e c t i o n 1 4 . GIFTS AND FAVORS. ’ , , 

A. I t i s t h e p o l i c y o f t h e C i t y t h a t no e m p l o y e e may 
give or accept g i f t s or favors of value i n h i s business rela- 
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 - 
ness, except t h a t t h e following s h a l l be permitted: 

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-zodest lunch or dinner to o t h e r s under essen- 
t i a l l y t h e same business r e l a t i o n s h i p with t h e donor. 
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K 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 
valuexhich a r e widely distributed to o t 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 n o r t h e 
or name 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 eu s e 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 a n y o t h e r p e r s o n , w h e r e t o L d o so 
would c o n s t i t u t e a g i f t of 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 
authofTty a s _a_eublic employee t o secure for himself, 

- 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 a n y 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 t h r o u g h t h e o f f i c e o f t h e 
urchasing manager and i n accordance with t h e x r - 
- E h a s i n g r e g u l a t i o n s o f t h e C i t y . Any C i t y e m p l o y e e 
making s u c h 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 o - r 

- 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 p u r - 
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 o f same. To t h e e x t e n t t h a t thG 
C i t y may b e r e q u i r e d t o p a y f o r s a m e , t h e C i t y s h a l l 
be e n t i t l e d t o recover t h e f u l l amount of such payment 
from such employee, 

C. Nothing i n t h i s s e c t i o n s h a l l be construed 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 4 2 . 2 0 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 o f i n t e r e s t , i m p r o p e r 
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- 
ees. 

S e c t i o n 1 5 . SEVERABILITY. 

3 I - 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 e m a i n d e r - of- the- a d d n a n e e - s h a l l - be- haLd 
vaaid- and- d%% r - emmn- in- +d% f or - -zx- attd- .eff-ece.- I f a n y 
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 , p a r t , 
o r portion of t h i s ordinance is f o r any reason held 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 of competent 
jurisdiction, such decision s h a l l not affect the validity of 
t h e r e m a i n i n g p o r t i o n s o f t h i s o r d i n a n c e . T h e 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 h a v e a d o p t e d t h i s p a r t o r p o r t i o n 
thereof, 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 one o r more 
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- S e c t i o n 16. REPEAL. 

Chapter 3.80 of t h e Kirkland Municipal 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. 2 3 2 2 , 
together with any other ordinance o r part thereof inconsistent 
with t h e provisions of t h i s ordinance a r e each hereby repealed. 

S e c t i o n 17. T h i s ordinance 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 days from and a f t e r its passage by t h e Kirkland 
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 law. 

PASSED by m a j o r i t y v o t e o f t h e K i r k l a n d C i t y C o u n c i l i n 
regular, open meeting t h i s 1 7 t h day of necemher 
1984. 

I 

P 

(ex off i c i o / ~ i t $Clerk) 

/PF+@fVEDAS TO FORM: 

City Attorney 

CERTIFICATION OF POSTING 

I hereby c e r t i f y under penalty o f perjury that the foregoing ordinance 
was p o s t e d 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 Ordinance No. 2600.


