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General Purpose:
These policies are enacted by the Town of Wilbur to further the following goals:

a. To provide a uniform system of personnel administration throughout the Town service.

b. To ensure that recruitment, selection, placement, promotion, retention, and separation of
Town employees are based upon employees’ qualifications and fitness and are in
compliance with federal and state laws.

c. To assist managers in the development of sound management practices and procedures,
and to make effective consistent use of human resources throughout the Town.

d. To promote communication between directors, managers, supervisors, and employees.

e. To ensure, protect, and clarify the rights and responsibilities of employees.

These personnel rules shall apply to all Town employees except elected officials and
independent contractors. In the event of conflict between these rules and any collective
bargaining agreement, personnel services contract, Town ordinance, state or federal law, the
terms and conditions of that contract, rule or law shall prevail. In all other cases, these rules
shall apply.

In the event of the amendment of any ordinance, rule or law incorporated in this document or
upon which these provisions rely, these rules shall be deemed amended in conformance with
those changes.

THE TOWN SPECIFICALLY RESERVES THE RIGHT TO REPEAL, MODIFY OR AMEND THESE
POLICIES AT ANY TIME BY RESOLUTION. NONE OF THESE PROVISIONS SHALL BE DEEMED
TO CREATE A VESTED CONTRACTUAL RIGHT IN ANY EMPLOYEE NOR TO LIMIT THE POWER
OF THE MAYOR OR TOWN COUNCIL TO REPEAL OR MODIFY THESE RULES. THE POLICIES
ARE NOT TO BE INTERPRETED AS PROMISES OF SPECIFIC TREATMENT.
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Definitions
Types of Employees:

Full Time Employee: an employee who is hired to work a predetermined schedule of at least

40 hours per work week.

Part Time Employee: an employee who is hired to regularly work fewer hours than a full-time

employee.

Temporary Employee: an employee who is hired for a position for a limited period of time,

generally not to exceed six (6) months, unless an extension is approved by the Mayor. Such
employees receive no benefits unless authorized by the Mayor.

Exempt Employee: an employee who holds an administrative, professional, or executive
position which is defined as exempt under the wage/hour laws of the Fair Labor Standards Act.

Non-Exempt Employee: an employee who is not employed in an exempt administrative,
professional, or executive position as defined under the Fair Labor Standards Act.

Regular Employee: an employee who has successfully completed his or her initial trial

employment period.

Seniority: Seniority of an employee is defined as the length of time the employee has held a
specific position, from the date of appointment to the position.

Seasonal Employee: an employee who is hired for a position where the work to be performed

occurs each year during approximately the same calendar months or seasons but does not
extend to the full calendar year.

General Policies and Practices

Equal Employment Opportunity

[t is the policy of the Town to treat all applicants and employees equally and without regard to
race, religion, creed, color, national origin, sex, age, handicap, marital or veteran status or any
other basis prohibited by local, state, or federal law. It is also the policy of the Town to foster
and maintain a harmonious nondiscriminatory working environment for all employees.
Toward this end, the Town will not tolerate racial, ethnic, religious, or sexual slurs or
comments demeaning national origin or the handicapped, by any employee to or about any
employee or applicant. Violations of this policy will be cause for disciplinary action, including
written warnings, suspension, and termination.

Any employee who feels he or she has been the victim of discriminatory treatment in violation
of this policy should bring this concern to his/her Department Head. In the event that the
concern relates to his or her Department Head, the employee should bring the concern to the
Mayor. In the event that the concern relates to the Mayor, the employee should bring the
concern to a Councilmember. All departments shall adhere to the following guidelines:

Employment Practices
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All activities relating to employment such as recruitment, selection, promotion, termination,
and training shall be conducted in a nondiscriminatory manner. Personnel decisions shall be
based on individual performance, and staffing requirements.

Cooperation with Human Rights Organizations

The Town will cooperate fully with all organizations and commissions organized to promote
fair practices and equal opportunity in employment.

Sexual Harassment

Sexual harassment is a form of sex discrimination and is an “unlawful employment practice”
under Title VII of the 1964 Civil Rights Act and the Washington State Law Against
Discrimination, Chapter 49.60 RCW.

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct
constitute sexual harassment when:

a. It is part of a manager’s or supervisor’s decision to hire or fire.
b. It is used to make other employment decisions like pay, promotion, or job assignments.
c. It interferes with the employee’s work performance.

d. It creates an intimidating, hostile, or offensive work environment.

Sexual harassment is defined as deliberate or repeated behavior of a sexual nature which is
unwelcome. It can include verbal behavior such as unwanted sexual comments, suggestions,
jokes, or pressure for sexual favors; nonverbal behavior such as suggestive looks and leering;
and physical behavior such as pats or squeezes, or repeatedly brushing against someone’s body.

Sexual harassment is inappropriate, offensive, and illegal and will not be tolerated by the
Town. The Town will take an affirmative role in protecting its employees from sexual
harassment. Should an employee believe that he or she is being sexually harassed, that
employee may immediately identify the offensive behavior to the harasser and request that it
stop and discuss his or her concern immediately with his or her Department Head. If the
concern relates to the Department Head, the employee should discuss his or her concern
immediately with the Mayor. If the concern relates to the Mayor, the employee should discuss
his or her concern immediately with a Councilmember. No employee will suffer retaliation for
reporting such concerns.

When a Town official is notified of alleged harassment, he/she will promptly investigate the
complaint. The investigation may include interviews with the directly involved parties, and
where necessary, with employees who may have observed the alleged harassment or who may
be similarly situated with the complaining employee, and who may be able to testify to similar
experiences with the accused employee.

Complaints in cases of sexual harassment will be dealt with promptly. An employee who
sexually harasses another employee will be disciplined as in any other case of serious, illegal
employee misconduct.
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If the investigation shows the accused employee did engage in sexual harassment, appropriate
action will be taken, including a warning that any continued harassment may result in a
negative employment action, such as suspension or termination. Additional actions which may
be taken include verbal and/or written reprimands, a letter to the employee’s file or, where
warranted, an employee transfer.

Emplovee Privacy/Personnel Records/Employment References

Personnel records are maintained on all Town employees and are the property of the Town.
The records include, among other things, an employee’s application, any examination
materials, reports of the results of any employment reference checks, a list of positions held
and pay rates received, performance evaluations, notes regarding any disciplinary action(s) or
other counseling sessions, and records related to fringe benefits. An employee’s personnel
records are confidential. Only the employee, the employee’s Department Head, and the Mayor
or other appropriate personnel authorized by the Mayor may examine employee personnel
records. Employees are entitled to review their own personnel file annually, or upon request to
the Mayor. Employees may request the removal of information they deem irrelevant or
erroneous. Final determination of the retention of such material shall be made by the Mayor.
The employee shall have the opportunity to submit a letter of rebuttal regarding any
information contained in their file that is in dispute.

Confidential personnel records shall not be released to any other unauthorized individuals
except with the written consent of the employee or in response to valid court orders or
government requests directing the provision of information from personnel record.

Employment References. Unless otherwise required by a valid court order, the Town will
furnish only the following information about past or present Town employees to persons

outside Town government:

Dates of employment

Current job title or job title at date of termination
Verification of salary information

The employee’s ability to perform his or her job

All requests for any information regarding past or present Town employees shall be directed
immediately to the Clerk/Treasurer. The Clerk/Treasurer will share this information with the
Mayor. Because of the potential for liability to the Town, Department Heads shall not respond
directly to such requests for information. All information released to persons outside Town
government shall be in writing and shall state the person or agency to which it was disclosed,
and a copy shall be placed in the individual’s personnel file. The employee or former employee
has a right to inspect such written record upon written request.

Personnel records which are not confidential shall be maintained and destroyed in accordance
with established policy regarding public records. Confidential personnel records and payroll
records may be destroyed seven (7) years after the employee has ceased to work for the Town.
Seven (7) years after the date of termination, former employees’ names, social security
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numbers, dates of employment, and job classification will be listed on the Town’s employee
history index and the contents of their personnel file destroyed.

Substance Abuse

The Town is committed to a drug free workplace and has an obligation to ensure public safety
and trust regarding its services and programs. Accordingly, the manufacture, distribution,
dispensation, possession or use of a controlled substance, drug not medically authorized or
other substance which would impair job performance or pose a hazard to the safety and welfare
of the employee, the public, or other employees, or the possession or use of alcohol in
violation of this Policy, is strictly prohibited and employees are subject to discipline for a
violation.

Hiring

Recruitment of Employees

1. Recruitment: The Town will use whatever means are appropriate to recruit qualified
applicants for job vacancies for full-time, part-time, or seasonal positions, in compliance
with contractual, legal, and affirmative action requirements. All recruitment efforts are
conducted in the spirit of equal employment opportunity. Appropriate means will
include, at a minimum, internal job postings, job postings at Town Hall and at least one
other public place such as the Post Office, and may also include, but not limited to, help

wanted advertisements or public and private employment agencies.

2. Position Announcements: Any announcements of position vacancies should include
the title of the open position, a brief description of the position’s minimum and/or
preferred qualifications, and the place and manner of filing applications. All
applications should state that the Town is an “Equal Opportunity Employee.”

3. Applications: All applicants for open positions should be in a form or in the manner
required by the Town. Any information submitted on the form, or any other required
documents should be verified prior to hiring to the extent necessary to determine the
applicant’s qualifications for employment. Any false or misleading information supplied
as part of any application for employment may be grounds for rejecting the applicant or

employee.

4. Interviews: The Mayor and/or Town Council will pre-screen all applicants, conduct
preliminary interviews and telephone reference checks. The Mayor and/or
Councilmembers may rely on recommendations from the appropriate Department Head
as to the qualifications of the applicants.

5. Pre-Employment Physical Examinations: The Town may establish minimum medical
and physical standards for a position which reasonably relates to the duties and
responsibilities of that position. The standards may differ based on the duties and
responsibilities of each position. Failure to meet the required standards for a position
will result in disqualification for appointment or promotion to the position.

6 Updated September 2023



6. Drug Testing: Any employee occupying a position requiring a CDL (Commercial

Driver’s License) will be subject to random drug tests as required.

7. Offers of Employment: Only the Mayor may extend an offer of employment for full-
time employees or promotion and establish a starting date. Generally, the offer of
employment will be made in writing with wage and benefits for the position stated in the
offer, subject to meeting any physical requirements of the position. Department Heads
may offer employment to part-time and seasonal workers.

8. New Position Descriptions: If a Department Head wishes to create a new position,
he/she should prepare an outline of the duties and qualifications for the new position to
be reviewed and approved by the Mayor and Council.

Residency Requirements

Residency within the Town shall not be a condition of initial appointment or continued
employment; provided, however, that any employee’s selection of residence shall not interfere
with the daily performance of his/her duties and responsibilities.

Nepotism

The law prohibits discrimination against an employee because of martial status or any other
relationship with another employee. The Town seeks to employ qualified persons in all
positions without regard to a person’s relationship with other Town employees. However, no
employee may supervise immediate family. No Town official may vote, make
recommendations, or in any other way participate in the decision of any matter that may
directly affect the appointment, promotion, salary, or any other status or interest of his or her
immediate family. An employee’s “immediate family” is defined as the employee’s parent,
spouse (or spousal equivalent in a cohabitation relationship), children, sister, brother, mother-
in-law, father-in-law, grandparents, grandchildren, and no other persons.

If two employees in such positions become so related to one another, one must be transferred
to another department where the reporting, auditing or supervisory relationship does not exist
or where the employees are not reporting directly to the same supervisor. If a transfer cannot
be accomplished due to the unavailability of an open position, one of the employees must
resign. If the employees do not decide which employee will transfer or resign within thirty (30)
days after becoming related to one another, the Mayor shall determine which employee will
transfer or resign based on the best interests of the Town.

Trial Period

The trial period is an integral part of the selection process for new employees and employees
receiving transfers, promotions, or demotions. During this period, a Department Head will
determine the employee’s capability to do the work and will observe the employee’s adjustment
to the department. Each trial employee will be evaluated by his/her supervisor quarterly.
During the trial period, the employee may be terminated without prior notice, and without
recourse to the grievance procedure. Employees may not be terminated during their trial
period for any reason that violates a statue, law, ordinance, or labor agreement. Employees

Updated September 2023 7



terminated during or at the conclusion of the trial period have no rights of appeal. During this
time also, an employee may resign without prior notice.

Any new employee starting his or her first job with the Town or any employee returning to
employment after any severance in Town service except lay-off shall have a trial period of
twelve (12) months. For a seasonal employee, the trial period will be the first season that the
individual works for the Town. Upon successful completion of his or her first season, the
individual will be employed for each successive season, subject to the provisions of Section 11
Personnel Action.

Any employee receiving a transfer, promotion or demotion shall have a trial period of six (6)
months. If an employee who has been demoted does not successfully complete his/her trial
period in the new position, further disciplinary action may be taken against the employee, up
to and including termination of employment with the Town.

Any employee who is hired or transferred to fill the position vacated by another employee who
has transferred or been promoted shall be informed that the transferred or promoted employee
has the right to return to his/her prior position during their six (6) month trial period.

Hours of Work

Overtime

Any Town employee may be required as a condition of employment to work overtime, when
necessary, as determined by their Department Head. For all full-time employees, overtime is
defined as work beyond the established workday or beyond the normal work week of 40 hours.
Authorized overtime shall be granted only on approval of the Mayor or Department Head.
Authorized overtime shall be compensated by payment at one and one-half times the
individual rate of pay. Overtime will be paid to the nearest half hour.

Compensatory Time

An employee may request compensatory time off in lieu of overtime payment. Compensatory
time off must be requested by the employee and authorized by the appropriate Department
Head. Compensatory time is accrued at the rate of one and one-half hour for each hour of
overtime work. Compensatory time must be used within current year earned.

Compensatory time not used within current year will be paid as overtime at year end. The
employee must have the approval of his/her Department Head to use earned compensatory
time off. Any accrued compensatory time not used prior to an employee’s termination from
service will be paid with the last paycheck.

Attendance and Tardiness/Absenteeism

Employees are expected, as a condition of employment, to be at work during their regularly
scheduled workdays. Department Heads are expected, therefore, to make sure that every
employee report to work regularly and on time. Employees who are unable to report for work
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on time are to notify an appropriate supervisor as soon as they know they will be absent or
tardy, but in no case later than 30 minutes after the start of the employee’s regular workday.

If the absence continues beyond the first day, the employee shall notify the supervisor daily.
An employee who is absent without notification on a scheduled workday or shift shall be
subject to the following standard:

First Infraction: Verbal Warning

Second Infraction: Written Warning

Third Infraction: Two-week suspension without pay

Forth Infraction: Up to and including Termination

An employee who is absent without notification for three (3) consecutive days/shifts shall be
considered as having abandoned his/her job and will be terminated.

Breaks and meal periods

An employee may take a fifteen-minute break for every four hours worked. An employee must
coordinate all breaks, so they do not interfere with Town business or with service to the public.

Compensation

Pay Periods and Pay Days

Town employees are paid on a bi-weekly basis. The Town will not issue paychecks early except

in emergency situations. The Mayor or the Department Head will determine if an employee’s

request for any early paycheck falls into the “emergency” category. Requests for early paychecks
must be made by a Department Head to the Mayor to decide on issuance.

Pay for full-time employees not working a full month will be prorated by dividing the monthly
salary by 173. Hourly pay will then be times the hours worked.

Payroll Deductions

The following deductions from each employee’s paycheck are required by law: FICA (social
security taxes) and Federal Income Tax (withholding). Each employee must sign a written
authorization for any deductions other than retirement contributions and those required by
law. Examples of such deductions include deductions for the employee’s portion of any
insurance premiums or payroll savings.

Call-In Pay
Call-back or call-in pay (other than a continuation of a regular shift) shall be rounded up to the
nearest hour pay at the appropriate rate.

On-Call

On-call persons that perform inspection rounds and monitoring on a weekend or a holiday will
be allowed 2 hours per day. These hours will count a part of their normal 40-hour work week.

On a holiday, these hours can be used as overtime or compensatory time. If the on-call person
is called out at any time beyond the regular work hours, this will be classified as overtime or
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compensatory time as chosen by the employee at the normal overtime rate. There is a
minimum of 1 hour for all outs. The person on-call must respond within ¥2 hour of the call-in.

Paid on-call time will be negotiated by the Department Head with the Mayor and Town
Council and be set by resolution.

Personnel Evaluations

Performance evaluations are designed to provide the employee with a record of his/her
performance and to encourage professional growth. The evaluation will be discussed with the
employee, who will have an opportunity to comment on it in writing.

Excluding trial period evaluations, the employee usually receives an evaluation on the first
anniversary or date of hire and annually thereafter. Performance appraisals for regular
employees are related to the position which the employee holds at that time. The purposes of
the appraisal are to commend strengths, address weaknesses, suggest ways to improve, and
discuss new challenges, career goals and objectives.

Should a regular employee be on leave-without-pay status during the scheduled time for
his/her evaluation, the appraisal will be postponed until the employee has returned to work
and completed as many days of continuous employment as the length of the leave without pay.

Pay Increases

During the first year of employment, each employee will receive an evaluation quarterly with a
possible pay increase.

Each year during budgeting, a peers-based salary survey is reviewed by the Mayor, Council and
Clerk/Treasurer. Based on this study there is a potential for a pay increase. A COLA (Cost of
living adjustment) is also discussed and may be added if there is room in the budget.

Longevity pay and certification pay can be found on the current year’s salary budget.

Travel and Other Expenses

All reimbursed travel away from the Town must be approved by the Mayor. Employees may
travel by common carrier, Town vehicles, or personal vehicles. Town vehicles must be used
whenever possible, and pooling of travel is to be used whenever possible.

Travel Expense Reimbursement.

Town employees will be reimbursed for reasonable and customary expenses actually incurred
in connection with the business of the Town, including food, lodging, and travel expenses
while away, but excluding any expenses for alcoholic beverages.

Requests for reimbursements shall be submitted on an expense report form signed by the
employee and the supervisor. Approved expenses are reimbursed through the normal accounts
payable process. Receipts or other evidence of payment are required for the reimbursement of
all individual expenses of $10.00 or more.

1 0 Updated September 2023



Rates for travel reimbursement, meals, lodging, and other travel expenses are to be limited as
follows:

If private automobiles are used, mileage will be reimbursed at the current Federal mileage
rate where transportation is not directly provided by the Town.

Employees will be reimbursed for the actual costs of meals, lodging, parking fees, bridge
tolls, travel by bus, train, airplane or automobile rental or other similar expenditures,
provided they are reasonable.

Miscellaneous expenditures for any other purpose, not described in this policy, when
necessarily incurred by the traveler in connection with the transaction of official business
will be reimbursed on a cost basis, if allowed or approved.

Tips for meals, taxi, or baggage handling, in an amount not to exceed fifteen percent, shall
be considered as reasonable and necessary costs for such service, and may be included in the
cost of the meal or service received.

Expense reimbursements shall not include expenses paid for by others.

Direct Billings. An employee finding it necessary to travel on official business should check
with the Town Clerk to find which items may be billed directly to the Town. Other travel
expenses should be paid by the employee and submitted for reimbursement in the employee’s
expense report.

Benefits

Health and Welfare Plans
Only full-time employees are eligible and required to participate in the Town’s health

insurance programs including vision and dental. Participation in the family coverage is
optional at the expense to the employee. The Town reserves the right to make changes in the
carriers and provisions of these programs when deemed necessary and advisable.

Full-time employees’ medical, dental and vision premium will be paid by the Town of Wilbur
up to the amount set annually by the council with each year’s budget per employee per month.

Extended Health Benefits: In compliance with COBRA (the Consolidated Omnibus Budget
Reconciliation Act), the Town will offer continuing health care coverage on a self-pay basis to
employees and their dependants following termination (for reasons other than gross
misconduct), a reduction in hours, retirement, or death. These health benefits will be identical
to the coverages offered to full-time employees.

For terminated or reduced-hour employees, the coverage may last up to 18 months or until
they become eligible for other health insurance coverage, whichever is earlier. In the event of
the employee’s retirement, divorce, separation, or death the coverage may last up to 36 months
for the employee and/or qualified beneficiary. The full policy monthly premium plus a 2%
administration fee will be paid by the employee or the beneficiary to the Insurance Company.
The employee or beneficiary may waive all rights to continuation coverage notification
procedures and time limits outlined in the continuation coverage “Notification of Rights”
letter sent by the Insurance Company.
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Insurance

Other Insurance: The Town makes contributions on behalf of each employee to the Social
Security System, in addition to those contributions that each employee makes through the
FICA payroll deductions. The Town also pays a tax based upon the employee’s wages to the
State Unemployment Compensation Benefit Fund. Unemployment compensation benefits
are-available after termination of employment in accordance with State law.

Worker’s Compensation

All employees of the Town are insured in a state insurance program which is designed to
protect them against medical costs from on-the-job accidents and injuries and for work time
lost because of such accidents or injuries. The Town pays a substantial portion of the
premium costs for this coverage. Worker’s Compensation Insurance also provides vocational
rehabilitation services when required and cash settlement awards for permanent or partial

disability.

All accidents and on-the;job injury must be reported to the Department Head as soon as
possible, but not to exceed 24 hours after the incident. That person shall direct the injured
employee to seek immediate medical treatment if necessary and will be responsible for
reporting the injury to the Mayor. The Department Head shall also be responsible for
ensuring, as soon as possible, that the injured employee completes the Washington State Labor
and Industries form for reporting the accident.

Leaves
Sick Leave

All full-time employees shall accrue sick leave benefits at the rate of 8 hours for each calendar
month of continuous employment. Part-time employees also accrue sick leave based on the
number of hours worked per pay period.

Employees do not earn sick leave benefits while on leave without pay status. Employees do not
earn sick leave benefits and may not use any earned, unused sick leave benefits during a
suspension without pay.

Sick leave benefits not used during the calendar year in which they are earned may be carried
over and used during the succeeding calendar years. Full-time employees may accumulate up
to and including 90 working days of sick leave benefits. Such benefits may be carried over into
successive calendar years so long as the employee remains employed by the Town. Employees
who are promoted or who transfer to another department retain any accumulated sick leave
benefits after transfer to their new position.

Sick leave benefits shall be paid at the employee’s regular rate of pay at the time the benefits
are used. Sick leave pay shall be the amount the employee would have earned had he or she
worked the regularly scheduled workday.

Sick leave benefits may be used by eligible employees for any absence due to personal injury,
illness or temporary disability which keeps the employee from performing the employee’s
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regular duties, and for personal medical and dental appointments. Sick leave accrual shall not
be used for non-medical leaves of absence.

Sick leave benefits may not be used for any absences when the employee is entitled to receive
compensation benefits under the Worker’s Compensation Act. Sick leave benefits may be used
for actual periods of temporary disability associated with pregnancy or childbirth.

Payment of sick leave benefits is further conditioned upon the employee notifying his/her
Department Head of the employee’s absence(s). Failure to give the required notice may result
in nonpayment of sick leave benefits for such absence(s).

The employee shall be required to provide certification of illness or a written release to return
to work from a qualified health care provider whenever requested by the employee’s
Department Head or the Mayor. The Town may require any employee returning after a
prolonged absence to be examined by a qualified health care provider of the Town’s choice at
the mayor’s request.

Any employee found to have abused sick leave privileges by falsification or misrepresentation
shall be subject to disciplinary action, including but not limited to reduction or elimination of
sick leave benefits, repayment to the Town of any amounts paid to such employees for such
periods of absence, or discharge. The Town does not grant advanced sick leave. Sharing sick
leave between employees shall be as provided under Resolution Number 159.

Vacations
Annual paid vacations shall be granted to all full-time employees. Paid vacation will be granted
according to the following schedule:

0-5 years of service ~-~96 hours/year
6-10 years of service~-120 hours/year
11-15 years of service ~-144 hours/year
16-20 years of service~—-168 hours/ year
21+ years of service~192 hours/year

The maximum number of vacation hours which may be carried over from December 31 of one
year to January 1 of the next year is 120 hours.

Vacation time is scheduled by the Department Head at the convenience of the Town, but every
effort will be made to accommodate employees’ requests.

Any conflict among employee requests will be resolved based on seniority and request date.
The minimum increment in which vacation time may be taken is one hour.

Employees do not earn vacation benefits and may not use any earned but unused vacation
benefits, during a suspension without pay.

Employees who resign or are laid off due to a reduction in force shall be paid for all accrued
but unused vacation time as part of their final paycheck.
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Holidays

The Town observes all holidays that are listed and approved by the Association of Washington
Cities (AWC) website.

Observance of Holidays: When a holiday occurs on Monday through Friday, the Town
observes the date of the occurrence as the holiday. If a holiday falls on a Sunday, the following

Monday shall be observed as a holiday. If a holiday falls on a Saturday, the preceding Friday
shall be observed as a holiday.

Payment for Holidays: All full-time employees shall be paid for holidays observed as they
occur. A regular, full-time employee who does not work on the day the holiday is observed
shall receive eight hours pay at the employee’s regular straight time rate, so long as the
employee reports for work or is on approved absence on the regularly scheduled workdays both
immediately preceding and immediately following the holiday.

Scheduled Holiday Work: Whenever the Town’s operational needs require employees to work
on a holiday, insofar as practical, holiday work shall be divided equally among the eligible
employees. Full-time employees who are scheduled or required to work on the day a holiday is
observed, will receive eight hours regular pay at the straight time rate and will also be paid for
all hours worked on the holiday at two times the straight time rate.

Floating Holidays: An employee may select floating or personal holiday(s) during each

calendar year provided that the employee has been continuously employed by the Town for a
least one year (12 calendar months), and the number of employees selecting a particular day off
does not prevent the Town from providing continued public service.

Religious Holiday: Employees are entitled to two unpaid holidays per calendar year for a

reason of faith or conscience or an organized activity conducted under the auspices of a
religious denomination, church, or religious organization. The two unpaid holidays allowed by
this section must be taken during the calendar year, if at all; they do not carry over from one
year to the next.

An employee shall make a request for floating or religious holidays to his/her Department
Head a minimum of 3 working days in advance of the selected date. When the number of
requests for a particular day would impair department operations if granted, the following
criteria shall be used to determine which requests are allowed:

-A holiday shall be granted to employees in the order in which the requests for a holiday
date are submitted, with the earliest request receiving priority.

-In the event several requests are submitted for the same day, requests shall be based on
seniority.

-Final authority for approving or disapproving holiday requests shall rest with the
Department Head, based on operational needs. Any disapproval shall be
communicated as soon as possible to the employee involved.
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All floating holidays must be taken during the calendar year and may not be carried forward
from one year to the next.

J[ury Duty: Employees who are called to serve on a jury or appear as a subpoenaed witness in
any established court will be released from work to do so. During the period of such absence,
employees will receive their regular wages, minus the amount received as jury duty or witness
fees (excluding any amount for mileage reimbursement).

Employees who are absent from work because of jury duty will retain seniority and all benefits.
The time away will not affect vacation or sick leave accruals. Employees who appear in court in
cases not related to their work for the Town shall not be paid for time away from work unless
that time is taken as accrued vacation leave. On any day that an employee is released from jury
duty or as a witness by the court and four or more hours of the employee’s scheduled workday
remain, the employee is to immediately inform an appropriate supervisor and report to work if
requested to do so.

Bereavement: When a death occurs in a regular employee’s immediate family, the employee
may take up to five (5) working days of paid bereavement leave. The 5 days off must be
consecutive working days. Scheduling of bereavement leave will be by mutual agreement
between the employee and the Department Head. An employee is not paid for any
consecutive days off if the employee would not otherwise have been entitled to compensation

for that day. Bereavement leave pay shall be that amount the regular employee would have
earned had the employee worked his/her regular work schedule during the leave. An
employee may be granted bereavement leave prior to completion of the trial period.

“Immediate family” as used in this policy is defined as an employee’s spouse, parents,
stepparents, children, stepchildren, grandchildren, great- grandchildren, brothers, sisters,
stepbrothers, stepsisters, or grandparents. The term also includes a spouse’s parents,
stepparents, brothers or sisters or the employee’s significant other.

Leaves of Absence—General

A personal leave of absence is a privilege the Town may extend to qualified employees for
specific periods of time under certain circumstances. It allows an employee to take time off
from work for medical or personal reasons, or to fulfill a military obligation more than 15
calendar days per year. All such leaves are taken without pay. Unless state or federal law
specifically provides otherwise, the Town will not grant leaves of absences more than 90
calendar days.

A leave of absence must be requested in writing and submitted to the employee’s Department
Head as soon as the need for such a leave in known. The Town reserves the right to grant or
deny any leave requested. All leaves granted are without pay unless the policies provide that
previously accrued fringe benefits may be used to offset loss of pay during the leave. No
benefits such as vacation or sick leave are earned while on leave. Employees on leave may
return early from leave if they notify the supervisor at least three working days in advance.
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Failure to return from leave on or before the agreed upon date, however, will result in
termination.

During any unpaid leave an employee may keep health, life, and dental insurance in effect by
paying the premium amount to the Town in advance. If the unpaid leave is for medical
purposes, the Town will pay its portion of the employee’s group insurance premiums for three
months.

Compassionate leave will be granted employees to attend and participate in local funeral
services held during working hours. The leave time shall not exceed the time of the service
plus one hour preceding and one hour after the service is concluded.

Military Leave for Active Duty in the US. The Town will comply with the requirements of
RCW 73.16 and the Uniformed Services Employment Reemployment Act of 1994 (USERRA),
as amended, with respect to unpaid leave of absence and return right for employees who leave
City service to serve in the Armed Forces of the United States.

A. An employee who takes a military leave of absence from city employment may choose to
run out his or her vacation balance, compensatory time off, and personal holidays, as
applicable, prior to going on unpaid status.

B. An employee who leaves a job, voluntarily or involuntarily, to enter active duty in the
United States Armed Forces, shall be granted a military leave of absence with guaranteed
restoration to his or her position upon release from active duty if:

1. The position is a regularly budgeted, non-temporary position.
2. The reason the employee leaves the position is to report for active duty.

3. The length of the employee’s military leave of absence does not exceed 5 years except at
the request of the federal government.

4. The employee is honorably discharged from the military to return to reserve.

5. The employee applies for reemployment within a reasonable period of time following
separation from active duty. The USERRA defines a reasonable period of time as:

a. For service less than 31 days, the beginning of the first regularly scheduled workday
after release from active duty, allowing time to travel from the duty arena to the
employee’s residence, to rest, and to travel to the place of employment.

b. For service between 31 and 180 days, no more than 14 days following release from
active duty; and

c. For service longer than 180 days, nor more than 90 days following release from
active duty.

d. An employee on military leave of absence shall continue to accrue service credit for
purposes of salary step increments and seniority.

e. An employee’s vacation accrual rate and unused vacation and sick leave balances
shall be restored upon return from military leave of absence.

f. An employee who interrupts probation or trial service with a military leave of
absence shall complete the remainder of the probationary period upon return.
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Paid Military Leave State Law (RCW 38.40.060) requires that Town employees be granted up
to 21 working days, exclusive of normal days off, of paid leave per year without loss of service

credit for active duty or annual military training.

The 21 days are counted on an annual basis, January 1 through December 31 inclusive, and
need not be used consecutively. Each day of paid military leave is equivalent to a regularly
scheduled workday. The employee receives full Town pay and benefits, including normal sick
leave and vacation accrual, at the same level and under the same conditions as if he or she were
at work, while on paid military leave. The Town should verify requests for paid military leave
by having the employee submit a copy of his or her military orders.

MILITARY SPOUSE LEAVE. The Town will comply with the requirements of the Military
Family Leave Act (RCW 49.77) with respect to unpaid leaves of absences and return right for
employees with spouses who have been notified of an impending call or order to active duty

and before deployment and during the military members’ leave from deployment.

During a period of military conflict, an employee who is the spouse of a member of the armed
forces of the United States, national guard, or reserves who has been notified of an impending
call or order to active duty or has been deployed, is entitled to a total of 15 days of unpaid
leave per deployment after the military spouse has been notified of an impending call or order
to active duty and before deployment or when the military spouse is on leave from deployment.

An employee who seeks to take Military Spouse Leave must provide notice, within 5 business
days of receiving official notice of an impending call or order to active duty or of a leave from
deployment, of the employee’s intention to make Military Spouse Leave.

An employee who takes a Military Spouse Leave of absence from Town employment may elect
to substitute any accrued leaves to which he or she is entitled for any part of the leave provided
under this rule.

An employee who takes Military Spouse Leave is entitled to be restored to the position of
employment held by the employee when the leave commenced or to an equivalent position
with equivalent benefits, pay and other terms and conditions of employment.

The Town shall maintain an employee’s coverage under the town’s health plan while on
Military Spouse Leave at the level and under the conditions the coverage would have been
provided if the employee had continued in employment.

If the employee is not eligible for any employer contribution to medical or dental benefits
during any period of leave, the Town shall allow the employee to continue, at the employee’s
expense, medical or dental insurance coverage, including any spouse and dependent coverage,
in accordance with state or federal law. The premium to be paid by the employee shall not
exceed one hundred two percent of the applicable premium for the leave period.

The taking of leave may not result in the loss of any employment benefits accrued before the
date on which the leave commenced.
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Domestic violence leave. The Town will comply with the requirements of the Domestic
Violence Leave Act (RCW 49.76) with respect to unpaid leaves of absence and return right for
employees.

An employee may take reasonable leave from work, intermittent leave or leave on a reduced
leave schedule, without pay to:

v'Seek legal or law enforcement assistance or remedies to ensure the health and safety of the
employee or employee’s family members, including but not limited to, preparing for, or
participating in, any civil or criminal legal proceeding related to or derived from domestic
violence, sexual assault, or stalking.

v'Seek treatment by a health care provider for physical or mental injuries caused by domestic
violence, sexual assault, or stalking, or to attend to health care treatment for a victim who
is the employee’s family member.

v'Obtain, or assist a family member in obtaining, services from a domestic violence shelter,
rape crisis center, or other social services program for relief from domestic violence, sexual
assault, or stalking.

v'Obtain, or assist a family member in obtaining, mental health counseling related to an
incident of domestic violence, sexual assault, or stalking, in which the employee or the
employee’s family member was a victim of domestic violence, sexual assault, or stalking; or

v Participate in safety planning, temporarily or permanently relocate, or take other actions to
increase the safety of the employee or employee’s family members from future domestic
violence, sexual assault, or stalking.

As a condition for taking domestic violence leave, the employee shall give the Town advance
notice of the employee’s intention to take leave in the same manner as is required for other
leave. When advance notice cannot be given because of emergency or unforeseen
circumstances due to domestic violence, sexual assault, or stalking, the employee or his or her
designee must give notice to the Town no later than the end of the first day that the employee
takes such leave.

The employee shall provide the Town with verification that the employee or employee’s family
member is a victim of domestic violence, sexual assault, or stalking and that the leave is taken
for one of the purposes described in (1) above. Such verification shall be provided in a timely
manner prior to the taking of domestic violence leave. When advance notice cannot be given
because of an emergency or unforeseen circumstance due to domestic violence, sexual assault,
or stalking, the employee or his or her designee must give notice to the Town no later than the
end of the fifth day that the employee takes such leave.

The employee may satisfy the verification requirement by providing the Town with one or
more of the following:
» A police report indicating that the employee or employee’s family member was a victim of
domestic violence, sexual assault, or stalking.
» A court order protecting or separating the employee or employee’s family member from
the perpetrator of the act of domestic violence, sexual assault, or stalking, or other
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evidence from the court or the prosecuting attorney that the employee or employee’s

family member appeared, or is scheduled to appear, in court in connection with an

incident of domestic violence, sexual assault or stalking.

» Documentation that the employee or the employee’s family member is a victim of domestic
violence, sexual assault, or stalking, from any of the following person from whom the
employee or employee’s family member sought assistance in addressing the domestic
violence, sexual assault, or stalking: An advocate for victims of domestic violence, sexual
assault, or stalking; an attorney; a member of the clergy; or a medical or other professional.

» The employee’s written statement that the employee or the employee’s family member is a
victim of domestic violence, sexual assault, or stalking and that the leave is taken for one
of the purposes set for in Section (1).

» If the victim of domestic violence, sexual assault or stalking is the employee’s family
member, verification of the familial relationship between the employee and the victim may
include, but is not limited to, a statement from the employee, a birth certificate, a court
document, or other similar documentation. For purposes of this policy, a “family
member” means any individual whose relationship to the employee can be classified as a
child, spouse, parent, parent-in-law, grandparent, or person with whom the employee has a
dating relationship.

» An employee is only required to produce the information set forth in this subsection and
is not required to produce or discuss any information with the Town that is beyond the
scope of the enumerated information or that would compromise the employee’s safety or
the safety of the employee’s family member in any way and the Town is prohibited from
requiring such disclosure.

» The Town shall maintain the confidentiality of all information provided by the employee
under this policy, including the fact that the employee or employee’s family member is a
victim of domestic violence, sexual assault, or stalking, that the employee has requested or
obtained leave under this policy, and any written or oral statement, documentation,
record, or corroborating evidence provided by the employee, except that information given
by the employee maybe disclosed by the Town only if (a) requested by or consented to by
the employee; (b) ordered by a court or administrative agency; or(c) otherwise required by
federal or state law.

* An employee who is absent from work pursuant to this policy may elect to substitute any
accrued leaves to which he or she is entitled for any part of the leave provided under
this rule.

» The taking of leave under this policy shall not result in the loss of any pay or benefits to
the employee that accrued before the date on which the leave commenced.

» Upon the employee’s return, the town shall restore the employee to the position held by
the employee when the leave commenced or restore the employee to an equivalent
position with equivalent employment benefits, pay, and other terms and conditions of
employment.

» To the extent allowed by law, the Town shall maintain coverage under its health
insurance plan for an employee who takes leave under this policy. Coverage will be
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maintained for the duration of the leave at the level and under the condition’s coverage
would have been provided if the employee had not taken the leave.

» This policy shall not apply to an employee hired for a specific term or only to perform
work on a discrete project, the employment term or project is over, and the Town would
not otherwise have continued to employ the employee.

Standards of Conduct and Discipline
Rules of Conduct

In the interest of the Town and the public, it is always desirable, whether off-duty or on-duty,
that an employee’s conduct reflect favorably on the employee, his or her fellow employees, and
the Town. Off-duty misconduct may result in discipline when it renders an employee less
capable of performing his or her duties and responsibilities, or when it reflects unfavorably
upon an employee’s continuing qualifications for employment.

[t is the Town’s policy to place as few restraints on employee personal conduct as possible. The
Town relies on each employee’s good judgment and sense of responsibility as the principal
source of guidance for conducting day-to-day duties and responsibilities. However, for the
protection of the Town’s business interests and other employees, certain rules of conduct have
been established. The rules have been formalized and any employee who violates the rules
shall be subject to disciplinary action.

Immediate Discharge. No regular employee may be discharged except for cause. However,

there are certain kinds of actions which cannot be permitted to occur because of their impact
on other employees and the Town. Such offenses may result in discharge on the first
occurrence. The following section contains examples of such offenses. This list of examples is
not all-inclusive. Before a final decision is made regarding a discharge, the Town will convene
a pre-termination meeting as provided for in the section on discharge.

The occurrence of any of the following is deemed a sufficient justification for immediate
discharge:
e Theft, misappropriation or removal of Town property or the property of employees, clients,
or customers.

e Knowing, intentional or repeated falsification of any application for employment or any
report, record, time sheet or other Town records.

e Soliciting and/or accepting payment, gifts, or any item of value for services performed
during the regular workday, whether the services are performed on behalf of the Town and
whether Town vehicles or equipment are used.

o Willful alteration, destruction or waste of Town property, facilities, records, or equipment,
wherever located, or the destruction of another employee’s property.

e Possession of alcohol, narcotics, or other controlled substances on Town property or in
Town vehicles; the use of alcohol, narcotics, or other controlled substances on Town
property or in Town vehicles; reporting to work or being under the influence of alcohol,
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narcotics, or other controlled substances while on working time, or while on Town
property or in Town vehicles.

e Giving or taking a bribe of any nature as inducement for obtaining or retaining a job or
position.

e Serious or repeated disorderly conduct, horseplay, or insubordination. Insubordination
includes, but is not limited to neglect of duty, or refusal or failure to obey orders or
instructions in the line of duty; public disrespect displayed toward a supervisor or the
Town while performing work for the Town; and abusive language to any supervisor.

e Threatening, intimidating, coercing, or interfering w/supervisors or other employees.
e Deliberate attempts to injure another employee or fighting on Town property.
e Sleeping during working hours.

e Unauthorized possession of firearms, explosives or any dangerous weapons while
performing Town work.

e Participating in an unauthorized work stoppage or slowdown.

e Recklessness resulting in a serious accident while on duty, whether on Town property or
while driving a Town vehicle.

e Repeated, unwelcome racial or sexual harassment directed toward another employee,
including but not limited to demands for sexual favors in exchange for employment,
retention of job, promotion, or other employment benefits.

Other Disciplinary Actions. The degree of discipline administered must depend upon the
severity of the infraction and must consider whether the action is a reoccurrence of previously
identified inappropriate behavior. It is the responsibility of the supervisor to evaluate
thoroughly the circumstances and facts as objectively as possible. The supervisor will then apply
the most suitable form of discipline to the best of his/her knowledge and discretion.

The occurrence of any of the following is deemed sufficient justification for the imposition of
lesser discipline such as a warning, suspension without pay or probation as set forth in the
succeeding section, although under appropriate circumstances, the Town may immediately
discharge the offender:

v'Ignoring safety rules or common safety practices.

v'Engaging in disorderly conduct, horseplay, immoral conduct, or insubordination; using
uncivil, insulting, vile or obscene language.

v'Failure to report occupational injuries or accidents, including motor vehicle accidents,
promptly to the employee’s Department Head.

v Engaging in activities other than assigned work during working hours and/or while
operating Town equipment, without approval in advance by an employee’s Department

Head.
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v'Acting in an insulting, rude, insolent, or uncivil manner toward any customer or other
person while working for the Town, or while operating Town equipment or on Town
premises.

v'Failure to exercise care and attention to one’s work as required by the circumstances.
v'Smoking in restricted or prohibited areas.

v’ Accepting employment with another employer without written authorization from the
Town.

v'Acting in any manner inconsistent with common sense rules of conduct necessary to the
welfare of the Town or its employees.

‘/UHCXCUSCd or excessive absences or tardiness.

v'Leaving work before the end of the shift or not being ready to begin work at the start of
the shift or working overtime without permission of management.

v'Loafing or spending unnecessary time away from the job.

v'Unauthorized possession or use of any Town property, equipment, or materials.

Discipline. The occurrence of any of the actions set forth above in the general rules of conduct
section is deemed a sufficient justification for the imposition of the disciplinary procedures set
forth in this section. The Town may skip steps in this sequence whenever, in its judgment,
circumstances require an abbreviated disciplinary procedure.

Oral Warning. Talk to the employee IN PRIVATE. Oral warnings may be given for minor
offenses or to bring to the attention of an employee potential work performance problems.
Oral warnings should include an explanation of the violation or problem and requests for
corrective action on the part of the employee. A notation of each oral warning should be
placed in a file and maintained by the Department Head for future reference. In addition, the
offending employee may be handed a warning slip.

Written Warning. A written warning may be given for a more serious offense or when the

employee, who has been orally warned for minor offenses or problems in his or her work
performance, repeats them or fails to take corrective action. Written warnings will contain: a
statement of the facts; a statement of the discipline being given, if any; if appropriate, the
employee’s explanation and reason for the violation; the required corrective action on the part
of the employee; if appropriate, a written and definite period of disciplinary probation (not to
exceed six months) during which the employee must clearly demonstrate improvement; and a
statement indicating further disciplinary action may follow if correction is not achieved. The
warning may be signed by the employee and any other person who may be present at the
discussion. The warning should be signed by the employee’s Department Head. Copies of the
written warning are to be forwarded to the Mayor. After review with the employee, a copy of
the written warning is to be given to the employee and a copy is to be entered into the
employee’s personnel file.

Suspension/Final Warning. A suspension may be given for serious infractions of employee

rules of conduct which are not deemed sufficient justification for immediate discharge, or for
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repeated offenses, or for failure to correct an action for which a written warning was previously
given. A suspension is time off without pay for disciplinary reasons and will be for as long as
the Town determines is reasonable and necessary for a specific violation. In each case of
disciplinary suspension, a written memo will be prepared indicating: the event or events which
led to the suspension; the duration of the suspension; a statement indicating required
corrective action on the part of the employee; if appropriate, the employee’s explanation or
comment; and a statement indicating that it is a “final warning” and further indicating that the
employee will be discharged upon the occurrence of another infraction or unless corrective
action is taken within the stated time.

The memo may be signed by the employee and any other person who may be present at the
discussion. The memo will be signed by the Department Head of the employee involved, with
copies forwarded to the Mayor. After review with the employee, a copy of this memo is to be
given to the employee and a copy is to be entered into the employee’s personnel file.

Discharge. When a Department Head or the Mayor determines, after appropriate
investigation, that the nature of a violation warrants discharge, or if the discharge is a result of
the disciplinary procedure where the desired corrective action was not achieved by one or all of
the steps above (written warning, suspension, etc.), the Department Head or in the case of a
department head, the individual designated by the Mayor will prepare a written report. The
written report should include the reason(s) for the discharge; information on any previous
warnings or disciplinary actions which may be relevant; a summary of the regular employee’s
part work record and length of employment with the Town; and any other relevant
information. The Department Head will process the case and present his/her findings,
including a statement of just cause, and recommendations to the Mayor. Before the final
decision is made regarding a discharge, a meeting shall be convened as follows:

Pre-Discharge Meeting. No regular employee shall be discharged without a pre-discharge
meeting, nor can any regular employee be terminated without just cause. The employee shall
be provided with a written notice of the charge or grounds for termination and a summary of
the Town’s evidence. The employee shall be given an opportunity to respond to these charges,
either orally or in writing, and to explain why the Town should not go ahead with the
discharge. Although the Department Head’s explanation of the Town’s evidence should be
sufficient to inform the employee of the basis for discharge, this procedure shall not be
construed to limit the Town at any subsequent hearing or proceeding from presenting a more
detailed and complete case, including the presentation of witnesses and/or documents not
introduced at the discharge meeting. Should the Mayor determine to proceed with the
discharge, or some alternative disciplinary action, the Town will give the employee written
notice of discipline without undue delay.

Complaints/Grievances

The Town recognizes that sometimes situations arise in which employees feel that they have
not been treated fairly or in accordance with Town policies. For this reason, the Town
provides its employees with procedures for resolving complaints.
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Step 1: Employees should first try to resolve any problem or complaint with their
supervisor.

Step 2: When normal communication between an employee and the supervisor is not
successful, or when an employee disagrees with the application of policies and
procedures, the employee should attempt to resolve the problem with his/her
Department Head. The Department Head will usually respond to the employee
within 10 days after meeting with him/her, if possible.

Step 3: If the employee is not satisfied with the response from the Department Head, the
employee may submit the problem, in writing, to the Mayor. The written complaint
must contain, at a minimum:

(1) A description of the problem.

(2) A specific policy or procedure which the employee believes has been violated or
misapplied.

(3) The date of the circumstances leading to the complaint or the date when the employee
first became aware of those circumstances.

(4) The remedy sought by the employee to resolve the complaint.

The written complaint must be filed within 10 workings days of the occurrence leading to the
complaint, or 10 working days after the employee becomes aware of the circumstances.

The Mayor may meet with the parties, either individually or together, and will usually respond
in writing to the aggrieved employee within 10 days of the meeting. The Mayor’s response and
decision shall be final and binding.

ORS SECTION 504, HANDICAPPED JOB APPLICANTES: In order to protect the substantive rights of interested
persons to meet appropriate due process standards and to assure that the Town complies with Section 504 of the Office of
Revenue Sharing Regulations (3) C.F.R, 51.55, the grievance procedure in this section also applies to handicapped job
applicants. In this circumstance, the Town Clerk will be considered the supervisor, the applicant will assume the role of
employee and the process and time limits shall apply.

QOutside Employment

The Town does not encourage employees to hold second jobs, or have an active interest in
outside enterprises, though it does not object to employees doing so provided the following
conditions are met. QOutside employment must:

1. In no way detract from the efficiency of the employee while performing Town duties.
2. Present no conflict of interest with Town affairs.

3. Not take preference over extra duty required by Town employment.

4

. In no way does it involve the use of any Town resources such as copiers, telephones, and
supplies, other equipment, or time. Any outside employment that could potentially
interfere with emergency call-out situations must be reported to the Department Head.
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If an employee is unsure as to these criteria or the effect of outside employment, he/she should
contact the Mayor or the Department Head prior to beginning another job.

Engaging in employment that interferes with or reduces the efficiency of Town employment
may be grounds for disciplinary action.

Personal Appearance and Dress

Employees shall wear appropriate attire for their position and department. All employees shall
be neat and clean in dress and personal appearance. The Mayor and Department Heads may
issue rules regarding what is considered necessary, required, or appropriate attire for each
department or for positions. Should uniforms be required for a particular position, they will
be provided at Town expense.

Public Works personnel will receive $450.00 annually per full-time employee for required
clothing and upkeep. Seasonal Public Works personnel shall receive a prorated clothing
allowance, not to exceed one half (1/2) the number of full-time employees. To include
inclement weather clothing, boots, shirts, and head gear bearing the Town of Wilbur logo.

Conflicts of Interest

Town employees shall not sell or barter anything to the Town or to a contractor supplying the
Town or make any contract with the Town or purchase anything from the Town other than
those things which the Town offers generally to the public, such as but not limited to, utility
services, and then only on the same terms as offered to the public, unless an invitation to
submit sealed bids is published and the Town accepts the sealed bid which is most
advantageous to the Town. Any violation of this section with the express or implied
knowledge of the person or corporation contracting with the Town shall render the contract
voidable by the Mayor or the Town Council.

Employees shall not accept or seek for others, any service, information, or thing of value on
more favorable terms than those granted to the public generally, from any person, firm or
corporation having dealings with the Town.

Employees shall not accept, directly or indirectly, any gift, favor, loan, retainer, entertainment,
or other thing of monetary value from any person, firm or corporation having dealings with
the Town when such acceptance would conflict, or create the appearance of conflict, with the
performance of the employee’s duties. A conflict or appearance of a conflict shall be deemed
to exist where a reasonable and prudent person would believe that such was given for the
purpose of obtaining special consideration or influence. If an employee is given or offered any
gift, favor, loan, retainer, entertainment, or other thing of monetary value under circumstances
which could reasonably be construed to create a conflict of interest, the employee shall
immediately report such activity to his or her Supervisor. The Supervisor shall in turn inform
the Mayor.

In recognition of the public responsibility to provide for the maintenance of good relations
between the Town and its suppliers and others with whom the Town may have business
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dealings, and to prevent gift-bearing businesses from interfering with and/or influencing
employees, the Town permits acceptance of an occasional lunch or its equivalent.

Violation of this policy will result in disciplinary action up to and including discharge.

Training

All employees shall submit a written request to the mayor/council for training. The request
shall include a complete description of the training, including costs, duration, and location of
the training. To allow time for review/approval by the mayor and council, the request shall be
submitted well in advance of the class commencement date (2 week minimum). All training
requests must be approved by the mayor/council prior to the employee attending the requested
training. All costs associated with training attended by an employee without prior written
approval shall be the sole responsibility of the employee.

Safety and Security

[t is the Town’s policy to prevent accidents and to ensure that employees are provided safe and
healthy working conditions, free from recognized hazards. Department Heads and employees
should guard the safety of themselves, their fellow employees, and the public. Employees shall
observe all safety practices governing their work. Employees are encouraged to offer safety
suggestions and contribute to a safer working environment. It is the employee’s responsibility
to learn the safety regulations applicable to his/her job. He/she is also responsible for using
safety equipment and/or personal protective equipment as set forth by regulations. New
employees will receive training on applicable safety rules and procedures as part of their
orientation to the department.

Department Heads are responsible for assuring safe working conditions and compliance of
safety standards of each work site. Failure to comply with the responsibilities set forth above
shall be grounds for disciplinary action up to and including termination.

Safety and Health Responsibilities (WAC 296-800-120) Wilbur Safety and Accident Prevention
Manual, Section 1, Page 3:

Employee Responsibilities

The health and safety of each is a major responsibility. All employees share this obligation.
Employees should treat safety as one of their most important job responsibilities, watching for
potential hazards, and thinking about what could go wrong before it goes wrong. Employee’s
safety responsibilities include:

Observe and comply with all safety signs, rules, and regulations described in this program.
Report all in the job injuries promptly.

Identify, correct, or report potential or unsafe conditions.

Report all near-miss incidents to your supervisor promptly.

Incorporate safe practices into all activities.

* & & & oo o

Attend & participate in safety meetings.
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¢ Always use personal protective equipment (PPE) in good working condition where it is
required.

¢ Do not remove or defeat any safety device or safeguard provided for employee protection.

¢ Operate equipment safely. Do not operate equipment you are not trained for or qualified
to operate.

¢ Report all equipment damage or failure to your supervisor immediately.

¢ Feel free to talk to management about problems that affect your safety or working
conditions.

¢ Make suggestions to your supervisor, safety committee representative or management about
changes you believe will improve employee safety.

¢ Add additions as required.

Disciplinary Policy regarding Labor and Industries dated January 2, 2013: Employees are
expected to use good judgment when doing their work and to follow established safety rules.
We have established a disciplinary policy to provide appropriate consequences for failure to
follow safety rules. This policy is designed not so much to punish as to bring unacceptable
behavior to the employee’s attention in a way that the employee will be motivated to make

correction. The following consequences apply to the violation of the same rule to the same
unacceptable behavior:

First Instance - verbal warning, notation in employee file, and instruction on proper actions
Second Instance - 1 day suspension, written reprimand, and instruction on proper actions
Third Instance - 1 week suspension, written reprimand, and instruction on proper actions

Fourth Instance - Termination of employment

An employee may be subject to immediate termination when a safety violation places the
employee or co-workers at risk of permanent disability or death.

Equipment Safety Sound Level, Wilbur Safety and Accident Prevention Manual, Section 2,
Page 27: Locations of probable hearings hazards, Cemetery, Mechanics Shop, Sewer Plant,
Well Pump Houses #3 and #4 and Wastewater Treatment Plant. Refer to the Sound Level
Report conducted by Risk Control Services, Segwick CMS, Inc. on August 27, 2012. As listed
in the Safety and Accident Prevention Manual for the Town of Wilbur and Wilbur Fire
Department. Use required hearing protection.

Hearing Conservation Program WAC Chapter-296-817
All public works/utility department employees are required to have a base line hearing test

within 2 months of employment and subsequent test will be preformed as required thereafter.
A hearing test shall also be performed upon termination of employment.

The Town of Wilbur will provide audiograms, including any required travel or necessary
additional examinations or testing, at no cost to exposed employees.

A baseline audiogram will be conducted when an employee is first assigned to work involving

noise exposures that equal 85 dBA TWA.
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Annual audiograms will be conducted for employees if they continue to be exposed to noise

that equals or exceed 85 dBA TWA.

Open Flame Policy: The use of any open flame in any administrative buildings of the Town of

Wilbur is expressly forbidden. This includes, but is not limited to, candles, heaters, smoked
tobacco products and any other device that has an open flame or is consumed by burning. If
maintenance or construction procedures are in process by authorized personnel, the ban does
not apply to those procedures. However, appropriate safety procedures will be followed,
including the use of fireguards, any time a device with an open flame is utilized.

Seat Belts: When operating a Town vehicle, the employee must use the seat belt/safety
restraint device and require any passengers to do the same. Any employee who does not use
safety restraints/seat belts shall be subject to disciplinary action.

Driver’s Licenses: Any employee whose work requires he/she drive Town vehicles must hold a
valid Washington State driver’s license. Certain vehicles may only be operated by employees
holding a commercial driver’s license (CDL). Loss of the CDL by employees required to retain
the same to operate Town vehicles may subject them to termination. Any employee who does

not hold a valid driver’s license will not be allowed to operate a Town vehicle until such time
as he/she obtains a valid license.

Any employee whose work requires the operation of a Town vehicle and whose license (or
commercial driver’s license for those regularly operating vehicles which require a CDL) is
expired, suspended, or revoked, is subject to disciplinary action including demotion or
termination, unless that employee can obtain an occupational permit from the State
Department of Licensing. Should the employee fail to immediately report such a revocation or
suspension of his/her license to the appropriate supervisor and instead continue to operate a
Town vehicle under such circumstances, that employee may be subject to termination.

A new employee whose work will require the operation of a Town vehicle will be required to
submit to a Department of Motor Vehicles driving records check as a condition of
employment. Information indicating a suspended or revoked license status may result in
denial of employment.

Security: Town personnel on duty should make every effort to be aware of strangers in the non-
public areas of their facility. Anyone who notices unfamiliar or unauthorized people in the
facility should contact the supervisor in charge. Employees are not to be in the non-public
areas of Town facilities except for official Town business.

Accidents and Reports
On-The-Job Injuries

Employees are required to report any injury or work-related illness to their immediate

supervisor regardless of how serious. Minor injuries such as cuts and scrapes can be entered on
the minor/first aid injury log posted at Town Hall and the Public Works Department. The
employee must use an “Employees Injury/Illness Report Form”’ to report more serious
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injuries. Refer to the Town of Wilbur’s Safety and Accident Prevention Manual. Section 1,
Page 7 of the Wilbur Safety and Accident Prevention Manual.

Accidents

Employees shall report any accidents causing damage to public or private property or
equipment occurring before, during and after working hours, for on duty Town employees, or
Town equipment or property, to their Department Head. Such report shall be made as soon
as possible, but in no case later than 24 hours following such accident.

Employees shall compile any accident reports requested by their Department Head. In the case
of a motor vehicle accident, the Police Department shall also be notified immediately. The
Mayor shall be notified of all accidents involving Town employees and Town equipment as
soon as possible and not later than the next workday on which the accident occurred.

Legal Liability

Employees shall abide by all laws and regulations which govern the performance of their duties

and shall perform their duties as reasonable, prudent persons. Defense of legal claims against
an employee relating to an official status within the Town shall follow RCW 4.96.041.

Selling and Solicitation

Employees may not solicit for any purpose other than Town-related business during working
time. Working time includes both the soliciting and solicited employees’ working time.
Reasonable forms of solicitation between employees will be permitted during nonworking
times such as before or after work, or during authorized meal or break periods. Employees may
not distribute literature for any purpose other than Town related business during working time
or at any time in work areas.

Personnel Actions

Involuntary Demotion: A Department Head, after review with the Mayor may demote an

employee whose ability to perform the required duties for the position falls below minimum
performance requirements as established by the immediate supervisor, or for disciplinary
purposes. No employee shall be demoted to a position for which he or she does not possess
the minimum qualifications.

Disciplinary Probation: When a regular employee is placed on disciplinary probation, such an
employee will be given a written statement of the action taken, the reasons for the action and
the consequences of repeating or engaging in further or other unacceptable behavior. This
written statement shall be given to the employee at the time the regular employee is placed on
disciplinary probation or within five (5) days thereafter. A copy of this written statement shall
be placed in the employee’s personnel file.

During a period of disciplinary probation, a regular employee may not use any earned but
unused vacation benefits, is ineligible for a leave without pay, may not take a floating holiday,
and must provide a satisfactory explanation to his/her Department Head for using any earned
but unused sick leave benefits.
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Disciplinary probation may be for any period not to exceed 6 months. During the disciplinary
probationary period, the regular employee must show the required improvement necessary to
remain in the job. If the regular employee fails to correct his/her performance or repeats
unacceptable conduct during the disciplinary probation period, the employee may be
discharged. All discharges shall be in accordance with the Town’s policy on pre-discharge
meetings.

Resignation: A regular employee may resign by giving their supervisor written notice of the
effective date of resignation as far in advance as possible. The minimum amount of written
notice which is requested is 14 calendar days; however, a resignation can be accepted
immediately upon receipt. The 14 days’ notice requirement may be waived in writing by the
Mayor where adequate provisions can be made for a successor in that period of time (if one is
needed right away) as well as under extenuating circumstances.

A resignation without the notice required by these rules may be grounds for denying re-
employment with the Town. Upon approval of the Mayor, an employee may withdraw his/her
resignation at any time prior to its effective date, provided the position has not been filled.

Employees who are absent from work for a period of 3 consecutive days without authorization
may be considered by the Town to have abandoned their position and may be discharged.
Such employees will never-the-less be invited to participate in a pre-discharge meeting if they
have attained regular status, by sending a letter to such employee’s last known address.

Layoffs: The Town may lay off employees where there are changes in duties or a
reorganization of positions, a position or service is abolished, there is a lack of work or shortage
of funds, or other appropriate reasons. Efforts will be made to integrate affected employees
into other available positions. The procedures are generally as follows.

1. Whenever a layoff is anticipated, employees whose jobs may be affected will be notified of
the situation and what options may be made available to them.

2. Temporary employees performing similar work in the same department or division will be
laid off before regular employees are affected.

3. Regular employees will be retained based on seniority when job performance and
qualifications are equal. Relative job performance will be determined by the Department
Head based on relative qualifications, experience, past job performance evaluations, and
current job evaluations. Qualifications will be determined by the knowledge, abilities and
skills required for an affected position as stated in the position description and the
employee’s ability to perform the remaining work without further training.

4. For a period of 12 months from the date of layoff, regular employees who were laid off may
be offered the first opportunity to fill comparable vacant positions which become available.

Retirement: Employees shall retire in accordance with the State of Washington Personnel
Rules; however, annual employment contracts beyond that retirement may be granted by the
appointing authority in conformance with existing law. Uniformed employees shall retire as
specified by the Law Enforcement Officers and Fire Fighter’s (LEOFF) Retirement System.
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Amendment and Revision of Rules: Amendment and revision of these policies may be
suggested to the Town Council by any interested party and shall be submitted to the City
Council through the Mayor. Proposed amendment or revision to these policies shall be
publicly posted in the Town Hall and all department bulletin boards for at least ten
consecutive days prior to consideration by the Town Council. At the time of consideration,
any interested party may appear and be heard. Amendments and revisions shall become

effective upon adoption by the Town Council.

Severability: If any provision of these rules and regulations, or their application to any person
or circumstances, is held invalid, the remainder of the rules and regulations, or the application
of the provision to other persons and/or circumstances shall not be affected.

PLEASE FILL IN THE FOLLOWING AND RETURN TO THE CLERK/TREASURER
FOR PLACEMENT INTO THE PERSONNEL FILE.

[ acknowledge the receipt of the Town of Wilbur Personnel Manual, have read the manual and
have been given a chance to ask questions pertaining to this manual.

Employee Signature Date
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Town of Wilbur
Customer Service Policy

Customer service is everyone’s responsibility, not just those who staff the front desk. Every
time we interact with an individual, answer the telephone, send an e-mail, write a letter, or
attend a meeting, we are making an impression on our customers —whether they are citizens,
visitors, people working in Wilbur, people working with our staff on a project, or even Town
employees. These customer service standards were created for employees to follow to ensure
that the quality of service to all of our customers meets or exceeds their expectations.

All new employees will be introduced to these standards as part of their orientation program,
and the Town will continue to provide customer service training opportunities for employees so
that all staff understand the value of customer service as well as the importance of following

the Town’s approved standards.
Guiding Principles

“Customer Service is the reason for our existence as a Town government. Our customers have
the right to respect, safety, appropriate assistance, honesty, and competency, regardless of age,
ancestry, color, creed, disability, marital status, national origin, presence of children, race,
gender, or sexual orientation.”

1. Standards Covering All Customer Interactions “Customers have a right to expect...”

* Courtesy, respect, honesty and professionalism.

s That the staff person will listen to their request/question, ask for clarification if necessary,
and provide complete, knowledgeable, accurate, precise information regarding their

inquiry.

« The staff person will make a reasonable effort to provide information about the Town
and, as appropriate, other outside agencies related to their department’s/division’s

function.

2. Telephone/Voicemail “Customers have a right to expect that...”

« Telephones will be answered promptly (within three rings) whenever possible.
» Calls will be answered in a courteous manner (with a smile}.

« A person, not voicemail, will answer the main number at each answering station during
business hours.

o Staff will listen and understand the nature of requests before transferring a call; inform
callers to whom they are being transferred; and provide callers with the telephone
number and division of the person to whom they are being transferred. (Each
department is responsible for making arrangements to ensure the telephone is
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answered during business hours.) If a call comes during interdepartmental coverage,
staff will explain that they are covering for a different division and offer to take a
message or transfer the call to voicemail.

o Staff will, hefore transferring a call, provide the caller with the option to go to voicemail or
leave a message.

¢ Callers will receive acknowledgements of their voicemail messages within 24 hours on
regular business days.

¢ Qutgoing voicemail messages will be kept current and voicemail messages at answering
stations will be changed on days that the Town is closed.

+ Voicemail messages give at least one optional telephone number to call.

¢ Calls will be answered and returned in the order received. Callers may be given the option
to be put on hold or called back.

« if a caller is on hold for an extended period of time, periodic updates will be provided.

o All incoming telephone calls from external sources will be answered with a consistent
greeting such as “Town of Wilbur, [division], how may | help you?”

« Staff will leave their full name, department, telephone number, and time available when
leaving a message.

3. Meetings and Open Houses “Customers have a right to expect that...”
e They will be given reasonable advance notice of meetings.

+ Meeting notifications contain accurate information (date, time, place, point of contact,
telephone number, and directions).

« They will be informed of schedule changes or cancellations prior to the meeting.
» Agendas will be available and distributed in advance of the meetings.
« Meetings will start on time and end on time.

¢ Meetings will be organized, run efficiently (proper equipment and handouts),
and conducted in a professional manner.

« Security will be provided at meetings involving sensitive issues as determined by the
department head and/or facilitator.

¢ Meeting notices will be removed after a meeting has been completed.
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4. Public Amenities “Customers have a right to expect...”

e Properly maintained facilities, which are sanitary, completely operational, fully
stocked and supplied.

¢ Appropriate and timely responses to identified problems at a facility.

¢ Hours of regular operation to be posted and observed.

5. Money/Currency Exchange “Customers have a right to expect...”
» User-friendly bills/statements.

« That bills and permits may be paid via cash, check.

s Accurate financial transactions.

* A receipt or verification of transaction.

6. Written Correspondence (Includes but not limited to Letters, Memoranda, E-mails &
Faxes“Customers have a right to expect...”

« Information regarding their inquiries are complete, accurate and precise.

* A timely response to their request or an interim communication explaining the delay. A
timely response for e-mail is within 24 hours on a regular business day and for letters is
within five business days.

« All e-mails to contain a subject line, and a signature block including: the staff person’s
name, title, department, Town of Wilbur, address, telephone number, fax number and

e-mail address.
» E-mails sent to a large group of people will be copied to interested citizens.

* Fax cover sheets are legible, includes name, date, telephone number and department of
the sender and the name and fax number of the receiver.

7. In Person “Customers have a right to expect...”

+ A timely, courteous acknowledgement such as, Hello how may | help you, or Good
Morning, Good Afternoon or stch as eye contact or a positive indication that the staff
person knows they are there. Especially if the staff person is on the telephone or with
another customer.
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e If there is a person at a counter and the phone rings, the staff person will excuse
themselves, answer the telephone, ask the caller if they prefer to be put on hold or have
their call returned, and continue to help the customer.

8. In Person Contacts with Field Personnel “Customers have a right to expect...”

* When a resident approaches a Town employee who is doing work in the field, whenever
possible, staff will attempt to answer the question if it pertains to the employee’s
duties, or if the employee knows the answer,

e If a question pertains to an area outside of the employee’s scope of duties or department,
the employee will explain it is outside of the scope of their duties, and will provide the
customer with helpful number(s) to call. This will provide the customer with the correct
information they need to contact the department that can answer their question.

Our goal is to meet and exceed the expectations of our citizens. You are the first impression of
our community at times, a welcoming, pleasant, assuring personality, with excellent customer
service skills is our goal at all times. We expect all employees to listen to the customer’s
requests for assistance and be credible with your response in order to provide efficient business
relations and to be aware of our effect on the citizens and their Town concerns.

This Resolution shall be in effect upon its passage and approval.

Passed this_19"" day of March 2014,

Robert Wyborney, Ma/ér

ATTEST:
QNN N

N

Carla J. Shirley, Clerk/Treasurer

APPROVED AS TO FO%
ﬂ M{Mz/,v_w

\()na E. McMullen, Town of Wilbur Attorney
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