
KITSAP PUBLIC HEALTH BOARD 
MEETING AGENDA 

July 2, 2019 
12:30 p.m. to 1:45 p.m. 

Norm Dicks Government Center, First Floor Chambers Room 
Bremerton, Washington  

12:30 p.m. 1. Call to Order
Commissioner Rob Gelder, Chair

12:31 p.m. 2. Approval of June 4, 2019 Meeting Minutes
Commissioner Rob Gelder, Chair Page 3 

12:33 p.m. 3. Executive Session Pursuant to RCW 42.30.110 (1)(i): Discussion Related
To Potential Litigation
Keith Grellner, Administrator
Michelle Fossum, Attorney, Sayre, Sayre & Fossum (By Phone)

12:43 p.m. 4. Approval of Consent Items and Contract Updates: See Warrant and EFT
Registers and Contracts Signed Report
Commissioner Rob Gelder, Chair External document 

12:45 p.m. 5. Public Comment
Commissioner Rob Gelder, Chair

12:55 p.m. 6. Health Officer and Administrator Reports
Dr. Susan Turner, Health Officer & Keith Grellner, Administrator

ACTION ITEMS 

1:00 p.m. 7. Resolution 2019-02, Approving Revisions to the Health District
Personnel Manual
Karen Holt, Human Resources Manager Page 10 

1:15 p.m. 8. Resolution 2019-03, Approving Decrease in Health District
Revolving and Change Fund
Keith Grellner, Administrator Page 177 

INFORMATION & DISCUSSION ITEMS 

1:20 p.m. 9. Wildfire Smoke Communications Plan
Dr. Susan Turner, Health Officer & John Kiess, Environmental Health 
Director Page 181 

https://kitsappublichealth.org/about/board-meetings.php
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1:30 p.m. 10. Developing a Regional Clean Fuel Standard
Craig Kenworthy, Executive Director, Puget Sound Clean Air Agency

Page 184 

1:45 p.m. 11. Adjourn

All times are approximate. Board meeting materials are available online at 
www.kitsappublichealth.org/about/board-meetings.php  
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KITSAP PUBLIC HEALTH BOARD 
MEETING MINUTES 

Regular Meeting 
June 4, 2019 

The meeting was called to order by Board Chair, Commissioner Robert Gelder at 12:31 p.m.   

REVIEW AND APPROVE AGENDA 

There were no changes to the agenda. 

BOARD MEETING MINUTES  

Commissioner Ed Wolfe moved, and Commissioner Charlotte Garrido seconded the motion to 
approve the minutes for the May 7, 2019, regular meeting. The motion was approved 
unanimously. 

CONSENT AGENDA  

The June consent agenda included no contracts. 

Commissioner Garrido moved and Mayor Rob Putaansuu seconded the motion to approve the 
consent agenda, including the Contracts Update and Warrant and Electronic Funds Transfer 
Registers. The motion was approved unanimously.   

PUBLIC COMMENT 

There was no public comment.  

ADMINISTRATOR’S REPORT 

Administrator Update: 
Mr. Keith Grellner, Administrator, informed the Board that Dr. Susan Turner and several other 
directors were attending the Washington State Association of Local Public Health Officials 
(WSALPHO) conference in Leavenworth.  

He shared an update on behalf of Dr. Turner: flu season in Kitsap County appears to be over as 
of week 20, May 12-18, 2019, since the percentage of positive flu tests reported and influenza 
like illness visits at emergency departments fell below baseline. 

Next, Mr. Grellner informed the Board that the Health District is about to undergo it’s 2018 audit 
and he will invite one or more Board members to the entrance conference, and when complete he 
will invite members to the exit conference. 

Mr. Grellner also noted that Board Committee materials will be posted on the website shortly, in 
response to Mr. Roger Gay’s public comment at the May meeting. He said staff have been 
working to gather these materials and Mr. Grellner is reviewing them to post online. 
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Mr. Grellner reminded the Board that Group B water user agreements are required to be in place 
in September, per the new Group B regulations. He said notices will be sent out to Group B 
systems this week to remind system owners about user agreements. He said to direct anyone with 
questions to John Kiess, Environmental Health Director.  

Additionally, Mr. Grellner noted the requirement for water status reports during real estate 
transactions has been fully implemented. He said 200 reports were processed in May. 

Lastly, Mr. Grellner reminded the Board of the upcoming Baby Breakfast at Harrison Hospital at 
10:00 a.m. on Friday, June 28, 2019 to recognize and support the achievements of Nurse Family 
Partnership in Kitsap and Jefferson Counties. He said Senator Christine Rolfes will be speaking 
at the event. 

There was no further comment. 

TOBACCO, VAPING & MARIJUANA PREVENTION PROGRAM 

Ms. Megan Moore, Healthy Community Specialist in the Chronic Disease Prevention Program, 
provided the Board a presentation on the Health District’s Tobacco, Vaping and Marijuana 
Prevention program. 

The Chronic Disease Prevention Program at Kitsap Public Health seeks to intervene throughout 
the lifespan to reduce preventable diseases. Youth substance use prevention programs are 
essential in preventing substance use disorder and tobacco-related diseases.  

The Tobacco & Vapor Product Control & Prevention Program (TVPCPP) and the Youth 
Marijuana Prevention & Education Program (YMPEP) are grant-funded programs managed at 
the Washington State Department of Health (DOH). Funding for these programs comes from 
various sources including the Dedicated Marijuana Account (RCW 69.50.540).  

Locally, the Kitsap Public Health District tailors DOH strategies to the communities of the 
Olympic Region including Kitsap, Jefferson, and Clallam Counties. Our activities on the ground-
level are implemented by our partners at Kitsap County Human Services, Jefferson County 
Public Health, and Clallam County Health & Human Services.  

The presentation provided the Board with a brief overview of the work being done at a regional 
level under these two programs. 

Tobacco & Vapor Product Control & Prevention Program 
• 0.25 FTE dedicated to this program.
• Smokeless tobacco and cigarette use by youth are lower than ever in history.
• 2018 Healthy Youth Survey (HYS) saw a dramatic rise in youth vapor product use at the

state and national level, with Kitsap County being slightly higher than the state average.
• Vapor products are extremely inexpensive and accessible for youth
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• Many youth and parents believe vapor products contain no nicotine and are not harmful 
due to misleading labels and education 

• Two major State legislative successes in 2019: 
o Passed Tobacco 21 
o Passed Vapor Tax 

• Kitsap Public Health Board approved Ordinance 2016-01 – Prohibiting the Use of Vapor 
Products in Indoor Public Places 

o Health District staff just sent out 1200 “No Vaping Within 25 Feet” window 
clings for food-permit holding businesses. The businesses responded favorably to 
the window clings. 

 
Commissioner Gelder asked if the symbol used on the clings is a common depiction of vapor 
products. Ms. Moore said there are a couple different symbols used, but the main signifier is the 
lightning bolt. 
 
Youth Marijuana Prevention & Education Program 

• There is evidence that developing brains (under age 25) have higher likelihood of 
challenges with memory, attention, learning, poor school performance, and increased 
problematic behaviors. Additionally, those under 25 have an increased risk of mental 
health illnesses such as depression, anxiety, psychosis and other mental illnesses.  

• HYS found that there has not been an increase in youth use of marijuana since the 
legalization of marijuana retailers. 

 
Mayor Kol Medina said it is shocking that, according to the HYS, nearly one out 
of three high schoolers have used marijuana in the last 30 days. He asked how use 
is defined by the survey. Ms. Moore explained that the statistic was related to any 
kind of use in the last 30 days, ranging from tried marijuana once or use it 
heavily. She said this is an alarming number. She added that there is some data 
reported on how frequently youth use marijuana and she can get this information 
to the Board. 
 
Mayor Becky Erickson said she has heard that marijuana use in youth has been 
attributed to increased rates of schizophrenia and asked if the data around this 
issue is becoming clearer. Ms. Moore said there is research around the linkage 
between THC and psychosis and noted that the levels of THC in marijuana are 
higher than they have ever been. Mayor Erickson said it is important to continue 
researching this linkage. Ms. Moore added that one small study found that 50% of 
all new mental health cases have some relationship to marijuana use in the nation. 
She said that as more laws are passed on this issue, there will be more trend data 
available. 

 
• Marijuana retailers have a high compliance rate of not selling to minors in comparison to 

tobacco retailers. 
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• 25% of youth obtain marijuana from a family source (sibling or parent, with or without 
parent permission). 

• Working to educate parents about responsible use, including locking up or hiding 
marijuana, the same way they would with alcohol. 

• There is concern about the low perception of harm in Kitsap County. There is an increase 
in youth and parents who believe marijuana is not harmful. 

• Historically, when a substance is normalized in the community, it leads to an increase in 
youth use. 

• Marijuana is very inexpensive. One high is more affordable than other activities, such as 
a night of bowling or going to a movie. 

• There has been talk at the state level of increasing or removing the cap on the number of 
retailer licenses in each county. This would increase access for youth and create more 
normalization of marijuana use in the county. 

 
Lastly, Ms. Moore said there are limitations on tobacco and vapor prevention policy options due 
to preemption, but there are not the same policy limitations for marijuana. She said staff want to 
get ahead of the curve forecasted by the data she showed regarding decrease in perception of 
harm. She shared some opportunities for prevention policies that have been implemented in other 
jurisdictions nationally: density restrictions, such as cap on retailers in low poverty or school 
areas; county-wide restriction of billboards or restriction of billboards on bus routes; restrictions 
on marijuana event licenses, such as Hempfest; or restrictions on attractive lighting on the 
exterior of retail locations. 
 
Commissioner Gelder said the Board’s concern is the preemption of local authority as state 
policies change, which is something for the Board to keep an eye on. 
 
Mayor Erickson noted that the City of Poulsbo does not allow marijuana retailers inside city 
limits. She said some of the regulations Ms. Moore suggested to the Health board may be in 
direct conflict with land-use laws. She asked if Ms. Moore had discussed these policy options 
with a land-use attorney. Ms. Moore explained that these were just examples of what 
jurisdictions in other parts of the nation were doing, and that the Board would need talk to 
attorneys if it were to consider implementing any of the policies.  
 
Commissioner Gelder added that some of these policies may be things the jurisdictions may need 
to address at the local level, rather than through the Health Board. 
 
Ms. Moore added that an infographic from the CDC was included in the Board packets that 
could be used for a variety of audiences, and if the Board members are interested in using the 
infographic, she can distribute it in a number of media formats.  
 
There was no further comment. 
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NOXIOUS WEED MANAGEMENT 
 
Mr. Grellner informed the Board that on March 29, 2019, the Kitsap Environmental Coalition 
(KEC) emailed the County Commissioners and requested that they, in their roles as county 
commissioners and Health Board members, ban the sale and use of Glyphosate in Kitsap County.  
 
He introduced Dana Coggon from the County’s Noxious Weed Program. He said the purpose of 
this presentation was to provide the Health Board with information concerning Glyphosate and 
explain how herbicides like Glyphosate are one of a number of tools that may be used to manage 
noxious weeds as required by law and begin a discussion about how the Health Board may want 
to respond to the KEC’s request. 
 
Mr. Grellner also noted the recent resolution signed by the Commissioners to discontinue use of 
Glyphosate on county owned property and right of way, and a draft Toxicological Profile for 
Glyphosate from the Agency for Toxic Substances and Disease Registry of the U.S. Department 
of Health and Human Services (April 2019). Additionally, Mr. Grellner said he has submitted a 
legal request to the Health District’s attorney to see if the Health Board has authority to ban the 
sale or use of herbicides. 
 
Mayor Medina said the Bainbridge Island City Council looked into this previously and were 
given the impression that state law doesn’t give authority to local jurisdictions to regulate 
herbicides. He said he suspects the Health Board will be told the same. Mr. Grellner said that is 
his suspicion too, but is waiting to hear back from the attorney.  
 
Ms. Coggon said noxious weeds are defined as non-native, invasive and aggressive plants which 
are extremely difficult to control. Noxious weeds have significant ecological impacts and cause 
harm to human and animals. There are currently 170 plants designated as noxious weeds in 
Washington State. The County is given authority to maintain noxious weeds through state law 
(RCW 17.10) which states jurisdictions should limit economic loss and adverse effects to 
Washington's agricultural, natural, and human resources due to the presence and spread of 
noxious weeds on all terrestrial and aquatic areas in the state. 
 
Noxious weeds are divided into three classifications: Class A, Class B, and Class C. Class A 
weeds pose a serious threat to the state and are the highest priority of the program. Giant 
Hogweed, a Class A weed, can cause caustic burns and lifelong scarring if touched. The program 
does education and outreach to the public for appropriate management and removal of noxious 
weeds outside of the program’s ability to manage directly.  
 
Ms. Coggon said the Noxious Weed Program manages over 6,000 sites and that the program 
only uses about two gallons of Glyphosate on average per year. She said the program uses 
integrated vegetation management. Program staff try to stop the seed set where it first starts 
through prevention, but when that is not possible, they use a variety of approaches to eradicate 
the weeds. Some of these approaches include digging up the plants and using small, targeted 
amounts of herbicide. She said most of the product they use is broadleaf herbicide that is 
certified to be used in waterways. Additionally, she said a challenge is noxious weeds around 
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wellheads. The program seeks ways to eradicate weeds while ensuring no pesticides enter the 
wellheads. Ms. Coggon said the program tries to avoid using pesticides but when they do, they 
track when and where they were used and their implications. 

Ms. Coggon said she appreciates the County’s updated regulations about using Glyphosate near 
roads, but also appreciates that her program can use a small amount of Glyphosate in targeted 
areas where and when needed. She said she is of the mindset that we should be learning about 
implications and looking at alternative methods when possible.  

Mayor Erickson asked what Crossbow is made of. Ms. Coggon explained that it consists of two 
active ingredients, Triclopyr and 2, 4-D, which manage only broadleaf plants and do not impact 
other species.  

Mayor Erickson asked if Crossbow is getting the same kind of reputation as Roundup 
(Glyphosate). She also asked if the program posts alternative methods on their website for public 
to use on noxious weeds. Ms. Coggon explained that the program does not publish any 
recommendations of products, but that the program publishes which products they have used and 
where. She said the program tells the public to do their own research and select a product or 
method that works best for their own property. Ms. Coggon added that Glyphosate should be a 
last resort after trying other methods, which is what the Noxious Weed Program does. 

Mayor Medina informed Ms. Coggon that the City of Bainbridge Island set aside money in the 
budget for noxious weed management and is awaiting a proposal. Ms. Coggon said the City 
already has a line item for the Noxious Weed Program to manage weeds along roadways, but 
that she knows of volunteer groups that would be interested in using the funding to look at ways 
to eradicate other types of noxious weeds, such as Scotch broom. She said she will let those 
groups know to reach out to the City with a proposal. 

There was no further comment. 

ADJOURN 

There was no further business; the meeting adjourned at 1:45 p.m. 

_________________________________  _______________________________  
Robert Gelder Keith Grellner 
Kitsap Public Health Board Administrator 

Board Members Present:  Mayor Becky Erickson; Commissioner Charlotte Garrido; 
Commissioner Robert Gelder; Mayor Kol Medina; Mayor Robert Putaansuu; Mayor Greg 
Wheeler; Commissioner Ed Wolfe. 
Board Members Absent:  None. 

Page 8



Kitsap Public Health Board 
Regular Meeting 
June 4, 2019 
Page 7 of 7 

Common\Admin\Board-KPHD\2019\06 June\Board Minutes June 2019 DRAFT 

Community Members Present: Dana Coggon; Kitsap County Noxious Weed Program; Pam 
Hamon, League of Women Voters – Kitsap. 

Staff Present: Angie Berger, Administrative Assistant, Administration; Dana Bierman, 
Community Liaison, Chronic Disease Prevention; Keith Grellner, Administrator; Karen Holt, 
Program Manager, Human Resources; Joffrey Inocencio, Intern, Public Health Emergency 
Preparedness and Response; Dayna Katula, Manager, Food and Living Environment; Lyndsey 
Kellum, Community Liaison; Chronic Disease Prevention; Melina Knoop, Environmental 
Health Specialist 2-RS; Melissa Laird, Program Manager, Accounting and Finance; Megan 
Moore, Community Liaison, Chronic Disease Prevention; Yana Shuhler, Secretary Clerk, 
Support Services; Tad Sooter, Public Information Officer & Communications Coordinator; Jim 
Zimny, Assistant Director, Environmental Health Division; 
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MEMO 
To: Kitsap Public Health Board 

From: Karen Holt, Human Resources Manager 

Date: July 2, 2019 

Re: Resolution 2019-02, Approving Revisions to the Health District Personnel Manual 

The Kitsap Public Health District is requesting Kitsap Public Health Board approval of Resolution 
2019-02, Approving Revisions to the Health District Personnel Manual. Certain provisions 
contained in this Manual have changed over time and require updating. Such changes, described 
below, are subject to Health Board approval.  

Attached, please find the following documents related to this request: 

• Proposed Resolution 2019-02, Approving Revisions to the Health District Personnel
Manual; 

• A “red-lined” version of the current Personnel Manual showing the proposed
revisions (Please note this red-lined document has some formatting issues that will be
corrected in the final document, once approved); and 

• A clean DRAFT version the proposed revisions to the Personnel Manual in its entirety. 

The proposed revisions in the attached draft documents have been reviewed and approved by 
our legal counsel, specifically Kitsap County Prosecuting Attorney staff and Summit Law Group, 
our legal representative for contract negotiations with our labor union, PROTEC 17 (formerly the 
Professional and Technical Employees, Local 17).  

Following below is a summary of the proposed revisions: 

• References to the Washington State Legislature Initiative Measure No. 1433, the
Washington State Paid Sick Leave Law, were updated to be consistent throughout the
document. General Leave accrual availability for purposes of the law was changed to
mirror the recently approved Collective Bargaining Agreement for represented Health
District staff which became effective January 1 of this year. Clarification of the statute as
applicable to Attendance and Absenteeism was also added.

• The introductory probationary period for new employees was updated to mirror the
current Collective Bargaining Agreement, which now provides for a one-year probationary
period, increased from six months.
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• Recruitment procedures have been updated to reflect changes to support the District’s
electronic recruitment program provided through NEOGOV and advertised through
GovernmentJobs.com.

• Performance evaluation requirements were changed to reflect the current evaluation
procedures recently updated through an internal Quality Improvement Project.

• Some language was added to Chapter 10, General Policies and Codes of Conduct, to
clarify and highlight employee responsibilities and District expectations.

• Information regarding the Health District’s emergency text alert system for employees in
the event of severe weather or an extraordinary event has been added.

• Links to policies contained in the appendices throughout the document were removed as
they are easily accessed and available electronically through the Health District’s A-Net.

• Other miscellaneous items or references have been updated, modified or deleted for
clarification as a matter of housekeeping.

Recommended Action 

The Health District recommends the Health Board make and approve a motion such as the 
following: 

The Board moves to approve Resolution 2019-02, Approving Revisions to the Health 
District Personnel Manual. 

If you have questions, comments or need additional information, please contact me at (360) 728-
2294, or karen.holt@kitsappublichealth.org. 

Attachments: Resolution 2019-02, Approving Revisions to the Health District Personnel  
Manual 
Draft Health District Personnel Manual with Red-lined Edits (July 2, 2019) 
Clean Draft of Revised Health District Personnel Manual (July 2, 2019) 
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KITSAP PUBLIC HEALTH BOARD 
RESOLUTION 2019-02 

Approving Revisions to the Health District Personnel Manual 

WHEREAS, the Kitsap Public Health District Personnel Manual was last approved by the 
Kitsap Public Health Board on April 3, 2018; and   

WHEREAS, the Kitsap Public Health District Personnel Manual applies to both unrepresented 
employees and to union-represented employees when the provisions of the Manual are adopted 
by specific reference in the collective bargaining agreement or when the collective bargaining 
agreement is silent; and   

WHEREAS, revisions are needed in order to update the Personnel Manual in accordance with 
changes in the collective bargaining agreement, employment law, and human resources best 
practices; and     

WHEREAS, certain provisions contained in this Personnel Manual have changed over time and 
require updating; and  

WHEREAS, the Health District’s legal counsel has reviewed and approved the proposed 
revisions to the Personnel Manual; and  

WHEREAS, changes in the Personnel Manual are subject to Kitsap Public Health Board 
Approval; 

NOW, THEREFORE, BE IT RESOLVED, that the Kitsap Public Health Board finds that the 
Kitsap Public Health District Personnel Manual revisions meet with their approval and are 
effective immediately. 

APPROVED:  July 2, 2019 

Commissioner Robert Gelder, Chair 
Kitsap Public Health Board 
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PERSONNEL MANUAL 

 July 2 April 3, 20189  

Adopted:  April 1, 1967 
Revised:  June 11, 1981 

May 6, 1982 
November 10, 1983 
October 4, 1984 
June 6, 1985 
July 31, 1985 
January 2, 1986 
September 6, 2000 
March 6, 2001 
February 3, 2003 
June 2, 2009 
February 1, 2011 
June 7, 2011 
December 6, 2011 
January 1, 2013 
April 2, 2013 
October 1, 2013 
November 5, 2013 
September 2, 2014 
November 4, 2014 
January 5, 2016 
April 3, 2018 
July 2, 2019 

   For questions, call Human Resources 
(360) 728‐2294
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CHAPTER 1 – INTRODUCTION 

1.1  ABOUT THE  HEALTH DISTRICT 

The  Kitsap  Public  Health  District  (“Health  District”)  was  established  in  1947  under  Chapter 70.46 
Revised  Code  of Washington  (RCW).  In  accordance with  RCW  70.05,  the  governing  Board  for  the 
Health  District  consists  of  the  three  (3)  Kitsap  County  Commissioners  and  the  Mayor  or  a  City 
Councilmember as appointed by each of the cities of Bremerton, Bainbridge Island, Port Orchard, and 
Poulsbo.  The  Health  District  works  to  protect  people  from  harmful  conditions  and  to  promote 
healthy  behaviors.  Through  a  broad  range  of  critical  activities,  the Health District  helps  to  reduce 
disease and injury, as well as the health care costs associated with them. To accomplish these broad 
responsibilities,  the  Kitsap  Public  Health  Board  (“Board”)  has  established  the  following  mission 
statement, vision statement, and guiding principles: 

1.1.1  Mission Statement 

Kitsap Public Health District prevents disease and protects and promotes the health of all 
persons in Kitsap County. 

1.1.2  Vision Statement 

Striving to make Kitsap County a safe and healthy place to live, learn, work, and play. 

1.1.3  Guiding Principles 

Prevention  We believe prevention  is the most effective way to protect our 
community from disease and injury. 

Partnerships  We work with others when collaboration will produce better and 
faster results. 

Effectiveness  We make data‐driven decisions and use science‐based practices 
to produce the best possible outcomes. 

Equity  We believe all Kitsap residents should have an equal opportunity 
to live healthy and safe lives. 

Quality  We  continuously  improve  the  quality  of  our  services  and 
systems  to  better  serve  the  community  to  which  we  are 
accountable. 

1.2  ORGANIZATION 

The  Board  serves  as  the  Health  District’s  governing  body.  It  is  responsible  for  developing  and 
approving  the Health District  policies,  guidelines,  and  the  classification plan  contained herein.  It  is 
responsible for setting the annual budget, which reflects the salary ranges for classifications.  

The Board appoints a Health Officer and hasmay appointed an Administrator under RCW 70.05.040.  
The Health Officer, who must be an experienced physician licensed to practice medicine as required 
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by RCW 70.05.050 and hold a degree of master of public health or its equivalent, is responsible for 
the  powers  and  duties  set  forth  in  RCW  70.05.070  and  other  applicable  state  law,  and  is  also 
responsible for the Health District’s public health functions of community health assessment, public 
health policy development, and assurance of health service delivery. The Administrator, if appointed, 
acts  as  executive  secretary  and  administrative  officer  for  the  Board,  and  is  responsible  for 
administering  the operations of  the District  including  such other  administrative duties  required by 
the local health board, except for duties assigned to the Health Officer in RCW 70.05.07070.05.070 
and other applicable state law.  

The Administrator has  the authority  to approve Health District  reorganizations and  changes  in  the 
classification plan within the adopted Health District budget. The Administrator has the responsibility 
to  ensure  that  the  Division  Directors  and  staff  adhere  to  the  Health  District’s  policies,  rules,  and 
guidelines, including the provisions contained in this Manual.  

The Human Resources Manager has been delegated  the responsibility  to administer all  the human 
resources  activities  of  the  Health  District  and  implement  and  maintain  a  professional  system  of 
personnel management  in accordance with  the Health District’s policies,  rules, annual budget, and 
this  Manual.  The  Human  Resources  Manager  has  the  responsibility  under  the  direction  of  the 
Administrator to develop administrative,  legal and personnel policies, procedures and guidelines as 
necessary  to  assist  in  the  administration  of  the  Health  District,  provided  that  such  policies, 
procedures and guidelines are consistent with the intent of the provisions contained in this Manual.

1.3  PURPOSE 

This  Personnel  Manual  is  provided  as  a  reference  source  relating  to  the  hiring,  compensation, 
working  conditions,  promotions,  transfers,  discipline,  and  other  matters  affecting  the  status  of 
Health  District  employees. While  this Manual  is  not  a  legal  agreement,  nor  an  express  or  implied 
promise of specific treatment in particular circumstances, you will find it helpful to read this Manual 
entirely  to  understand  the  Health  District’s  general  guidelines,  policies,  procedures,  rules,  and 
benefits. The provisions contained in this Manual will change over time. Subject to approval by the 
Board, the Health District reserves the right to amend, modify, delete, alter, supplement, suspend, or 
terminate any statements or policies in this Manual and any employee benefits at any time, with or 
without  notice.  The  Administrator  and  the  Board  also  reserve  the  right  to  deviate  from  the 
statements  or  policies  contained  herein  in  individual  situations  to  avoid  disruptions  in  the  public 
employer  function, or  to achieve  its primary mission of providing orderly and cost‐ efficient public 
health services to the public. As the Health District is the author of this Manual, interpretation of the 
provisions contained herein is determined by the Health District.  

1.4  APPLICABIL ITY  

1.4.1   Positions Covered 

All positions and offices in the Health District service are covered by this Manual except:  

A. The Health Officer.

B. The Administrator.
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C. The members of  all  boards  and  committees appointed by  the Board or  the Health
Officer, Administrator, or their designee.

D. Persons covered by a separate contract of employment.

E. All student interns and volunteers.

F. At‐will employees in positions as prescribed by state law, or as may be designated by
the Administrator or by the Board.

1.4.2  Supplementation of Collective Bargaining Agreement 

This  Manual  applies  to  represented  employees  who  are  covered  by  the  terms  and 
conditions of a collective bargaining agreement, but only in accordance with the following: 

A. The provisions of this Manual may be adopted by specific reference and included as
a part of the collective bargaining agreement.

B. The  provisions  of  this Manual  apply  where  the  collective  bargaining  agreement  is
silent  on  any  subject  covered  herein  to  clarify  or  elucidate  any  provision  of  a
collective bargaining agreement.

1.5  EMPLOYER RIGHTS 

1.5.1    The Health District  reserves all  legal  rights with  respect  to matters of general  legislative, 
executive, and/or administrative policy, which include, but are not limited to the exclusive 
right to: 

A. Determine its mission.

B. Select standards for employment and promotion.

C. Direct its employees.

D. Take disciplinary action.

E. Relieve its employees from duty because of lack of work or other reason.

F. Contract out work.

G. Maintain the efficiency of governmental operations.

H. Determine  the methods, means,  and personnel by which governmental operations
are to be conducted.

I. Take all necessary actions to carry out its mission in an emergency.

J. Exercise complete control and discretion over its organization and the technology of
performing its work.

1.5.2  The Health District also  reserves  the  right of  the Administrator and  the Board to deviate 
from the statements or policies in this Manual in individual situations to avoid disruptions 
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in the public employer function, or to achieve its primary mission of providing orderly and 
cost‐efficient services to the public.      

1.6  EMPLOYEE  RIGHTS 

1.6.1   Employees have  the  right and shall be protected  in  the exercise of such right,  freely and 
without fear of penalty or reprisal, to form, join, and assist any employee organization or 
to refrain there from.  

1.6.2  No  employee will  knowingly  be  directed  to work  in  a  condition,  location,  or  assignment 
that would constitute a hazard to the employee’s health or well‐being. 

1.6.3  Employees  shall  be  protected  from  discrimination  or  harassment  on  the  basis  of  race, 
color, religion, sex, national origin, age, marital status, sexual orientation, the presence of 
any sensory, mental or physical disability, veteran’s status, or any other bases forbidden by 
federal, state, or local laws. 

1.7  SEVERABIL ITY 

If  any provision within  this Manual  or  application of  the  guidelines,  policies,  procedures  and  rules 
contained herein to a person or circumstances  is held  invalid, the remainder of this Manual or the 
application of the provisions to other persons or circumstances will not be affected. 

1.8  REVIS IONS,  ADDIT IONS  AND DISTRIBUTION 

As  changes  occur,  all  divisions  will  receive  the  revisions  and  additions  to  this  Manual.  A 
memorandum may be included with the revised pages giving instructions and explanations for each 
change, when necessary. The current date of each edition is entered in the lower right‐hand corner 
of  each  page.  The  Human  Resources  Manager  is  responsible  for  updating  the  provisions  in  this 
Manual and making it accessible to all employees.  

1.9  NOTICES 

Any notice given by the Health District as provided for in this Manual shall be effective on the date of 
delivery.  Any  notice  by  an  employee  or  applicant  is  effective  upon  receipt  of  such  notice  by  the 
Health District. 
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CHAPTER 2 – DEFINITIONS 

2.1 ADMINISTRATOR – Appointed by and acting under the direction of the Board, the Administrator is the 
executive secretary and administrative officer for the Board, and is responsible for administering the 
operations of the District including such other administrative duties required by the Board, except for 
duties  assigned  to  the  Health  Officer  as  enumerated  in  RCW  70.05.07070.05.070  and  other 
applicable state law.  

2.2 ADMINISTRATIVE LEAVE – Paid time off as determined by the Administrator for an investigation or other 
administrative proceeding or for time lost due to inclement weather. 

2.3 ADMINISTRATIVE TIME – Time off for exempt employees for any time worked in excess of the exempt 
employee’s  regular  workweek,  calculated  on  an  hour‐for‐hour  basis,  and  as  authorized  by  the 
exempt  employee’s  direct  supervisor  or  Division Director.  The maximum  accrual  of  administrative 
time shall not exceed forty (40) hours at any time.  

2.4 BREAK  IN  SERVICE  – A  break  in  continuous  service  occurs when  an  employee  is  on  unpaid  leave  for 
fifteen (15) calendar days or more. 

2.5 COMPENSATORY  TIME  –  Paid  time  off  the  job  that  is  granted  to  a  non‐exempt  employee  in  lieu  of 
overtime  pay  for  hours  worked  beyond  their  assigned  full‐time  equivalency  forty  (40)  hours  in  a 
workweek. 

2.6 CONTINUOUS SERVICE/SENIORITY – Length of continuous service by an employee, which includes periods 
of  authorized  paid  leave  and  time  between  separation  and  re‐employment  not  to  exceed  two  (2) 
years.  All  benefits  based  on  length  of  service  are  computed  on  the  basis  of  seniority,  unless 
otherwise specified. Seniority does not accrue during periods of unpaid leave of fifteen (15) calendar 
days or more. 

2.7 DEMOTION  ‐  The downgrade of  an employee  from one  classification  to another having a  lower pay 
range. 

2.8 DIRECTOR OF HEALTH –  The administrative and health officer of the Health District prior to November 
5, 2013. The Board currently appoints two individuals, an Administrator and a Health Officer under 
RCW 70.05.040.  Any use of  the use of  the  term, Director  of Health,  in Health District  policies  and 
agreements  shall  refer  to  the  Administrator,  unless  the  term  references  powers,  duties,  or 
responsibilities of the Health Officer set forth in RCW 70.05.070 and other applicable state law. 

2.9 DIVISION DIRECTOR  ‐    An  employee who  reports  directly  to  the Administrator  and  is  responsible  for 
directing one or more of the Health District divisions.   

2.10 EMPLOYING  OFFICIAL  ‐  A  person  responsible  for  the  employment,  discipline,  or  termination  of 
employees, usually a Program Manager, Division Director, or designee. 

2.11 EXEMPT  EMPLOYEE  –  An  executive,  administrative,  or  professional  employee  exempt  from  the 
minimum wage and overtime requirements of  the Washington Minimum Wage Act and Fair  Labor 
Standards Act (FLSA). Exempt employees are hired to fulfill the duties of their positions and expected 
to work the hours needed to complete work assignments. 
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2.12 EXTRA‐HELP  HOURLY  EMPLOYEE  –  Non‐regular  employees  who  are  at‐will  for  the  entire  period  of 
employment, whose employment may be terminated for convenience by the employing official, and 
who work variable hours and are paid on an hourly basis. Extra‐help hourlyHourly employees receive 
only  those  benefits  required  by  federal  or  state  laws  and  do  not  receive  Health  District  benefits 
unless authorized by the Administrator. 

 
2.13 FULL  MONTH  OF  EMPLOYMENT  –  For  purposes  of  paid  leave  and  benefits  eligibility,  a  full  month  of 

employment is any calendar month in which a probationary, provisional or regular employee is in a 
paid status for at least eighty (80) hours if a full‐time employee, or for prorated hours based on the 
regular full‐time equivalency if a part‐time employee.  

 
2.14 FULL‐TIME  EMPLOYEE  –  A  regular  employee  who  is  hired  to  work  forty  (40)  hours  per  week  in  a 

budgeted position. 
 

2.15 HEALTH OFFICER – An experienced physician who must be licensed to practice medicine as required by 
RCW 70.05.050  and hold  a  degree of Master  of  Public Health  or  its  equivalent.  Appointed by  and 
acting under the direction of the Board, the Health Officer is responsible for the powers and duties 
set  forth  in  RCW  70.05.070  and  other  applicable  state  law  and  is  also  responsible  for  the  Health 
District’s public health functions of community health assessment, public health policy development, 
and assurance of health service delivery.  

 
2.16 IMMEDIATE  FAMILY  –  Includes  the  employee's  spouse,  children  (including  step  and  foster  children), 

parents,  parents‐in‐law  or  grandparents,  or  as  otherwise  specified  in  this Manual  or  other Health 
District policies.  

 
2.17 NON‐EXEMPT  EMPLOYEE  –  An  employee  who  is  subject  to  the  minimum  wage  and  overtime 

requirements of the Washington Minimum Wage Act and the Fair Labor Standards Act. 
 
2.18 PART‐TIME  EMPLOYEE  ‐  A  regular  employee  who  has  successfully  completed  a  probation  period  as 

defined in these policies, and who is hired to work less than forty (40) hours in a workweek. Regular 
part‐time  employees  are  eligible  for  Health  District  benefits  prorated  based  on  their  full‐time 
equivalence. 

 
2.19 PROBATIONARY EMPLOYEE ‐ Employees who have not yet completed their probation period in a regular 

position and who have not been certified to regular employment status. Unless otherwise specified, 
when  regular  employees  are  referred  to  in  these  policies,  they  include  probationary  employees. 
Probationary  employees  are  eligible  for  all  employment  benefits  offered  to  regular  employees; 
however, they are not eligible to use any leave accrued, except as outlined in this manual.allowed by 
Initiative Measure No.  1433, (Washington State Paid Sick Leave Law), until successful completion of 
their  probation  period.  The  employment  of  probationary  employees  may  be  terminated  for 
convenience at any time during the probation period by the employing official with or without notice 
and without right to appeal. 

 
2.20 PROJECT  EMPLOYEE  ‐  Non‐regular  employees  who  are  at‐will  for  the  entire  period  of  employment, 

whose employment may be terminated for convenience at any time by the employing official, and 
who  hold  jobs  of  limited  duration  to  accomplish  special  projects.  Project  employees  receive  only 
those benefits  required by  federal or  state  laws and do not  receive Health District benefits unless 
authorized by the Administrator. 
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2.21 PROVISIONAL  EMPLOYEE  ‐  An  employee  who  is  hired  into  a  position  for  a  period  of  time  up  to  a 
maximum of  two  (2)  years. Provisional employees are eligible  for Health District benefits prorated 
based on  their  full‐time equivalence; however,  they are not eligible  to use any accrued paid  leave 
until  completion  of  six  (6)  months  of  provisional  service,  except  for  purposes  outlined  in  RCW 
49.46.210,as allowed by Initiative Measure No.  1433, the (Washington State Paid Sick Leave Law)). 
The employment of provisional employees may be  terminated  for convenience at any  time by  the 
employing official with or without notice and without right to appeal. Regular employees who accept 
a provisional appointment are not considered provisional employees and have the right to revert to 
their previous or comparable position at the end of the provisional appointment. 

2.22 REGULAR  EMPLOYEE  –  Employees  in  budgeted  positions,  who  have  successfully  completed  their 
probationary employment period. Regular employees are credited with continuous service from the 
date of hire into a budgeted position. 

2.23 SEXUAL ORIENTATION – Heterosexuality, homosexuality, bisexuality, and gender expression or identity.  
As used in this definition, “gender expression or identity” means having or being perceived as having 
a  gender  identity,  self‐image,  appearance,  behavior,  or  expression,  whether  or  not  that  gender 
identity,  self‐image,  appearance,  behavior,  or  expression  is  different  from  that  traditionally 
associated with the sex assigned to that person at birth. 

2.24 SUPERVISOR  – An employee with  the Health District who has been delegated  the  responsibility  and 
authority to hire, suspend, promote, discipline, terminate, or direct other employees, or recommend 
such action; assign, monitor, and evaluate the work, approve leave requests, authorize overtime, etc. 
of assigned staff. 

2.25 TEMPORARY EMPLOYEE – Non‐regular employees who are at‐will for the entire period of employment, 
whose employment may be terminated for convenience by the employing official, and who hold jobs 
for  no  more  than  six  (6)  months  duration  usually  due  to  abnormal  workloads  or  emergencies. 
Temporary  employees  receive  only  those  benefits  required  by  federal  or  state  laws  and  do  not 
receive Health District benefits unless authorized by the Administrator. A temporary assignment may 
extend beyond the six‐month limitation only with specific approval from the Administrator. 
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CHAPTER 3 – RECRUITMENT 
 
 

3.1  RECRUITMENT 
 

3.1.1  The Human Resources Office  develops  and  conducts  a  recruitment program designed  to 
meet  current  and  projected  employment  needs.  The  Health  District  selects  qualified 
applicants  to  fill  job  openings  based  on  job  qualifications  to  ensure  a  highly  skilled, 
productive,  and  diverse  workforce.  Discrimination  in  selection  because  of  race,  color, 
religion,  sex,  national  origin,  age, marital  status,  sexual  orientation,  the presence of  any 
sensory, mental  or  physical  disability,  veteran’s  status,  or  any  other  bases  forbidden  by 
federal, state, or local laws is prohibited. 

 
3.1.2   Any  applicant  or  employee  who  feels  that  he  or  she  has  been  discriminated  against 

because of race, color, religion, sex, national origin, age, marital status, sexual orientation, 
the presence of  any  sensory, mental or physical disability,  veteran’s  status, or any other 
bases prohibited by  federal,  state, or  local  laws must  follow the grievance procedure set 
forth  in this Manual or  in the Health District’s Harassment and Discrimination Prevention 
PolicyHarassment and Discrimination Prevention Policy (See Appendix A). 
 

3.1.3  Types of Job Announcements 
 
A. Outside Posting:  An employing official may request to post a notice of job vacancy to 

the general public. Applications are accepted from any qualified persons who wish to 
apply. The notice is posted for a minimum of five (5) working days before filling a job 
vacancy. Note: No posting is required in a re‐employment situation.  

 
B. Internal Posting:   An employing official may request to post a notice of job vacancy 

internally only to Health District employees. Applications are restricted to employees 
in regular, budgeted Health District positions. The notice is posted for a minimum of 
five (5) working days prior to filling the vacancy. 

 
3.1.4   Recruitment Procedures 

 
A. Position Vacancy:  To begin the recruitment process, the employing official submits a 

completed “Request for Personnel” form to the Human Resources Office. The Human 
Resources  Office  will  prepare  a  job  announcement  and  begin  the  recruitment 
process, coordinating the recruitment activities with the employing official. There is 
no posting requirement in a rehire situation. 

 
B. Distribution  of  Posting:    All  job  vacancy  postings  should  be  posted  on  the  official 

bulletin board at the main office. Outside Job Vacancy Notices may also be posted on 
the  Health  District’s  web  page  on  the  Internet,  a  public  sector  job  search  engine, 
recorded on the 24‐hour job line, advertised in local newspapers, and distributedsent 
to other agencies as appropriate.  

 
3.1.5  Applications 

 
A. Filing of Applications:  Applications for employment need to be filed electronicallyon 

such forms as may be prescribed by the Human Resources Office. These applications 
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forms must be filled out completely by each applicant. A separate application must 
be  submittedcompleted  for  each  open  position  open.  Applications must  be  signed 
with  the  applicant’s  original  signature.  Applicants  are  responsible  for  promptly 
notifying  the  Human  Resources  Office  of  any  changes  in  contact  information, 
including email, of address and or telephone number so that the information may be 
corrected on the application. Applications will not be returned to the applicant.  

1. To  be  accepted,  an  electronic  application  must  be  received  by  the  Human
Resources Office  by  the  date  and  timeclose  of  business  on  or  before  the  final
filing  date  specified  specified  in  the  announcement.  Access  to  the  electronic
application  system  is  not  available  after  the  specified  closing date  and  time.  If
indicated on the job announcement, applications postmarked by the final closing
date will  be  accepted.  The  Human  Resources  Office  is  not  responsible  for  the
manner, method of delivery, or defective delivery.

1. To  be  accepted,  an  electronic  application  must  be  received  by  the  Human
Resources Office by the date and time specified in the announcement. Access to 
the electronic application system is not available after the specified closing date 
and time. 

2. All  information  submitted  in  the  application  process  will  be  subject  to
investigation and verification prior to appointment. The Human Resources Office
may  require  proof  of  education,  experience,  and  other  claims  as  is  deemed
appropriate.

2. 
3. Any  applicant  who  supplies  false  or  misleading  information  on  his  or  her

application,  or  anytime  during  the  recruitment  process,  is  disqualified  or
subject to immediate termination if hired.

B. Review of Applications:    All  application packets  submitted  for  job openings will  be
reviewed  following  a  screening process based on  the  job  requirements outlined  in
the  job  vacancy  notice,  including  the  skills,  knowledge,  and  experience  that  are
necessary to perform the work of the position.

C. Notice to Applicants:  Each person who files an application for an announced vacancy
may obtain information concerning the status of his or her application upon request.
Each applicant who is accepted for an examination will be notified by their preferred
contact method,  generally  telephone or  via  email  in writing of  the  scheduled  time
and place of the examination. The Human Resources Office is not responsible for the
quality of mail delivery service.

D. Rejection of Applications:  The Human Resources Manager or designee has discretion
to  reject  any applicant  from  further  consideration. What  follows  is a non‐exclusive
list of reasons for which an applicant may be rejected:

1. The  applicant  does  not  meet  the  minimum  qualification  requirements
established for the position.

2. The applicant, through examination, does not successfully meet the minimum
established passing score to be considered further for the position.
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3. The applicant has made a false statement of fact in the application process.

4. The  applicant  has  used  or  attempted  to  use  illegal  means  to  secure  an
advantage in the application process.

5. The  applicant  has  improperly  obtained  and  used  information  regarding  the
examination to which he/she is not entitled.

6. The applicant has  failed  to  reply  to an email  communication and/or  letter of
inquiry  sent  to  his/her  last  address  and/or  phone messages  left  at  numbers
designated on the application form.

7. Within the past ten years, the applicant has been convicted of a crime, and the
conviction is directly related to the requirements of the job.

8.7. The  applicant  does  not meet  the minimum age  requirement  specified  in  the 
current class specification. 

9.8. The applicant has declined an interview, failed to appear for a scheduled test 
or interview, or conveyed a lack of interest in the position. 

10.9. The applicant failed to provide a completed application packet as required by 
the designated closing date. 

3.2  EXAMINATIONS 

3.2.1  Suitability  for  appointment  to  Health  District  positions  is  determined  by  examination 
relating to those matters that test the capacity and fitness of the candidates to perform the 
essential  functions  of  the  position.  Examinations  may  include  written,  oral,  physical  or 
performance exercises, evaluations of training and experience, reference checks, review of 
the  application  and  supplemental  questionnaire,  or  other  valid  examination  processes. 
Such factors as experience, education, aptitude, knowledge, skill, ability, character, or any 
other  job‐related  qualifications may  be  taken  into  consideration.  The  Human  Resources 
Office specifies the nature and content of examinations based upon information from the 
employing official and subject matter experts. 

A. Conduct  of  Examinations:    Examinations  are  held  at  such  times  and places,  and  in
such a manner as, in the judgment of the Human Resources Office, most nearly meet
the  practicability  of  administration  and  needs  of  this  service.  The  examination  is
conducted under the direction of  the Human Resources Manager. Where  improper
conduct  on  the  part  of  a  candidate  is  observed  by  the  examination  proctor,  the
candidate may be disqualified from further consideration.

B. Inability to Appear for an Examination:    In the event an applicant fails to appear at
the  designated  time  and  place  for  an  examination,  the  applicant  foregoes  the
competition on that examination. The Human Resources Manager or designee may
consider justifiable reasons for an applicant’s inability to appear and may provide for
a makeup examination when it is in the best interests of the Health District.
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C. Retake of Examinations:   Applicants who fail an examination shall not be permitted 
to retake the examination during that examination process but may be permitted to 
retake the examination again when the position is next announced. On all tests, the 
Human Resources Office has the right to determine how often an applicant may take 
a test within a specified period.  

 
D. Veterans  Scoring  Criteria:    Veterans  qualifying  under  the  provisions  of  RCW 

41.04.010  will  have  added  to  their  passing  score  on  competitive  examinations 
appropriate  scoring  criteria  in  accordance  with  State  law.  Eligible  applicants  must 
request such preference and provide proof of discharge in the manner prescribed by 
the Human Resources Manager or designee. 

 
E. Background Checks: A criminal background check through law enforcement agencies 

pursuant  to  RCW 43.43.830  through  43.43.845 will  be  conducted  on  all  successful 
applicants prior to their being appointed to any position requiring unsupervised work 
with children or vulnerable persons adults. 
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CHAPTER 4 – APPOINTMENT 
 
 

4.1  TYPES  OF  APPOINTMENTS 
 

4.1.1   Regular  Appointment:    Regular  appointment  is  any  appointment  to  a  vacant  budgeted 
position in Health District service. Appointments are made in accordance with this Manual. 
Such appointments include initial appointments to the Health District service, promotions, 
transfers, and recalls. A regular appointment is tentative pending successful completion of 
a probation period. 

 
4.1.2   Transfer:    To meet  the  needs  of  the Health District,  a  lateral  transfer may  be made.  An 

employee  transferring  to  a  different  position must meet  the minimum qualifications  for 
that  position.  Transfers  are  based  on  job  knowledge,  past  performance,  seniority,  and 
agency  needs.  Transfers  are  tentative  pending  successful  completion  of  a  trial  service 
period. 

 
4.1.3  Promotions:    The  Health  District  encourages  promotion  from  within  the  organization. 

Openings will be posted so employees may become aware of opportunities and apply for 
positions in which they are interested and qualified. There are two (2) types of promotions 
available  to  Health  District  employees,  noncompetitive  and  competitive.  All  promotions 
are  made  based  on  job  knowledge,  past  performance,  and  seniority.  Promotions  are 
tentative pending successful completion of a trial service period. 

 
A. Noncompetitive Promotions:   This type of promotion occurs through normal career 

growth  and  satisfactory  performance.  It  is  the  regular  progression  through  a 
classification series. These promotional opportunities are not posted. It is incumbent 
upon the employees to initiate the process for noncompetitive promotions once they 
believe they have become qualified for the higher class. A recommendation from the 
Program Manager and an evaluation for promotion must be completed  in order to 
accomplish a noncompetitive promotion. The effective date of the promotion will be 
established by the Human Resources Manager.. 

A. Noncompetitive Promotions:   This type of promotion occurs through normal career 
growth  and  satisfactory  performance.  It  is  the  regular  progression  through  a 
classification series. These promotional opportunities are not posted. It is incumbent 
upon  employees  to  initiate  the  process  for  noncompetitive  promotions  once  they 
believe they have become qualified for the higher class. A recommendation from the 
Program Manager and an evaluation for promotion must be completed  in order to 
accomplish a noncompetitive promotion. The effective date of the promotion will be 
established by the Human Resources Manager. 
 

B. Competitive Promotions:  This type of promotion occurs when a position in a higher 
classification opens for competitive consideration. Employees must proceed with the 
regular  application  process  to  be  considered  for  this  type  of  promotion.  These 
openings will be posted for a minimum of five (5) working days.  

 
4.1.4  Re‐employment:    Employees  who  may  be  rehired  by  the  Health  District  within  two  (2) 

years after  their  separation  from Health District employment will be placed on the same 
salary step as that attained prior to the separation if they are rehired into the same or an 
equivalent  position.  If  they  are  rehired within  two  (2)  years  of  separation  into  a  higher 
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classification,  they will  be  placed  on  the  first  step  on  the  higher  salary  range which will 
afford  them  a  salary  increase  over  their  previous  appointment  and  as  defined  in 
Section 4.1.3 of  this Manual. They will also retain the same benefits they had attained  in 
their previous Health District employment including:  the same general leave accrual rate, 
their previously accrued extended leave balance, and their accrued seniority. Their original 
hire date, evaluation date, and step increase date will be adjusted for the amount of time 
they  were  separated  from  Health  District  employment.  Rehires  are  tentative  pending 
successful completion of a trial service period. 

4.1.5  Provisional Appointment:  A provisional appointment may be made to fill a vacant position 
for a period of  time up to two (2) years  in duration. A provisional appointment does not 
require any advertising, and the regular Health District recruitment procedures as outlined 
in Chapter 3 of  this Manual do not apply. The  incumbent  is entitled  to all Health District 
benefits  afforded  regular  employees.  If  the  incumbent  is  a  regular  Health  District 
employee, he/she is entitled to revert to his/her former or equivalent classification at the 
end of the provisional appointment. 
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CHAPTER 5 –PROBATION/TRIAL SERVICE PERIOD 
 
 

5.1  PURPOSE 
 

The probation period  is an essential part of  the selection process and  is a continuing evaluation of 
the candidate prior to granting regular employee status. During the probation period an employee is 
required to demonstrate suitability for the position by actual performance of the work. 

 
5.2  PROBATION PERIOD ‐  NEW EMPLOYEE 
 

5.2.1  Duration:    The  introductory  probation  period  for  a  new  employee  is  usually  a  period  of 
twelvesix  (126)  months.  The  probation  period  may  be  extended  on  a  month‐to‐month 
basis for up to three (3) additional months by the employing official. What follows is a non‐
exclusive list of reasons for which the probation period may be extended: 

 
A. Additional training is required to achieve satisfactory performance; 
 
B. The  employing  official  determines  that  there has  been  an  insufficient  time  for  the 

individual to perform the full range of duties for the job classification or inadequate 
opportunity to evaluate the probationary employee’s performance; 

 
C. A performance or disciplinary problem has developed which may be correctable with 

more time, and it is in the best interests of the Health District to do so; or 
 
D. Other reasons determined to be appropriate by the employing official. 

 
5.2.2  Notification  of  Extension:    Notification  by  the  employing  official,  in  writing,  stating  the 

reason for the extension and the employee’s obligation during the extension period will be 
provided to the probationary employee, with a copy to the Human Resources Manager.   

 
5.2.3  Conditions of  the Probation Period:   During  the probation period, each employee should 

receive  threetwo  performance  evaluations.  One  evaluation  should  be  performed 
approximately  three  (3)  months  after  the  date  of  appointment  to  clarify  goals,  provide 
feedback,  and  compare  perceptions  about  performance.    This  initial  evaluation may  be 
informal and use of the formal evaluation is optional.  The second evaluation is performed 
approximately  six  (6) months after  the date of appointment using  the District’s  standard 
performance  evaluation  form.  The  third  evaluation  should  be  performed  approximately 
two (2) weeks prior to the end of the normal probation period, generally twelve months. 
During the probation period, the employing official may, with or without cause, dismiss an 
employee.  The probationary employee does not have  the  right  to  appeal or  the  right of 
access to the grievance process upon demotion, dismissal, or disciplinary action. 

 
5.2.4  Paid  Time  Off  During  the  Probationary  Period:    Probationary  employees  may  not  use 

accrued  paid  leave  during  the  first  six  (6)  months  of  employment  except  for  purposes 
outlined  in  RCW 49.46.210,  as  allowed by  Initiative Measure No.  1433,  (the Washington 
State  Paid  Sick  Leave  Law.  Upon  accrual,  employees  may  use  general  leave  for  the 
following:), effective  January 1, 2018, which allows employees  to use accrued paid  leave 
beginning on the 90th calendar day after the start of their employment for the following: to 
care  for  themselves  or  their  family  members;  when  the  employees’  workplace  or  their 

 
Page 32



  

KPHD Personnel Manual   Page 19   July 2, 2019  XXApril 3X, 2018  

child’s  school  or place of  care has been  closed by a public official  for  any health‐related 
reason; and for absences that qualify for leave under the state’s Domestic Violence Leave 
Act,  RCW  49.76.  Probationary  employees  may  use  their  personal  holiday  after  four  (4) 
months  of  employment.  Use  of  leave  without  pay,  accrued  compensatory  time,  or 
administrative  time may also be authorized during  the  initial  six months of employment. 
probation period.   

 
5.2.5  Termination of Probationary Employee:   A probationary employee is an at‐will employee, 

whose employment may be terminated by the employing official for convenience, and with 
or without notice. During the probation period, the probationary employee shall not have 
the right to appeal or the right of access to the grievance process. 

 
5.3  TRIAL  SERVICE  PERIOD –  PROMOTION,  TRANSFER,  OR REHIRE    
 

5.3.1   Duration:    The  trial  service  period  for  a  promoted,  transferred  or  rehired  employee  is  a 
period  of  three  (3) months  for  union  positions  and  six  (6) months  for management  and 
non‐union  positions.  The  employing  official may  extend  the  trial  service  on  a month‐to‐
month basis for up to three (3) months under the following conditions: 

 
A. Additional training is required to achieve satisfactory performance; 
 
B. The  employing  official  determines  that  there  has  been  insufficient  time  for  the 

individual to perform the full range of duties for the job classification or inadequate 
opportunity to evaluate the employee’s performance;  

 
C. A performance or disciplinary problem has developed which may be correctable with 

more time, and it is in the best interests of the Health District to do so. 
 
D. Other reasons determined to be appropriate by the employing official. 

 
5.3.2  Notification  of  Extension:    Notification,  in  writing,  which  states  the  reason  for  the 

extension and the employee’s obligation during the extension period, will be provided to 
the trial service employee, with a copy to the Human Resources Office. 

 
5.3.3  Conditions  of  Trial  Service  Period:    During  the  trial  service  period  the  employing  official 

may,  for  convenience,  demote  an  employee  to  his/her  prior  position  or  an  equivalent 
position  in  the  same  salary  range  at  the  step  previously  held  if  there  is  such  a  position 
vacant.  If no such position  is vacant, the employment of a trial service employee may be 
terminated. During the trial service period, a trial service employee shall not have the right 
to appeal or the right of access to the grievance process. 
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CHAPTER 6 – CLASSIFICATION 
 
 

6.1  APPLICABIL ITY  
 

The  Board  has  the  sole  authority  to  approve  the  classifications  for  all  positions within  the Health 
District, except as provided for herein. 

 
6.2  DEFINIT ION 
 

Classification  is  the  systematic  arrangement  of  positions  into  groups  or  categories  according  to 
common  criteria  established  by  the  Health  District  such  as  type  and  level  of  work  duties  and/or 
responsibilities, skills, abilities, and qualifications. Classifications are adopted by the Board. Positions 
are  assigned  to  classifications  to  facilitate  pay  administration,  recruitment,  retention,  and  other 
personnel actions.   

 
6.3  CLASSIF ICATION PLAN  

 
6.3.1  Development and Maintenance:  The Human Resources Office shall develop and maintain a 

classification  plan  for  all  positions  within  the  Health  District  subject  to  approval  by  the 
Board.    The  placement  of  each  position  in  the  classification  plan  is  determined  in 
accordance with the qualifications required, difficulty, and responsibility of  its designated 
duties.  Approval by resolution of the Board is required for a newly created classification, a 
change  in salary  range placement of a classification, or revisions to a classification which 
reflect substantive changes in the type and level of responsibilities and qualifications.   

 
6.3.2  Allocation:  The plan groups positions together in classifications according to the following 

considerations: 
 

A. Difficulty/Responsibility  of  Work:    The  type  of  work,  its  difficulty,  and  the 
responsibility of the positions are substantially similar. 

 
B. Similar  Qualifications:    EmployeesApplicants  for  the  position  are  required  to  have 

substantially similar levels of education, experience, skill, knowledge, and ability. 
 

6.3.3   Similar Pay:  The same pay schedules for the positions can be fairly applied. 
 
6.4  CLASSIF ICATIONS 
 

6.4.1  The Human Resources Office shall maintain a classification description (also referred to as 
“classification”)  for  each  class  of  positions  and may  add,  combine,  abolish,  or  revise  the 
classifications.  Each  classification  includes  the  class  title,  a  description  of  representative 
duties  and  responsibilities  of  positions  included  in  the  class,  and  a  statement  of  the 
required, desirable, and/or preferred qualifications  for positions  in  the class. The Human 
Resources  Manager,  under  the  direction  of  the  Administrator,  has  the  discretionary 
authority to make reasonable modifications to classification descriptions to reflect current 
standards, terms and practices; such modifications do not require approval by the Board.  

 
A. Interpretation  of  Classifications:    Classifications  are  intended  to  be  a  general 

description  of  the  kinds  of  positions  contained  within  the  class  as  determined  by 
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their duties and  responsibilities and are not  to be construed as prescribing specific 
duties for any individual position. The classifications are to be used as a guide by the 
employing official in assigning, directing, and controlling the work of the employees 
under his/her supervision. The use of specific expressions or illustrations pertaining 
to  the  duties,  qualifications,  or  other  requirements  of  the  position  are  descriptive 
only and should not be construed to exclude others not specifically mentioned. 

 
B. Use  in  Examinations:    Classifications  are  used  as  the  basis  for  determining  the 

suitability  of  candidates  for  employment  by  supplying  information  basic  to  the 
preparation  of  qualifying  tests  and  examinations.  The  specification  for  any  class 
constitutes the basis and source of authority for the examination for the class and for 
the evaluation of the qualifications of applicants. 

 
C. Vested  Rights:    The Health District may  review  and  revise  the  classification  of  any 

position.  While  a  classification  may  attach  to  a  position,  an  employee  filling  the 
position  has  no  vested  right  in  any  existing  job  classification.  Modification  or 
abolishment  of  a  classification  description  is  not  a  personnel  action  subject  to  the 
grievance procedure described in this Manual. 

 
6.5  CLASSIF ICATION STUDIES  
 

6.5.1   From time to time, classification studies may be made of individual positions or groups of 
positions. 

 
6.5.2   Whenever an employing official desires to create a new position, a notice of such proposed 

action  together  with  a  description  of  the  duties  and  responsibilities  of  the  proposed 
position is submitted to the Division Director. If the proposal submitted by the employing 
official  is preliminarily approved by the Division Director,  the Human Resources Manager 
will  complete  a  formal  review  and  submit  recommendations  regarding  the  classification 
request.  The  recommendations  of  the  Human  Resources Manager  are  submitted  to  the 
Administrator for approval. When applicable under Section 6.3.1 above, such requests are 
then submitted to the Board for final approval. 

 
6.6  RECLASSIF ICATION 
 

6.6.1  The  adoption  of  the  Health  District’s  annual  budget  establishes  the  programmatic, 
financial, and staffing plans for the Health District. It is recognized, however, that changes 
in budget, service demands, legal, technical, organizational, or programmatic requirements 
may  necessitate  changes  in  levels  of  positions.  A  position may  be  reclassified when  the 
duties and responsibilities change to the extent that they are no longer similar to the scope 
of duties and level of responsibilities, skills, and abilities set forth in the classification. 

 
6.6.2   Reclassification Upgrade:  A reclassification upgrade is the result of an increase in the level 

of responsibilities, tasks, and duties of a position which changes areas of emphasis and the 
level of skill required in the current position. 

 
A. A  reclassification  upgrade may  not  be  used  as  a  merit  raise,  nor  as  a  reward  for 

employment longevity, nor may it be used to reflect an increased volume of work at 
the same level of responsibility that the incumbent is currently performing. 
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B. As  a  result  of  reclassification  upgrade,  and  due  to  an  overall  increase  in  the 
responsibilities of a position, the monetary compensation (pay range) established for 
the position may increase. The reclassification upgrade of a job involves an analysis 
of  the  critical  elements  of  the  position  against  predetermined  standards  for 
measuring  the  relative  worth  of  a  position  and  placement  in  the  Health  District’s 
classification/pay  scale.  It  is  also critical  to understand  that a  classification analysis 
focuses upon the qualifications, responsibilities, tasks, and duties of the position and 
not the qualifications of the incumbent in the position. 

 
6.6.3  Approval  to Review Reclassifications:   Prior to reassigning duties to positions within their 

program or reorganizing work flow and responsibilities that may affect the classification of 
a position, employing officials  shall obtain  the approval of  the Administrator and Human 
Resources Manager. Any change in classification or compensation shall be effective only on 
the date such approval is obtained. 

 
6.6.4  Procedure:  The procedure for obtaining a reclassification review and decision is: 

 
A. Employing officials meet with the Human Resources Manager to discuss their request 

and provide the following information: 
 

1. Concise  explanation  of  changes  in  service  demands,  legal,  technical, 
organizational  or  programmatic  requirements  that  have  differed  since  the 
adoption of the affected annual budget and necessitate changes. 

 
2. If applicable, copies of old and proposed organizational charts. 

 
3. Summary of potential  financial  impact  to  the program’s  current budget and 

anticipated  following year’s budget, and the  identification of  funding source 
(i.e., grants, contracts, and the like). 

 
B. The Human Resources Manager will review and submit recommendations regarding 

the reclassification request to the Administrator for approval.  
 

6.6.5  Reclassification Downgrade:  A reclassification downgrade is the result of a decrease in the 
level of  responsibilities,  tasks,  and duties of  a position which  changes areas of emphasis 
and the level of skill required in the current position. 

 
A. A position may be reclassified to a  lower range if the responsibilities of the job are 

determined  to  be  less  than  originally  indicated,  or  if  certain  responsibilities  are 
removed  from  the  job.  Employing  officials  may  request  a  formal  review  and 
recommendation by the Human Resources Office. 

 
B. All  reclassification downgrade  reviews  that  affect  an  incumbent employee  shall  be 

shared with  the  employee,  and  the  employee  shall  be  offered  the  opportunity  to 
meet  with  the  Human  Resources Manager,  and  the  affected  employing  official  to 
discuss the results of the review, prior to the approval by the Administrator. 

 
C. An  incumbent employee affected by a  reclassification downgrade shall not be paid 

less  than  his/her  present  salary,  but  that  salary  is  frozen,  and  the  employee  will 
receive  sixty percent  (60%) of  any  future  cost of  living adjustments approved until 
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the  incumbent’s  salary  falls  within  the  reclassified  salary  range.  A  reclassification 
downgrade is not considered a demotion. 

6.7 WORKING OUT‐OF‐CLASS 

All requests from an employing official regarding employees working out‐of‐class will be reviewed by 
the Human Resources Manager. The Human Resources Manager will complete a review and submit 
his or her recommendations regarding the working out‐of‐class request to the employing official. The 
employing official may appeal the Human Resources Manager’s decision to the Administrator.   
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CHAPTER 7 – COMPENSATION ADMINISTRATION 
 
 

7.1  APPLICABIL ITY  
 

The Board has the sole authority to approve the Health District’s pay plan. Approval by resolution of 
the  Board  is  required  for  substantive  changes  in  salary  schedules  or  changes  in  salary  range 
placement  of  classifications.    Note  this  section  applies  to  positions  established  within  the  Health 
District’s budget. 

 
7.2  PAID  STATUS 
 

Paid  status  is  defined  as  the  normal  employment  situation  where  the  employee  is  paid  for  time 
worked or is on a paid leave; i.e., general leave, extended leave, or other paid leave of absence. Time 
loss  received  under  Worker’s  Compensation  is  not  considered  time  worked  or  paid  leave,  and, 
therefore, an employee receiving time loss is considered on unpaid status. 

 
7.3  PAY PLAN 
 

7.3.1  The  Human  Resources  Office  maintains  a  pay  plan  for  all  positions  within  the  Health 
District  subject  to  approval  by  the Board.  The Board may grant  an  across‐the‐board pay 
adjustments (cost‐of‐living increase) from time to time, raising the salaries of all positions 
by a specified amount within a defined group of classifications. Such adjustments,  if any, 
will not change the employee’s step increase date. 

 
7.3.2  The pay plan is comprised of the following two salary structures: 

 
A. Nonexempt:    Includes  most  regular  non‐management  Health  District  employees. 

Nonexempt  employees  shall  have  any  absence  deducted  from  their  accrued  leave 
balances. If leave is not available, wages shall be deducted for leaves without pay.  

 
B. Exempt:    Includes  professional,  executive,  management  and  administrative 

employees  as  defined  by  the  Fair  Labor  Standards  Act  (FLSA)  and  the Washington 
State Minimum Wage  Act  and  as  designated  in  the  Health  District’s  pay  plan.  An 
exempt employee is paid to perform a job that may not necessarily be completed in 
a  normal  workweek.  In  certain  circumstances,  partial  deductions  from  an  exempt 
employees’ salary for absences of  less than one day are prohibited by state and/or 
federal  law;  however,  absences  may  be  charged  against  the  employee’s  accrued 
leave  balances.  In  instances  involving  leave  without  pay  and/or  partial  day 
deductions,  consult  with  the  Human  Resources  Office  to  ensure  compliance  with 
wage and hour laws. 

 
7.4  RATES  OF  PAY 
 

7.4.1  Salary Range:   A pay  range  that  comprises a  series of  steps  through which employees  in 
classifications  assigned  to  the  particular  salary  range  may  progress.  See  Chapter  6  for 
information regarding the assignment of classifications. 

 
7.4.2  Minimum and Maximum Salaries:  No employee will be paid at a rate of pay less than the 

minimum nor more than the maximum amount on the salary range established for his/her 
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classification  as  set  forth  in  the  pay  plan  unless  otherwise  provided  for  in  this Manual. 
Monthly  salaries  in  the  pay  plan  are  based  upon  full‐time  employment  at  the  normal 
working  hours  for  the  position.  Placement  at  compensation  levels  that  are  not  in 
accordance with this Manual will require the approval of the Administrator. 

 
7.4.3  Starting Salary Upon  Initial Employment:   New employees are normally appointed to  the 

minimum  step  of  the  salary  range  in  effect  for  the  particular  classification  to which  the 
appointment  is  made;  however,  the  Human  Resources  Manager  will  consider  the 
applicant’s  qualifications,  prior  work  experience,  and  salary  history  in  determining  the 
appropriate salary step assignment at  the  time of hire. Also,  if  the employing official has 
determined that it is not possible to hire the most qualified and/or desirable candidate at 
the entry‐level step, the employing official shall ask the Human Resources Manager for a 
review and approval of above the initial step appointment. 

 
7.4.4  Salary Step Upon Promotion:   When an employee  is promoted  from one classification to 

higher classification, another, the employee will be assigned to the salary step for the new 
position  which  affords  the  employee  the  equivalent  of  a  one‐step  increase  in  pay.  an 
increase in pay over the employee’s former pay.  

 
7.4.5  Salary Step Upon Demotion:  An employee who is demoted to a lower classification may be 

assigned to any step of the lower salary range for the new classification as determined by 
the Human Resources Manager, not to exceed the wage closest to the employee’s pay rate 
prior to the demotion. 

 
7.4.6  Salary Step Upon Recall:  An employee who is recalled from layoff will be reinstated to the 

same step in the salary range as held prior to the break in service. 
 

7.4.7  Salary Step Following Reclassification:  If a position is reclassified to a higher classification, 
the employee will be assigned to the salary step in the new salary range which will afford 
the  employee  an  increase  in  pay  as  provided  for  in  cases  of  promotion.  If  a  position  is 
reclassified to a class with a lower salary range, the employee’s pay will be established as 
provided in this Manual for reclassification downgrade or frozen pay rate. 

 
7.4.8  Salary Step Following Allocation to a Different Pay Range: If a classification is assigned to a 

different  salary  range, with no  change  in duties or  responsibilities,  the employee will  be 
paid  at  the  step  in  the  new pay  range  that most  closely  corresponds  to  the  employee’s 
placement in the original salary range. 

 
7.4.9   Salary  Step  Upon  Re‐employment:    For  employees  who  have  been  laid  off  and  rehired 

within  six  (6) months  into  the  same  classification  as  held  previously,  and  for  employees 
who are  separated  for  two years or  less  and  rehired  into  the  same classification as  that 
held previously,  the employee will  be  reinstated  to  the  same step  in  the  salary  range as 
held prior to the break in service. 

 
7.4.10  Frozen  Pay  Rate:    An  employee’s  pay  rate  is  frozen  if  his/her  pay  rate  exceeds  the 

maximum  step  of  the  salary  range  of  the  classification  assigned.  Employees  whose  pay 
rates are frozen receive sixty percent (60%) of the across‐the‐board pay adjustmentsCost 
of Living Adjustment granted to the respective salary range until such time as they can be 
moved to the top step of the adjusted salary range without suffering a decrease in pay.  
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7.4.11  Salary  Step  for Working Out‐of‐Class:    An  employee who  performs work  in  a  higher  job 
classification  for  ten  (10)  or  more  consecutive  working  days  will  be  paid  wages  of  the 
higher job classification for all the time he/she performs work in the higher classification; 
provided 

 
A. That the referred ten (10) working days will relate to consecutive work days for each 

separate and specific incident or work project, and 
 

B. Pre‐approval is obtained from the Human Resources Manager, and 
 
C. The employee working out‐of‐class is performing the full scope of duties principally 

ascribed to the higher‐level classification. 
 

7.5  ADVANCEMENT WITHIN A  SALARY RANGE 
 

Employees may receive increases in pay within the steps of the salary range for their classification as 
follows: 
 
7.5.1  Newly hired employees usually  receive  their  first  step  increase on  the anniversary of  their 

date of hire.  
 

7.5.2  Promoted employees usually receive a step increase annually on the anniversary of the date 
of the promotion. 

 
7.5.3  Employees usually receive additional step increases annually on the anniversary of their first 

step  increase  unless  that  date  has  been  adjusted  in  accordance  with  this  Manual.  If  an 
employee’s  performance  is  consistently  unsatisfactory,  the  Division  Director  may  defer  a 
scheduled  pay  increase  for  a  stipulated  period  of  time  or  until  the  employee’s  job 
performance is satisfactory. 

 
 

7.6  PREMIUM PAY 
 

7.6.1  Bilingual Premium:  The Health District will pay a bilingual premium of one‐hundred twenty 
($120.00)  per  month  to  any  employee  who  is  assigned  to  use  one  or  more  additional 
languages  as  a  job  requirement  or  to  perform  interpreter  services  for  the  District.  To 
receive  a  stipend,  employees  must  demonstrate  to  the  satisfaction  of  the  District  the 
ability  to  perform  services  in  the  applicable  foreign  language.  Bilingual  assignments  that 
are not job requirements will be renewed annually and may be terminated at any time by 
the District or the employee. Such premium pay will be pro‐rated for part‐time employees 
based on their full‐time equivalency. 

 
7.6.2  Veterinarian  Premium:    In  the  event  an  employee  has  a  valid  Washington  State 

veterinarian’s  license  although  the  employee’s  essential  functions  do  not  include 
veterinary  duties  or  credentials,  the  Health  District  will  pay  a  premium  of  an  additional 
three  percent  (3%)  of  the  employee’s  regular  base  salary,  provided  the  employee  is 
assigned  to  perform  additional  veterinary  duties  on  behalf  of  the  Health  District.  Such 
additional duties include providing technical assistance and advice to veterinarians, health 
care  professionals,  animal  control  personnel  and  the  general  public  regarding  zoonotic 
disease exposures.   
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7.6.3  Lead Premium:  The Health District will pay a premium of an additional three percent (3%) 
of the employee’s regular base salary when assigning that employee to a designated Lead 
position. A Lead works with one or more employees who are in the same or closely related 
job classifications, and performs additional administrative or quasi‐supervisory duties, such 
as  assigning  tasks,  monitoring  work  quality,  training  and  coaching  employees.  Lead 
responsibilities are incidental to the normal duties performed. Such an assignment will be 
made only as necessary to meet the business needs of the District, subject to approval by a 
Director.  Lead  responsibilities  do  not  include  performance  evaluation,  discipline,  or 
termination  of  employees  or  the  ability  to  effectively  recommend  such  action.  Lead 
premium pay is for the work assignment and should not be considered an entitlement by 
the employee should the employee no longer be assigned as a Lead. This premium cannot 
be applied to classifications where lead or supervisory responsibility is already outlined in 
the classification description.  

 
7.6.4  On‐Call  Premium:  The  Health  District  will  pay  a  premium  of  one‐hundred  fifty  dollars 

($150.00)  to  employees  for  each  week  that  an  employee  completes  a  weekly  on‐call 
rotation.    Such  employees  are  required  to  remain  on‐call  during  off‐duty  hours  for  the 
purpose of providing Communicable Disease subject matter expertise for response to Duty 
Officer  inquiries  during  evenings,  weekends,  and  holidays.  While  in  an  on‐call  status, 
employees  are  required  to  remain within  reasonable  commuting  time of  the District,  be 
accessible  by  cell  phone  and  have  access  to  the  internet.  The  District will  assign  on‐call 
responsibilities on a rotating, reverse‐seniority basis to qualified employees who have not 
volunteered only in the event that it cannot obtain reasonable coverage through the use of 
volunteers.  The  starting  and  ending  time  for  on‐call  periods  will  be  8:00  a.m.  Monday 
morning; the District will consult with the affected employees prior to making any changes 
to on‐call periods.  

 
7.7  LONGEVITY  BONUS 
 

7.7.1  The  Health  District  recognizes  extended  service  through  a  longevity  bonus.  A  longevity 
bonus  is  paid  to  the  eligible  employees  annually  at  the  end  of  the  month  that  is  their 
anniversary date of hire. Upon completion of the following years of employment, full‐time 
employees shall receive an annual longevity bonus as follows: 

 

 Completed five years of employment      $200.00 
 Completed ten years of employment      $300.00 
 Completed fifteen years of employment    $400.00 
 Completed twenty years of employment    $500.00 
 Completed twenty‐five years of employment    $600.00 

 

Annual bonus amounts will be prorated for part‐time employees based on the employee’s 
full‐time equivalency. 

 
7.7.2  Breaks in Continuous Service:  The longevity bonus is based upon continuous employment, 

exclusive  of  periods  when  an  employee  is  in  a  leave  of  absence  without  pay  status  for 
periods of fifteen (15) or more calendar days; provided that: 

 
A. When an employee is laid off and rehired, and the separation does not exceed six (6) 

months,  the  longevity  bonus  shall  be  computed  from  the  continuous  employment 
date excluding the lay‐off period. 
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B. When  an  employee  separates  from  employment  and  is  subsequently  rehired,  the 
longevity  bonus  is  computed  from  the original  hire date, which  has been adjusted 
forward  for  the  period  of  time  the  employee  was  separated  from  Health  District 
employment.                

 
7.8  COMPENSATION FOR TRAVEL  AND TRAINING 
 

7.8.1  Travel  Time Compensation  ‐ Nonexempt  Employees:  Travel  time will  be  compensated  in 
accordance with  the Fair  Labor Standards Act  (FLSA). The hours  that may or may not be 
compensated when traveling are: 

 

Category  Definition  Compensated Travel Time? 

Home to work 
travel 

Normal home‐to‐work/ work‐
to‐home commute time at 
the beginning and end of the 
work day. 

No. 

Home to work 
on a special 
one‐day 
assignment in 
another city. 

Employee is sent on a one‐
day assignment to another 
city and travels directly from 
the employee’s residence. 

Yes, except that the employee’s 
normal commute time is deducted 
OR the commute time to the special 
assignment is deducted, whichever is 
less 

Overnight travel  Travel that keeps an 
employee away from home 
overnight. 

Yes, except that the employee’s 
normal commute time is deducted 
when traveling directly to and/or 
from the employee’s residence. 

Free time  Regular meal periods, sleep 
time, and other free time 
while on work‐related travel. 

No. 

 
7.8.2  Travel Time Compensation ‐ Exempt Employees:  Exempt employees are compensated on a 

salary  basis  for  their  regularly  scheduled  work  hours.  Exempt  employees  do  not  earn 
administrative  time  for  travel  or  while  attending  training  or  conferences;  flexible  hours 
within a particular workweek may be made to adjust for such time by mutual agreement 
between the supervisor and the affected employee. 

 

7.8.3  Compensated  Time  for  Training:    Computation  of  work  time  for  nonexempt  employees 
while attending training or traveling to and from training will be in accordance with the Fair 
Labor Standards Act (FLSA).   

 
A. Employees  will  be  permitted  to  use  work  time  for  continuing  education  or 

professional development that is required as a condition of renewal for District‐paid 
licensure or is otherwise approved by the employee’s Program Manager or director. 
Employees are required to coordinate and schedule all such activities with the prior 
approval of their supervisor, which will not be unreasonably denied. Where possible, 
employees are expected to submit requests a minimum of thirty (30) calendar days 
in advance of the activity.   
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B. Training which is required for professional licensure or certification or as a condition
of  practice  in  the  employee’s  profession  is  not  considered  work  time,  except  as
specified in the current Collective Bargaining Agreement.

C. Time spent studying for training classes shall not be considered work time.

D. Employees whose positions are exempt from the FLSA shall be compensated for all
time in training during normal work hours as part of their monthly salary.

7.8.4  Expenses  for  Training,  Licensing  and  Certification:    The District  recognizes  the  value  and 
benefit of training designed to enhance employee’ss’ abilities to perform their job duties. 
Training  and  professional  development  opportunities  will  be  provided  to  employees  in 
accordance with legal requirements, District/employee goals, and available resources.   

A. The District will pay for or reimburse employees for the annual renewal cost of any
license/certification  required  by  the  position,  other  than  driver’s  licenses.  With
approval  of  the  Division  Director,  the  District  will  also  pay  for  or  reimburse
employees  for  the  annual  renewal  costs  of  licenses  or  certifications  that  are  not
required by the District but provide a benefit to it.

B. The  District  will  pay  or  will  assist  in  the  payment  of  expenses  associated  with
continuing  education  for  licensing/certification  requirements  and  for  employees’
professional  development.    Professional  development  courses  or  programs  must
include subject matter that is directly related to the improvement of the employee’s
current  job skills or  that reasonably relates to the employee’s career objectives at
the District.   Approved expenses may  include course  tuition and  registration  fees,
materials  fees  and  travel  expenses.    Such  financial  assistance  will  be  subject  to
available resources, the approval of the employee’s Program Manager or Director,
and verification of the employee’s attendance and completion of the course.

7.9  OVERTIME 

Overtime is the time a nonexempt employee works in excess of 40 hours in a workweek. 

7.9.1  Authorization of Overtime:   All overtime worked must be pre‐authorized by the Program 
Manager.    Non‐exempt  employees  who  fail  to  get  pre‐authorization  and  work 
unauthorized  overtime  must  be  compensated  for  the  time  worked,  but  they  may  be 
subject to discipline. 

7.9.2  Overtime and Compensatory Time:   Nonexempt employees performing work  in excess of 
forty (40) hours in a work week shall be paid overtime at the rate of one and one half (1½) 
times the employee’s regular rate of pay; except, that an employee may, at his/her option, 
take compensatory time off at the rate of one and one half (1½) hours off for each hour of 
overtime  earned  in  lieu  of  overtime  pay.  The  maximum  allowable  accrual  for 
compensatory  time  is  forty  (40) hours.  Any  overtime worked  in  excess  of  the maximum 
compensatory  time  accrual  shall  be  paid  as  it  is  accrued.  An  employee  may  submit  a 
written request to Payroll by June 15th of any year to have any compensatory time accrued 
paid in the July paycheck. The Health District reserves the right to pay overtime in lieu of 
compensatory time accrual or to cash out accrued compensatory time balances. 
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7.9.3  Computation  of  Overtime:    For  the  purpose  of  computing  overtime  compensation, 
fractional parts of an hour will be rounded to the nearest 15‐minute increment. 

7.9.4  Compensated  and  Non‐Compensated  Working  Time:    Questions  regarding  compensated 
and non‐compensated time should be referred to the Human Resources Office. 

7.9.5  Exempt  Employees  Administrative  Time:    Employees  holding  positions  that  have  been 
determined  as  exempt  under  the  provisions  of  the  Fair  Labor  Standards  Act will  not  be 
entitled to overtime pay or compensatory time off. Those employees may, subject to the 
discretion of and with the approval of the exempt employee’s direct supervisor or Division 
Director,  receive  administrative  time  off  on  an  hour‐for‐hour  basis  for  hours  worked  in 
excess  of  their  regular  work  hours  during  any  workweek.  The  maximum  accrual  of 
administrative time shall not exceed forty (40) hours at any time.  
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CHAPTER 8 – CONTINUOUS SERVICE/SENIORITY 
 
 

8.1  SENIORITY 
 

Seniority  is  the  length  of  continuous  service with  the Health District  and  determines  eligibility  for 
annual  leave accruals,  longevity,  and  retirement benefits.  Seniority begins  to  accrue  from  the  first 
day of employment or rehire into a regular position. When it is necessary to reduce the work force, 
performance, ability, and seniority will be considered. 

 
8.1.1  Seniority Will Be Retained Under the Following Situations: 

 
A. Periods of authorized paid leave. 

 
B. Separation and re‐employment which does not exceed two (2) years. 

 
C. Transfers, demotions, promotions. 

 
D. Military leave paid or unpaid in accordance with state and federal laws. 

 
E. Time off while on Time Loss due to an on‐the‐job injury. 

 
8.1.2  Adjustment to Original Date of Hire:  The date of hire, which is used to indicate seniority, is 

adjusted to exclude those unpaid time periods of fifteen (15) or more calendar days when 
an employee returns from leave without pay, recall from layoff, or is rehired. There will be 
no adjustment to the original date of hire for properly certified FMLA absences. When an 
employee is off work due to qualifying military leave (in accordance with state and federal 
laws  ‐  see  Leaves  of  Absence,  Military  Leave,  Chapter 9)  or  for Workers  Compensation 
Time Loss, there is no adjustment to the original date of hire. 

 
8.1.3  Adjustment to Step Increase Date:   

 
A. The step increase date is adjusted in accordance with the effective date of promotion 

or reclassification to a new classification in a higher salary range. 
 

B. The step increase date is adjusted to reflect the unpaid period of fifteen (15) or more 
calendar days when an employee returns from leave without pay or is rehired. 
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CHAPTER 9 – EMPLOYEE BENEFITS  

 
 

9 .1  GENERAL  POLICY 
 

It  is  the  Health  District’s  policy  to  provide  employees  with  a  comprehensive  benefits  program. 
Employee benefits help the Health District attract and retain quality employees. The Health District 
reviews  its benefits periodically and makes changes as warranted. Unless noted otherwise  in these 
policies, benefits for regular part‐time and temporary employees are: 
 
9.1.1 Regular  Part‐time  Employees:    All  leaves,  including  holidays,  health  insurance  premium 

contributions, and benefit allowances are prorated for eligible employees. Prorated means 
the ratio between the number of hours in the employee’s normal work schedule and forty 
(40) hours per week.  
 

9.1.2 Temporary Employees:  Temporary employees normally are not eligible to receive benefits, 
including paid leave, a personal holiday, health insurance, and benefit allowances, except 
for such benefits required by federal or state laws.  including Initiative Measure No. 1433, 
Washington  State  Paid  Sick  Leave  Law;  Accrual  of  oone  hour  of  paid  leave  for  every  40 
hours worked beginning on the 3090th calendar day after the start of their employment is 
provided  for  absences outlined  in RCW 49.46.210,  the Washington State Paid Sick  Leave 
Law..  

 
9.2  ORIENTATION 
 

New employee orientation is a responsibility shared by the Human Resources Office, and the hiring 
Program Manager, and  the new employee. The Program Manager or designee will  explain  specific 
job  requirements,  description  and  explanation  of  duties,  and  program  hours,  policies,  and 
procedures. The Human Resources Office provides basic employment‐related information to all new 
employees early in the employment relationship. New employees are expected to take an active role 
throughout the orientation process. 

 
9.3  BENEFITS  PROGRAM 
 

The  Health  District  offers  all  probationary,  provisional  and  regular  employees  participation  in  its 
benefits program. Part‐time employees receive prorated benefits based on the employee’s full‐time 
equivalence.    
 
9.3.1 The  District  will  pay  the  premiums  to  provide  basic  life  (which  includes  employee 

accidental death and dismemberment (AD&D)), and the base plan for long‐term disability 
insurance to all eligible employees. Employees may, at their option and expense, purchase 
additional  life,  disability,  and  AD&D  insurance  coverage  from  the  District’s  provider 
according to the rates and terms set by the provider. 
 

9.3.2 Medical and Dental Insurance and Benefit Allowances. 
 

A. The District will provide medical insurance for eligible employees through the Public 
Employees Benefits Board (PEBB). The District will offer dental insurance through the 
Western Healthcare Insurance Trust or through a comparable provider. Information 
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regarding  current  insurance  plans  and  policies  can  be  obtained  from  the  Human 
Resources Office.   
 

B. Employees may opt out of coverage under the District’s medical insurance plans with 
proof of group coverage under another comprehensive medical insurance plan; butif 
PEBB  underwriting  rules  change  regarding  eligibility  to  opt  out  of  coverage,  such 
rules  will  apply.  Employees may  opt  out  of  the  District’s  dental  insurance  plan  at 
their  election.  Eligible  employees  may  elect  to  cover  their  dependents  under  the 
insurance plans in which they are participating and may make different choices with 
respect to dependent coverage under the District’s medical insurance and its dental 
insurance.  
 

C. Medical Insurance Premiums.   
 

1. The District will contribute the following percentages of the average medical 
insurance costs for full‐time employees and dependents: 
 

Employees      100%  
Employee + Spouse      90% 
Employee + Child(ren)       90% 
Full Family         85% 

 

2. The  average  medical  insurance  cost  will  be  determined  by  computing  the 
average  cost  of  the  medical  plans  available  to  employees  through  the 
District’s provider.   

 
D. Dental Insurance Premiums. 

 
1. The District will contribute the following percentages of the average dental 

insurance costs for full‐time employees and dependents: 
 

Employees      100% 
Employee + Spouse      90% 
Employee + Child(ren)        90% 
Full Family         85% 

 

2. The  average  cost  of  the  dental  insurance  package  will  be  determined  by 
computing  the  average  cost  of  the  dental  plans  available  to  employees 
through the District’s provider. 

 
E. Employees  are  responsible  for  paying  through  payroll  deduction  the  difference 

between the District’s contribution toward medical and/or dental insurance and the 
cost of the plans/options they choose.   

 

F. Benefit Allowance. 
 

1. Employees who  choose  a District medical  insurance plan  that  is  less  costly 
than  the  District’s  contribution  (as  calculated  above)  will  receive  the 
difference  between  the  District’s  contribution  and  the  cost  of  their  plan 
choice in the form of a benefit allowance. 
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2. The  District  will  provide  all  employees  opting  out  of  the  District’s medical 

insurance plans a monthly benefit allowance of  three‐hundred seventy‐five 
dollars  ($375),  pro‐rated  for  part‐time  employees.  Employees  will  be 
required to present evidence of coverage under another plan to opt out. 
 

3. The  District  will  provide  all  employees  opting  out  of  the  District’s  dental 
insurance  plans  a  monthly  benefit  allowance  of  twenty‐five  dollars  ($25), 
prorated for part‐time employees.  
 

4. The District will  provide  a  flexible benefit  allowance plan  including at  least 
those options in place as of the effective date of this manualAgreement. At 
the employee’s option, Bbenefit allowance funds will may be used to pay any 
employee  share  of  District medical  or  dental  insurance  premiums.  Benefit 
allowance funds remaining after payment of the employee’s selected District 
benefits  will  be  contributed  to  the  employee’s  Health  Reimbursement 
Account HRA‐VEBA account, provided the amount is at least ten dollars ($10) 
per month. 
 

5. Any  additional  benefit  allowances  require  approval  by  resolution  of  the 
Board. 

 
9.4  INSURANCE AND MEDICAL  BENEFITS  

 
9.4.1 Eligibility:   

 
A. All regular, probationary and provisional employees whose regular work schedule is 

twenty  (20) hours  per week or more  are  eligible  for  health  insurance benefits  and 
employer  premium  contributions  offered  by  the  Health  District.  Employees whose 
regular work schedule is less than twenty (20) hours per week may participate in the 
Health District’s monthly benefit allowance plans prorated based on the employee’s 
full‐time equivalence.  
 

B. Employees whose hours are reduced to less than twenty (20) hours per week due to 
a  reduction  in  force may  be  eligible  for medical  coverage  under WAC 182‐12‐129, 
with District contributions prorated based on the resulting full‐time equivalence. 
 

B. Medical,  dental  and  life  insurance coverage  for eligible employees commences  the 
first  day  of  the  month  following  one  full  month  of  employment,  or  coverage 
commences upon employment if the hire date is the first business day of the month. 
For  purposes  of  benefits  eligibility  after  hire  and  throughout  employment,  a  full 
month of employment is defined as a calendar month in which the employee is in a 
paid status for at  least eighty (80) hours  if  full‐time, or for prorated paid hours  if a 
part‐time employee. 

  
C. Employees whose hours are reduced to less than twenty (20) hours per week due to 

a  reduction  in  force may  be  eligible  for medical  coverage  under WAC 182‐12‐129, 
with District contributions prorated based on the resulting full‐time equivalence for 
up to twenty‐four (24) months. 
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C.  
 

D. Upon  separation,  coverage  terminates  per  insurance  provider  eligibility 
guidelines.the  last day of  the month of  the  last  full month of employment. At  that 
time the employee may elect to continue coverage at his or her own expense under 
the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA).?? 
 

9.4.2 Benefits Administration:   
 

A. The Health District provides group medical,  dental,  and  life  insurance coverage  for 
regular,  probationary  and  provisional  employees  who  work  twenty  (20)  hours  or 
more per week. 
 

B. Regular,  probationary  and  provisional  part‐time  employees  are  eligible  to  receive 
benefits on a prorated basis, based on the employee’s full‐time equivalence.   

 

C. Employees may cover dependents on the Health District’s plans at their expense for 
any amounts that exceed District contributions. Dependents may be enrolled at time 
of  hire,  during  annual  open  enrollment  as  designated  by  the  Health  District  or 
according to enrollment and eligibility guidelines for the Health District plans. 

 

D. The  Human  Resources  Office will  provide  applications  and  information  concerning 
the  insurance  programs  to  all  eligible  employees  and  will  arrange  deductions  for 
dependent premiums, if applicable. 

 
9.5  RETIREMENT SYSTEM 
 

All  eligible  probationary,  provisional  and  regular  employees  are  enrolled  in  the Washington  State 
Public  Employees’  Retirement  System  upon  employment.    Participation  is  mandatory  for  eligible 
employees.  A joint contribution by the employee and the Health District based upon the percentage 
of the employee’s salary is paid into the retirement system. Contribution rates are set by the State of 
Washington  and  are  subject  to  change.  See  the  appropriate  Washington  State  Department  of 
Retirement Systems member handbook for more information. 
 

9.6  SOCIAL  SECURITY 
 

Social  Security  (Federal  Insurance  Contributors  Act)  provides  employees  and/or  their  dependents 
with an income in the event of disability, death, or retirement. Under federal law, a joint contribution 
by the employee and the Health District, based upon a percentage of the employee’s salary, is paid 
into the fund.    
                     

9.7  HOLIDAYS 
 

9.7.1 Eligibility:  Paid holidays begin at the date of hire. Employees who are on leave without pay 
for more than one‐half (½) of their scheduled shift the working day before or after a holiday 
will not receive compensation for that holiday.    
 

9.7.2 Holiday Observance:   
 

A. The Health District observes the following as paid holidays: 
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 New Year’s Day January 1 

 Martin Luther King Jr. Day Third Monday in January 

 President’s Day Third Monday in February 

 Memorial Day Last Monday in May 

 Independence Day July 4 

 Labor Day First Monday in September 

 Veterans Day November 11 

 Thanksgiving Day Fourth Thursday in November 

 Native American Heritage Day Fourth Friday in November 

 Christmas December 25 

 One Personal Holiday Employee’s Choice

B. If a holiday falls on a Sunday, it is observed on the following Monday. If a holiday falls
on a Saturday,  it  is observed on the preceding Friday. However,  for any employees
who are  regularly  scheduled  to work on weekends,  the holiday  is observed on  the
actual holiday.

C. Full‐time employees will receive eight (8) hours of pay at their straight‐time rate for
each  holiday.  Eligible  probationary,  provisional  and  regular  part‐time  employees
receive prorated holiday pay.

D. Nonexempt  regular  employees  will  be  paid  for  the  holiday  plus  one  and  one‐half
times their regular rate of pay for any time worked on the holiday. Such time must
be pre‐authorized by the Program Manager.

9.7.3 Personal Holiday 

A. An  employee may  take  the  personal  holiday  at  any  time  during  the  calendar  year
subject to the prior approval of the Program Manager. The personal holiday will not
be  carried  over  into  the  succeeding  calendar  year.    Probationary  and  provisional
employees  are  eligible  for  taking  their  personal  holiday  after  they  have  been
employed for four months.

B. Upon resignation with two weeks’ notice, retirement, layoff, dismissal or death, the
employee or the employee’s beneficiary will receive payment for an unused personal
holiday.

C. Employees separating in January must have a full month of employment in January in
order to be eligible for a personal holiday for that year.

9.7.4 Religious Holidays 

Employees may take up to two unpaid holidays per calendar year for reasons of faith or acts 
of  conscience,  or  for  an  organized  activity  conducted  under  the  auspices  of  a  religious 
denomination,  church,  or  religious  organization  as  provided  in  RCW  1.16.050Washington 
State Substitute Senate Bill 5173. Such unpaid holidays are available for use on January 1 ofr 
each  year  and  the  unpaid  holidays  must  be  taken  in  full  work  day  increments.  If  an 
employee’s religious beliefs require observance of a holiday as outlined above, or that is not 
included  in  the  basic  holiday  schedule,  the  Health  District  will  use  its  best  efforts  to 
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accommodate that employee. The employee may take the day off using his or her personal 
holiday,  general  leave,  compensatory  time,  or  leave without  pay with  his  or  her  Program 
Manager’s  preapproval  provided  that  the  accommodation  does  not  create  an  undue 
hardship for the Health District or its employees. 

 

9.8  GENERAL  LEAVE 
 

9.8.1 Each regular, probationary and provisional full‐time employee accrues general leave, which is 
leave that is earned by the employee and used at the employee's discretion with supervisory 
approval  for  such  purposes  as  vacation,  bereavement,  personal  appointments,  preventive 
health care, illness of less than five (5) consecutive days, etc. It may also be used for leave as 
accrued  for  purposes  outlined  in  RCW  49.46.210,  the  Washington  Paid  Sick  Leave 
Law.beginning  on  the  90th  calendar  day  after  the  start  of  their  employment  for  usage  as 
outlined  in  Initiative Measure No. 1433, Washington State Paid Sick Leave Law. (See 5.2.4.)  
Each  Program Manager  is  responsible  for  scheduling  his  or  her  employees'  general  leave 
without undue disruption of program operations.  

 
9.8.2 Full‐time employees shall accrue general leave at the following rates: 
 
 
 

Years of Service  8‐Hour Days Accrued/Year  Hours Accrued/Month 

from 0 to 1 year  18 days  12.00 hours 

from 1 to 2 years  19 days  12.67 hours 

from 2 to 3 years  20 days  13.33 hours 

from 3 to 4 years  21 days  14.00 hours 

from 4 to 5 years  22 days  14.67 hours 

from 5 to 6 years  23 days  15.33 hours 

from 6 to 7 years  24 days  16.00 hours 

from 7 to 8 years  25 days  16.67 hours 

from 8 to 9 years  26 days  17.33 hours 

from 9 to 10 years  27 days  18.00 hours 

from 10 to 14 years  28 days  18.67 hours 

from 14 to 24 years  29 days  19.33 hours 

24 years and over  31 days  20.67 hours 

 
9.8.3 All new employees must satisfactorily complete their probationary period to be entitled to 

the use of  general  leave, except as provided  in RCW 49.46.210.in  Initiative Measure No. 
1433, Washington State Paid Sick Leave Law.  

 
9.8.4 Eligible  part‐time  employees  shall  accrue  general  leave  based  on  the  above  schedule 

prorated to their full‐time equivalency. 
 
9.8.5 Temporary employees are not eligible for any general leave benefits, except as provided in 

RCW 49.46.210.Initiative Measure No. 1433, Washington State Paid Sick Leave Law. 
 

9.8.6 General  leave  accrues  from  the  date  of  hire  and  may  be  used  after  six  months  of 
employment,  successful  completion  of  the  probationary  period,,  except  as  provided  in 
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RCW  49.46.210.Initiative  Measure  No.  1433,  Washington  State  Paid  Sick  Leave  Law.  
Provisional  employees  are  eligible  to  use  accrued  paid  leave  after  completion  of  six  (6) 
months of provisional service, except as provided in RCW 49.46.210Initiative Measure No. 
1433, Washington State Paid Sick Leave Law. General leave continues to accrue during any 
paid leave of absence.   

9.8.7 Employees do not accrue general leave when they are in a leave without pay status.  To be 
eligible  to  accrue  general  leave  in  any  calendar  month,  the  employee  must  be  in  paid 
status for at  least eighty (80) hours if a full‐time employee, or  in paid status for prorated 
hours if a part‐time employee.  General leave is credited to the employee’s leave balance 
on the last day of the calendar month earned and is available for use the first day of the 
next month. 

9.8.8 Leave  requests  must  be  submitted  at  least  two  weeks  prior  to  taking  planned  general 
leave.  Scheduled  requests  for  leave  are  subject  to  the  approval  of  the  employee’s 
supervisor.  In  the event of a conflict between  two employees,  the employee making  the 
first  request  will  prevail.  Should  the  sequence  of  conflicting  requests  be  unknown,  the 
employee having greater seniority shall prevail. 

9.8.9 Employees unable to work or unable to report to work on time shall notify their supervisor 
as  soon  as  possible  before  the  workday  begins  or  within  fifteen  (15)  minutes  of  the 
employee’s usual starting time. If an absence continues beyond one day, the employee is 
responsible for reporting in each day. If the supervisor is unavailable, the employee must 
leave a message with the Program Manager or Division Director stating the reason for the 
tardiness or  inability  to  report  to work.  If  the Program Manager attempts  to contact  the 
employee  regarding  the  absence  and  is  unable  to  reach him or  her,  the employee must 
make every attempt to call and talk directly to either the Program Manager or the Human 
Resources Manager.  An  employee who  is  absent without  authorization  or  notification  is 
subject to disciplinary action, including possible termination. 

9.8.10 If an employee provides reasonable notice when requesting general leave and is prevented 
from  taking  requested  general  leave by  the  employee’s  supervisor,  and  if,  as  a  result  of 
such,  the employee has more than the maximum allowable amount of  leave accrued  for 
the year on December 31, the employee may be cashed out at the employee’s salary rate 
at that time or the employee may carry‐over the accumulated leave into the next year. 

9.8.11 Upon separation of an employee by retirement, resignation, layoff, dismissal or death, the 
employee or beneficiary thereof will be paid for the unused general leave to a maximum of 
thirty days (240 hours) at the rate the employee was being paid at the time of separation. 
Notwithstanding  any  other  provision  to  the  contrary,  no  leave  payout  (cash  out)  shall 
exceed two‐hundred forty (240) hours. 

9.8.12 Non‐exempt employees may carry forward a maximum of three‐hundred sixty (360) hours 
of general  leave from one calendar year to the next. Upon accrual of three hundred sixty 
(360) hours of general leave, non‐exempt employee accruals will be reduced to an accrual
rate  reduced  toof  five  (5)  hours  per  month  until  such  time  as  their  balance  has  been 
reduced through use to less than three hundred sixty (360) hours.may accrue in excess of 
three‐hundred sixty (360) hours of general  leave; however, a maximum of three‐hundred 
sixty  (360)  hours  of  general  leave  may  be  carried  to  the  next  calendar  year.  Division 
Directors may make written exceptions to this rule in the event an employee is precluded 
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from taking a previously scheduled vacation through no fault of the employee. his or her 
own. 

 
9.8.13 Exempt  employees  may  accrue  in  excess  of  three‐hundred  sixty  (360)  hours  of  general 

leave; however,  a maximum of  three‐hundred  sixty  (360) hours of general  leave may be 
carried to the next calendar year. Division Directors may make written exceptions to this 
rule  in  the  event  an  employee  is  precluded  from  taking  a  previously  scheduled  vacation 
through no fault of the employee.his or her own. 
 

9.9  DONATION OF  GENERAL  LEAVE 
 

9.9.1 It  is  the  policy  of  the  Health  District  to  allow  employees  who  are  or  who  have  family 
members  who  are  suffering  from  a  qualifying  serious  illness,  injury,  impairment  or 
condition, which is not work related and has caused or is likely to cause that employee to 
take  leave without pay or  to have no alternative but  to  terminate employment with  the 
Health District, to accept a donation of general leave from other Health District employees 
who have accrued general  leave.   Extended  leave  is not eligible for donation. For details, 
see General Leave Donation Policy, Appendix B., General Leave Donation Policy.  

 
9.9.2 The Administrator or designee will consider any exceptions to this policy on a case‐by‐case 

basis. 
 

9.10  EXTENDED LEAVE  ‐NEED TO ASK  ROD HOW WSPSL APPL IES  HERE??OK 
 

9.10.1 Extended  leave has been established  to  reduce  the  financial  loss an employee may have 
when the employee is unavoidably absent from work for any of the following reasons:  
 

A. An employee’s own illness, injury or pregnancy; 
 

B. The need to care for the employee’s, spouse’s, or domestic partner’s child (or foster 
child) who is 1) under 18 years of age and has a health condition requiring treatment 
or supervision, or 2) 18 years of age or older but incapable of self‐care because of a 
mental or physical disability; or 
 

C. The  serious  health  condition  or  emergency  condition  of  the  employee’s  spouse, 
domestic partner, parents, parents‐in‐law, grandparents, children or for other family 
members with  the approval of  the Administrator.   The Administrator may grant an 
exception  for  other  family  members  for  whom  the  employee  is  the  primary  care 
giver. 

 
9.10.2 The following conditions apply to extended illness leave: 

 
A. Regular  full‐time  employees will  accrue  four  (4)  hours  of  extended  leave  for  each 

month worked with unlimited accrual. 
 

B. Regular part‐time employees will accrue extended leave prorated based on their full‐
time equivalency. 
 

 
Page 53



  

KPHD Personnel Manual   Page 40   July 2, 2019  XXApril 3X, 2018  

C. Probationary  employees  accrue  extended  leave,  prorated  based  on  their  full‐time 
equivalence, from the date of hire; however, they are not entitled to use this leave 
during their probationary period. 
 

D. Temporary employees do not accrue extended leave. 
 

E. Employees  do  not  accrue  extended  leave  when  they  are  in  a  leave  without  pay 
status.   To be eligible to accrue extended leave in a calendar month, the employee 
must be in paid status for at least eighty (80) hours if a full‐time employee, or in paid 
status for prorated hours if a part‐time employee.  Extended leave is credited to the 
employee’s  leave  balance  on  the  last  day  of  the  calendar  month  earned  and  is 
available for use the first day of the next month. 

 
9.10.3 Employees become eligible for use of extended leave as described below. 
 

A. For  full‐time  employees  whose  normal  work  schedule  is  five  (5)  8‐hour  shifts  per 
week, use of extended leave begins 1) after the fifth (5th) consecutive day of absence 
for a condition listed in Section 9.10.1; or 2) after forty (40) hours of absence for a 
condition that has been certified for use of intermittent leave under the Family and 
Medical Leave Act. 

 
B. For full‐time employees working an alternate schedule, and for part‐time employees, 

use  of  extended  leave  shall  begin  1)  after  the  employee  has  been  absent  for  the 
number  of  work  days  he/she  is  normally  scheduled  to  work  in  a  workweek  for  a 
condition listed in Section 9.10.1; or 2) after forty (40) hours of absence (prorated for 
part‐time employees) for a condition that has been certified for use of intermittent 
leave under the Family and Medical Leave Act. 
 

9.10.4 Upon  the  employee’s  presentation  of  verification  from  a  licensed  health  care  provider 
involved in treating the affected individual or family member that documents a condition 
qualifying for use of extended leave, the general leave used by the employee for the initial 
days or hours of his/her absence will be restored and a corresponding amount of extended 
leave will be drawn from his/her extended leave account. 
 

9.10.5 Employees who use all their accumulated extended leave and require more time off work 
due to illness or injury may use their accrued general leave and compensatory time. Also, 
with Administrator prior approval, such employees may request  a leave without pay (see 
Leaves of Absence Without Pay, Section 9.12.78). 
 

9.10.6 Employees will  not  be  paid  for  any  unused  extended  leave  upon  leaving  Health  District 
employment for any reason. 

 
9.11  WORKERS  COMPENSATION ( INDUSTRIAL   INSURANCE)  
 

9.11.1 All employees are covered by  the State Workers' Compensation Program. This  insurance 
covers  employees  in  case  of  on‐the‐job  injuries  or  job‐related  illnesses.  For  qualifying 
cases, State Industrial Insurance will pay the employee for workdays lost and medical costs 
due  to  job‐related  injuries  or  illnesses.  All  job‐related  accidents  shall  be  reported 
immediately to the supervisor. 
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9.11.2 When an employee requires medical treatment beyond simple first aid due to an on‐the‐
job  injury or  illness,  he/she  is  required  to  file  a  claim  for Workers'  Compensation.  If  the 
employee files a claim that results  in an absence,  the Health District will continue to pay 
(by use of the employee's unused extended leave) the employee's regular salary pending 
receipt  of  Workers'  Compensation  benefits.  If  the  absence  does  not  qualify  for  use  of 
extended leave, or the employee exhausts all extended leave, accrued general  leave may 
be  used.    For  purposes  of  this  policy,  the  term Workers’  Compensation  benefits means 
time loss or loss of earning power payments. 

 
9.11.3 Coordination  of  Benefits:    If  the  employee  receives  Workers'  Compensation  benefits, 

he/she  is  required  to  repay  to  the  Health  District  the  amount  covered  by  Workers' 
Compensation  benefits  and  previously  advanced  by  the  Health  District.  This  policy  is  to 
ensure that the employee will receive prompt and regular wages during periods of injury or 
disability  so  long  as  accrued  extended  leave  is  available,  until  the  employee  begins 
receiving Workers’ Compensation benefits. Upon  the  repayment by  the employee of  the 
funds previously advanced by the Health District, the appropriate amount of leave will be 
restored to the employee's account. In no case may accrued leave be utilized or restored to 
the extent that it would cause the employee’s salary or leave balance to exceed his or her 
normal rate of pay had the injury not occurred. 

 
9.11.4 The Health District may require an examination at its expense, performed by a physician of 

its  choice,  to  determine  when  the  employee  can  return  to  work  and  if  he/she  will  be 
capable of performing the duties of the position. 

 
9.11.5 All  on‐the‐job  injuries must  be  reported  as  soon  as  possible  to  the  employee’s  Program 

Manager and the Health District’s Human Resources Manager, as provided for  in Section 
10.5.3 of this Manual.   

  
9.11.5  

9.12  LEAVES  OF  ABSENCE 
 
9.12.1 Bereavement Leave: 
 
    Employees will  receive  up  to  twenty‐four  (24)  hours  off with  pay  per  occurrence  in  the 

event  of  death  in  the  immediate  family,  to  include  the  employee’s  spouse,  domestic 
partner,  children,  parents,  stepparents,  grandparents,  grandchildren,  sisters,  brothers, 
parents‐in‐law,  grandparents‐in‐law,  sisters‐in‐law,  brothers‐in‐law,  sons‐in‐law, 
daughters‐in‐law,  or  any  person  living  in  the  employee’s  immediate  household  as  a 
member of the family. Paid bereavement leave is not available for events more than six (6) 
months  following  the  death  of  an  individual  covered  by  this  section.  Paid  bereavement 
leave  will  be  prorated  for  part‐time  employees  based  on  full‐time  equivalency.  With 
approval of the employee’s manager, employees may use general leave in addition to the 
bereavement leave provided in this section. 

 
9.12.2 Civil Leave:   

 
A. Civil  leave with pay will be allowed to permit an employee to serve as a juror for a 

period up to two (2) weeks. Additional leave for jury service will be allowed pursuant 
to  RCW  2.36.165;  however,  the  employee  must  use  accrued  general  leave, 
compensatory time, or serve on a leave without pay basis as per policy. An employee 
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must notify his or her Program Manager prior  to  taking civil  leave and provide the 
manager with a copy of Summons for Jury Duty. If an employee summoned for jury 
duty  is  excused  during  any  portion  of  the workday,  that  employee must  report  to 
work for the duration of that day, or use accrued general leave, compensatory time, 
or leave without pay for the remainder of the day.. 
 

B. The  jury  stipend  and  reimbursement  to  the  employee  for  travel,  lodging,  food,  or 
other actual expenses will not be considered compensation requiring repayment to 
the Health District. 

 
C. All employees who are  subpoenaed  to  testify  in court are allowed  time off  for  the 

period  they  serve as witnesses.  In general, witness duty  leave  is unpaid unless  the 
employee  has  been  subpoenaed  by  the  Health  District  or  its  agent.    For  exempt 
salaried employees, consult with the Human Resources Office to ensure compliance 
with wage and hour laws.  
 

D. Civil  leave with pay may be granted to an employee who needs time off from work 
due to an illness or injury for any period not covered by Workers’ Compensation time 
loss payments under the following conditions. The illness or injury occurred because 
of or rising out of the employee’s performance of his or her public health civil duties 
in response to a bona fide public health emergency, disaster, or bioterrorism event. 
The  employee  must  be  assigned  responsibilities  to  protect  the  public’s  health  in 
response  to  such  public  health  emergency,  disaster,  or  bioterrorism  event,  and  a 
public health emergency must be declared by the District’s Health Officer, or similar 
high‐level authority. 

 
9.12.3 Administrative Leave:   

 
On a case‐by‐case basis, the Health District may place an employee on administrative leave 
with or without pay for an indefinite period of time. Administrative leave may be used in 
the  best  interests  of  the  Health  District  (as  determined  by  the  Administrator)  for  such 
situations as: 

 
A. During an investigation or other administrative proceeding. 

 
B. For  inclement  weather  or  natural  disaster  when  the  Health  District  is  closed  for 

operations  as  determined  by  the  Administrator.    Administrative  Leave  is  only 
provided to those employees who are scheduled to work during the Health District 
closure  period.  For  details,  see  Appendix  C,  Inclement  Weather  and  Emergency 
Closures PolicyInclement Weather and Emergency Closures Policy. 

 
9.12.4 Military Leave:   

 
A. Any employee who is a member of the Washington National Guard or of the Army, 

Navy,  Air  Force,  Coast  Guard,  or  Marine  Corps  of  the  United  States  or  of  any 
organized  reserve  of  the  Armed  Forces  of  the  United  States,  will  be  entitled  to 
military  leave  with  pay  for  a  period  not  to  exceed  twenty‐one  (21)  cumulative 
working  days  during  each  year  beginning  October  1st  and  ending  the  following 
September 30th in order that the employee may take part in active duty, when called, 
or active training duty.  Such military leave will be granted pursuant to the provisions 
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of  RCW  38.40.    The  employee  is  responsible  to  provide  military  orders,  or  such 
documentation  as  is  readily  available.    Employees  are  required  to  notify  their 
supervisors at the earliest possible date upon learning of scheduled military duty.  
 

B. Any employee who enters upon active duty servicee or  training  in  the Washington 
National Guard, the Armed Forces of the United States, or the United States Public 
Health Service may seek a leave of absence as set forth within this Manual and, upon 
return,  will  be  entitled  to  re‐employment  pursuant  to  the  provisions  of  RCW 
73.16.031‐73.16.061  and  Title  38 U.S.C.  §  4301  et  seq.  An  employee  is  entitled  to 
unpaid  military  leave  for  a  cumulative  length  of  up  to  five  (5)  years  and  may  be 
entitled to more time under certain circumstances. Upon return from military leave, 
health,  retirement,  and  other  rights  and  benefits  are  generally  restored  as  if  the 
employee  had  never  taken  a  military  leave  of  absence;  provided,  statutorily 
mandated National Guard and Reserve training requirements are excluded from the 
cumulative five‐year limit, pursuant to the provisions of Title 38, U.S.C. § 4301 et seq. 

 
9.12.5 Military Family Leave: 
 

A. Any  employee  whose  spouse  is  a  member  of  the  United  States  Armed  Forces, 
National Guard, or reserves who has been notified of an impending call or order to 
active duty, or who has been deployed, or when the military spouse is on leave from 
deployment,  will  be  entitled  to  a  total  of  fifteen  (15)  cumulative  working  days  of 
unpaid leave per deployment pursuant to the provisions of RCW 49.77, provided: 1) 
the leave is requested during a period of active military conflict, as declared by the 
President or Congress, or a period in which members of the reserve are ordered to 
active duty; and 2) the employee works an average of twenty (20) hours or more per 
week; and 3) notice of  intent to take  leave  is made within five (5) business days of 
receiving official  notice of  an  impending  call  or order  to  active duty or notice of  a 
leave from deployment. 

 
B. Military  family  leave  under  state  law  is  unpaid,  but  employees  may  elect  to  use 

accrued general leave or compensatory time during the military family leave period. 
Military family leave is in addition to leave available under the FMLA and other leave 
the employee may be entitled.  If  an employee on military  family  leave  is on  leave 
without pay such that he or she is not eligible for the Health District’s contribution to 
health care benefits, the employee may continue, at the employee’s expense, health 
care coverage according to RCW 49.78.290. 

 
9.12.6 Domestic Violence Leave: 
 

Pursuant to RCW 49.76, employees who are victims of domestic violence, sexual assault, or 
stalking, or who are family members of such victims, may take reasonable leave from work, 
intermittent leave, or leave on a reduced leave work schedule, by use of accrued leave or 
compensatory  time or  leave without pay  to seek or obtain, or assist a  family member  in 
obtaining:   1)  legal or  law enforcement assistance to ensure the health and safety of the 
victim;  2)  enforcement  assistance  to  ensure  the  health  and  safety  of  the  victim;  3) 
treatment  by  a  health  care  provider  for  physical  or  mental  injuries;  4) services  from  a 
domestic  violence  shelter,  rape crisis  center, or other  related  social  services program; 5) 
related mental health counseling; or for 6) participating in safety planning, temporarily or 
permanently relocating, or taking other actions to increase the safety of the employee or 
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employee’s family members from future domestic violence, sexual assault, or stalking. For 
details, see Appendix D, Domestic Violence PolicyDomestic Violence Policy. 
 

9.12.7 Leaves of Absence Without Pay:   
 
A  leave  of  absence  without  pay  may  be  granted  to  Health  District  employees  at  the 
discretion  of  the  employing  official.  If  the  leave  of  absence  exceeds  five  (5)  consecutive 
working days, the following conditions should be met before granting the leave: 
 

A. A  written  request  for  a  leave  of  absence  without  pay  must  be  submitted  to  the 
Program Manager on forms prescribed by the Human Resources Office. The written 
request must  include  the  reason  for  leave,  the  length  of  time  requested,  and  the 
expected  date  of  return  to  service.  The  leave  of  absence  form  must  then  be 
completed  and  approved  by  the  Program  Manager,  submitted  to  the  Division 
Director, and finally to the Human Resources Office. 
 

B. All  accrued  general  leave  must  be  exhausted  before  leave  without  pay  will  be 
granted.  If  the  leave  is  for medical  reasons,  accrued  extended  leave must  also  be 
exhausted. 
 

C. The Program Manager must be assured  that  the granting of  leave will not  cause a 
hardship to the Health District. 
 

D. Arrangements  must  be  made  in  advance  by  the  employee  to  pay  for  insurance 
premiums if continued coverage is desired for the duration of the leave. 
 

E. The Program Manager must be reasonably assured that the employee will return to 
work after the agreed leave time is exhausted. 
 

F. The granting of leave without pay is completely discretionary. The reason(s) for the 
need  for  leave,  and  the  employee’s  ability  and  performance  will  be  taken  into 
consideration before the request for leave without pay is granted. 
 

G. If during the authorized leave of absence, the Program Manager determines that the 
absence of the employee is causing a hardship to the Health District, the employee 
may be required to return to work. The Program Manager will send a written notice 
certified  through  the  U.  S.  Mail,  requiring  the  employee  to  return  to  work.  An 
employee who fails to return to work will be considered on unauthorized leave and is 
subject to disciplinary actions. 

  
G.  

 
H. All  leaves of absence without pay of  fifteen (15) or more calendar days results  in a 

suspension of accruals for seniority, general and extended leave, longevity, and other 
benefits except as provided herein during the time of leave.  

 
9.12.8    Exceptions:  
H.   Any exceptions  to  the Leaves of Absences outlined above will be considered on a case‐by‐
case basis at the sole discretion of the Administrator.  
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9.13  FAMILY  AND MEDICAL  LEAVE 
 

9.13.1 The  Health  District  authorizes  leaves  of  absence  to  eligible  employees  for  family  and 
medical  reasons  in  compliance  with  the  Family  and  Medical  Leave  Act  (FMLA),  other 
relevant  statutes  and  regulations.  For  details  regarding  employee  protections  and 
obligations related to family and medical leave, as well as the procedures to be followed, 
see Appendix E, Family and Medical Leave PolicyFamily and Medical Leave Policy. 
 

9.13.2 Leave for Maternity‐Related Disability and to Care for Newborn. Under Washington State 
regulations  and  the  District’s  Family  and  Medical  Leave  Policy,  female  employees  are 
entitled to additional unpaid leave for the period of time that they are physically disabled 
because  of  pregnancy  and/or  childbirth.  The  pregnancy  disability  period  includes  any 
medically necessary leave prior to the birth, plus a recovery period after the birth. Women 
are  entitled  to  leave  for  the  entire  period  of  actual  disability  from  pregnancy  and 
childbirth, and then, if they are eligible, to an additional twelve (12) weeks of leave under 
the Washington Family Leave Act (WFLA) to care for the newborn child. Thus, a pregnant 
employee  with  no  complications  in  the  pregnancy  and  childbirth  is  likely  entitled  to 
eighteen  (18) total weeks of  leave  (i.e.,  six (6) weeks of maternity‐related disability  leave 
recovering from the birth under WAC 162‐30‐020, plus twelve (12) weeks of leave to care 
for the newborn). For details, see Appendix E, Family and Medical Leave PolicyFamily and 
Medical Leave Policy. 
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CHAPTER 10 – GENERAL POLICIES AND CODE OF CONDUCT  
 
 

10.1  EQUAL  EMPLOYMENT OPPORTUNITY 
 

The Health District is an equal opportunity employer. The Health District believes the participation of 
men and women of diverse ages, races, religions, cultures, abilities, and the like will add to personal 
development  and  organizational  success.  The  Health  District  is  committed  to  promoting  and 
protecting the rights and opportunities for equal employment for all and to ensure that no unlawful 
discrimination  is  committed  against  any  person  on  the  basis  of  race,  color,  religion,  sex,  national 
origin,  age,  marital  status,  sexual  orientation,  the  presence  of  any  sensory,  mental  or  physical 
disability, veteran’s status, or any other bases prohibited by federal, state, or local laws. This policy 
extends  to  all  areas  of  employment  and  to  all  relations  with  employees  including  recruitment, 
selection  and  placement,  compensation,  promotion  and  transfer,  disciplinary matters,  demotions, 
layoffs and terminations, testing and training, working conditions, awards and benefits, and all other 
terms and conditions of employment. 
 
Furthermore, the Health District strives to enhance cultural competence in staff relations and client 
service delivery. Cultural competence  is  the development of skills  to work with, educate and serve 
diverse individuals and communities.  

 
If  a Health District employee believes he or  she  is being discriminated against on  the basis of  sex, 
race,  color,  religion,  national  origin,  pregnancy,  age,  marital  status,  sexual  orientation,  veteran 
status, disability, or any other basis prohibited by federal, state, or local laws, he or she may follow 
the  complaint  procedures  set  forth  in  Appendix  A,Appendix  A  ,  Harassment  and  Discrimination 
Prevention PolicyHarassment and Discrimination Prevention Policy. 

 
10.2  HARASSMENT AND DISCRIMINATION PREVENTION     
 

The Health District is committed to fostering and maintaining a work environment that is free from 
discrimination and harassment,  including sexual harassment.  In keeping with this commitment, the 
Health  District  maintains  a  strict  policy  prohibiting  all  forms  of  unlawful  harassment  or 
discrimination. Employees are expected to show respect for each other and the public at all times, 
despite individual differences. Any person who commits such a violation may be subject to personal 
liability, as well as discipline by the Health District. Furthermore, employees who report violations of 
this policy will not be subjected to any form of retaliation. Any employee who feels that he or she has 
been harassed or discriminated against should follow the complaint procedures outlined in Appendix 
A,  Harassment  and  Discrimination  Prevention  PolicyHarassment  and  Discrimination  Prevention 
Policy.   

 
10.2.1  Discrimination  is  defined  as  any  act  or  failure  to  act  (whether  by  itself  or  as  a  part  of  a 

practice),  the  effect  of  which  is  to  adversely  affect  or  adversely  differentiate  against 
individuals or group of  individuals, by reasons of their protected status, such as age, sex, 
marital  status,  sexual  orientation,  race,  creed,  color,  national  origin,  veteran  status  or 
disability or any other characteristic protected by state or federal law, unless based upon a 
bona fide occupational qualification. For details, see Appendix A. 

 
10.2.2   Harassment  is  a  form  of  discrimination  and  is  defined  as  unwelcome  verbal  or  physical 

conduct  toward  another  employee  or  members  of  the  public  on  the  basis  of  their 
protected  status.  Harassment  occurs  when  enduring  the  offensive  conduct  becomes  a 
condition  of  continued  employment,  or  the  conduct  is  severe  or  pervasive  enough  to 
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create  a work  environment  that  a  reasonable  person would  consider  to be  intimidating, 
hostile, or abusive. For details, see Appendix A.  

10.3  REASONABLE  ACCOMMODATION FOR DISABIL IT IES  

It is the policy of the Health District that no qualified individual with a disability will be subjected to 
unlawful  discrimination,  to  include  job  application  procedures,  hiring,  firing,  advancement, 
compensation,  training,  and  other  terms,  conditions,  and  privileges  of  employment.  A  qualified 
individual with a disability is an individual who satisfies the requisite skills, experience, education and 
other job‐related requirements and who, with or without reasonable accommodation,, can perform 
the essential functions of the job in question. Pursuant to the Americans with Disabilities Act (ADA) 
and  the  Washington  Law  Against  Discrimination,  the  Health  District  will  make  reasonable 
accommodations on a case‐by‐case basis to enable qualified individuals with disabilities to perform 
essential job functions, provided that the accommodation does not create an undue hardship for the 
Health  District  or  its  employees.  Any  employee  who  believes  he  or  she  needs  a  reasonable 
accommodation in order to perform the essential functions of his or her job must submit a written 
request for a reasonable accommodation as outlined in Appendix F, Reasonable Accommodation for 
Disabilities PolicyReasonable Accommodation for Disabilities Policy. 

Any employee who  feels  that he or  she has been discriminated against on  the basis of a disability 
should follow the grievance procedures outlined in Appendix F. 

10.4  DISCRIMINATION COMPLAINT  PROCEDURE 

All  employees  are  responsible  for  creating  an  atmosphere  free  of  discrimination  and  harassment, 
sexual, or otherwise. Further, employees are responsible for respecting the rights of their co‐workers 
and others, including the citizens they serve. Appendix A, Harassment and Discrimination Prevention 
PolicyHarassment  and  Discrimination  Prevention  Policy,  outlines  the  steps  to  follow  should  an 
employee believe that he/she has experienced harassment or discrimination on the job. 

10.5  HEALTH AND SAFETY  

It  is  the policy of  the Health District  to provide safe and healthful work environments. This can be 
accomplished if every employee observes all Occupational Safety and Health Administration (OSHA) 
and  Washington  Industrial  Safety  and  Health  Act  (WISHA)  regulations  and  District  policies  and 
procedures  for  health  and  safety,  which  are  protections  for  the  individual  employee  and  for  co‐
workers and the public.   

10.5.1  The  Health  District  has  safety  and  risk management  policies  and  procedures  to  provide 
employees with written guidelines  to be  followed  to  reduce accidents.  Included  in  these 
policies and procedures are such topics as:  Work Safety, the role of the Safety Committee, 
Building  Access  and  Security,  Use  of  Pepper  Spray,  Safety  Procedures  for  Field  Staff, 
Cellular  Telephone Use, Risk Management,  Identification Badges, Hazard Communication 
Program,  Personal  Protective  Equipment  (PPE),  Blood  Borne  Pathogens,  and  Incident 
Reporting. Safety policies are available to all staff on the Health District’s Intranet.  

10.5.2  In addition to the above safety and risk management policies, all new employees receive a 
required  orientation  by  their  supervisor/Program Manager  on  the  appropriate  program‐
specific health and safety topics. included in this plan, along with program and job specific 
safety training. ThisThis orientation  training will will allow new employees to perform their 
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work  responsibilities  safely  and efficiently.  It  is  the  responsibility of every Health District 
employee to help maintain a safe and healthful work environment.   

  
10.5.3  Reporting an Occupational Accident, Injury, or Illness, or Incident:  All employee injuries or 

illnesses  or  other  incidents which may  create  some  risk  for  the  employee  or  the Health 
District that occur during working hours must be reported immediately or as soon after the 
accident as is possible. Any employee who suffers a workplace injury requiring treatment 
beyond simple first aid or who is a witness to any such incident must immediately verbally 
report  the  incident  to  the employee’s  supervisor or Program Manager, Division Director, 
Human Resources Manager, Health Officer, or Administrator. The internal Incident Report 
Form  (see  the  reporting  requirements/form  in  Appendix  G,  the  Risk  Management 
PolicyRisk  Management  Policy,  Appendix  G)  must  be  completed  within  twenty‐four 
(24) hours.    Blank  report  forms  are  available  from  the  employee’s  supervisor,  Program 
Manager, or Human Resources Manager, and on the Health District’s Intranet. 

 
  Anytime a workplace incident causes illness or injury requiring treatment by a health care 

provider,  the  employee  must  inform  his  or  her  supervisor  as  soon  as  possible.  The 
employee must inform his or her health care provider that 1) the injury or illness is work‐
related;  2)  he/she  is  the employee of  the Health District  (not Kitsap County);  and 3)  the 
Washington State Department of Labor and Industries form must be completed (available 
from the treating health care provider). 

 
  For any  workplace  incident  that  causes  in‐patient  hospitalization  of  one  or  more 

employees,  the  supervisor,  Program  Manager,  Division  Director  or  Human  Resources 
Manager  must  be  notified  immediately.  The  Washington  State  Labor  and  Industries 
Employer Guide WAC 296‐800‐32005 requires the Health District to notify the Department 
of  Labor  and  Industries  within  eight  (8)  hours  of  such  an  incident.  This  notification 
requirement  does  not  cover  emergency  room  treatment where  the  employee  is  treated 
and released or scheduled surgeries. 

 
  After  completion,  processing,  and  review  of  the  workplace  incident  report,  the  Safety 

Committee  reviews  the  completed  incident  reports  to  assure  that  appropriate  follow‐up 
and modifications are implemented as needed in accordance with the procedures outlined 
in  the  Risk  Management  Plan.  For  more  information,  refer  to  Appendix  G,  the  Health 
District’s Risk Management PolicyRisk Management Policy., Appendix G. 

 
10.6  LIFE  THREATENING/COMMUNICABLE  DISEASE 
 

Employees with life threatening illnesses or communicable diseases are treated the same as all other 
employees.  They  are  permitted  to  continue  working  as  long  as  they  are  able  to  maintain  an 
acceptable level of performance and medical evidence shows they are not a threat to themselves or 
their  co‐workers.  The  Health  District  will  work  to  preserve  the  safety  of  all  of  its  employees  and 
reserves  the  right  to  reassign  employees  or  take  other  job  actions,  including  discharge,  when  a 
substantial and unusual safety risk to fellow employees or the public exists. 

 
10.7  REPORTING  IMPROPER GOVERNMENTAL  ACTION   
 

In compliance with the Local Government Employee Whistleblower Protection Act, RCW 42.41.050,  
the  Health  District’s Whistleblower  Protection  PolicyWhistleblower  Protection  Policy  (Appendix  H) 
was created to encourage employees to disclose any improper governmental action taken by Health 
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District  officials  or  employees  without  fear  of  retaliation.  This  policy  also  safeguards  legitimate 
employer interests by encouraging complaints to be made first to the Health District, with a process 
provided for speedy dispute resolution.   

 
10.8  CODE OF  CONDUCT 

 
10.8.1 Purpose:    The  Health  District  is  committed  to  the  highest  standards  of  performance, 

integrity and ethical conduct  in serving the citizens of Kitsap County, and has established 
this  Code  of  Conduct  to  assist  its  employees  in  understanding  and  carrying  out  this 
commitment.  The  orderly  and  efficient  operation  of  the  Health  District  requires  that 
employees  accept  certain  responsibilities.  Work  rules  covering  personal  standards  of 
conduct as well as standard operating procedures are necessary to protect the health and 
safety  of  all  employees,  to  maintain  uninterrupted  services,  and  to  protect  the  Health 
District’s  property.  Furthermore,  public  service  is  a  public  trust,  and  as  an  organization 
entrusted with public funds, it is critical that every Health District employee be committed 
to the highest standards of ethical behavior.   

 
All employees are expected to be aware of, and comply with, this Code of Conduct and its 
related policies. Violation of these principles  is a serious matter and will be dealt with as 
such by the Health District. Any employee who violates these requirements will be subject 
to appropriate disciplinary action, up to and including discharge.  

 
10.8.2 Disclosure:  This Code of Conduct applies to all Health District employees. Each employee is 

expected  to  be  knowledgeable  about  the  Code  of  Conduct,  all  related  policies,  laws, 
regulations,  guidelines  and  internal  controls  applicable  to  their  jobs.  As  such,  each 
employee is required to address any situations of actual or potential non‐compliance. For 
example, when an employee believes that they may be in breach of the Code of Conduct, 
then  that  employee  must  make  prompt  and  full  disclosure  in  writing  to  their  Program 
Manager or delegated official. This disclosure should include a detailed description of the 
actual or potential breach. An actual or potential breach may arise without any intentional 
wrongdoing  or  improper  conduct  on  the  part  of  the  employee.  In  those  circumstances, 
employees  will  not  be  disciplined  or  treated  adversely  for  making  prompt  and  full 
disclosure.  However,  all  employees  are  expected  to  make  every  effort  to  avoid  such 
circumstances. An employee  failing  to disclose an actual or potential breach of  the Code 
may be subject to discipline. 

 
10.8.3 Reporting Allegations:    In  addition  to  the  self‐disclosure obligation,  any  suspected  fraud, 

breach of trust or other wrongdoing by another employee must be reported to a Program 
Manager,  Division  Director,  or  the  Human  Resources Manager.    All  employees must  co‐
operate fully during an investigation of suspected wrongdoing in relation to any activities 
outlined  in  this  Code  of  Conduct.  Retaliation  against  someone  who  is  a  witness  or  is 
involved  in  such  investigations  is  prohibited. When  in  doubt  about  the  interpretation or 
application  of  this  Code  of  Conduct,  clarification  should  be  sought  from  a  Program 
Manager or the Human Resources Manager. 

 
10.8.4 General Standards:  As an employer, the Health District strives for an environment in which 

all staff can reach their full potential as efficient and effective employees so that the Health 
District  can  provide  efficient  and  effective  public  service.  The  Health  District  and  its 
employees must continuously examine, evaluate, challenge, and streamline their methods 
and processes, and  identify new ways of providing  the best possible public  services. The 
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Health  District  and  its  employees  must  also  maintain  certain  standards  of  conduct, 
including the following: 

 
A. Conduct Health District business ethically, honestly, professionally, and competently. 
 
B. Provide quality services within available resources. 

 
C. Provide timely and accurate information. 
 
D. Respond promptly to requests. 

  
D.E. Treat others as they want others to treat them. 

 
10.8.5 Respect for Others:   The Health District  is committed to creating a workplace that  is free 

from  harassment  and  discrimination,  where  people  are  respected,  and  diversity  is 
embraced. To achieve this goal employees are expected to: 

 
A. Treat the public and coworkers with dignity, respect, courtesy, honesty, fairness, and 

sensitivity. 
 
B. Respect different values, beliefs, cultures and religions. 

 
C. Value the contribution of coworkers, and work cooperatively. 

 
D. Not bully, intimidate, harass or discriminate against other people. 

 
10.8.6 Work Rules:  The following work rules are applicable to all Health District employees. These 

rules  are  not  intended  to  be  all‐inclusive  and  Division  Directors  and  Program Managers 
may establish additional work  rules  that are unique  to  their divisions and programs.  It  is 
the expectation that all employees will abide by these additional work rules and any other 
work rules or division or program policies and procedures. Failure to do so may result  in 
disciplinary action up to and including discharge. 

 
A. Employees will  consistently be at  their designated work area on time and ready to 

work.  Employees will  remain  at  their work  area,  at work,  except  during  lunch  and 
rest periods, until the scheduled quitting time, unless permission to leave is granted 
by  the  Supervisor/Program  Manager  or  the  duties  of  the  position  require  such 
absence from the work area. 

 
B. All employees are responsible for accurately reporting all hours worked on forms or 

systems supplied by  the Health District.  It  is a violation of Health District policy  for 
any  employee  to  falsify  work  time  records. It  is  also  a  serious  violation  of Health 
District policy  for  any  employee  or  manager  to  instruct  another  employee  to 
incorrectly  or  falsely  report  hours  worked  or  alter  another  employee’s  work  time 
record to under‐ or over‐report hours worked. Any employee who fails to report or 
inaccurately  reports  hours worked will  be  subject  to  disciplinary  action,  up  to  and 
including discharge.  

 
C. All  employees  are  expected  to  maintain  regular,  predictable,  and  punctual 

attendance. They must report any absence to their supervisor or other authority  in 
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accordance with this Manual. Employees unable to work or unable to report to work 
on time shall notify their supervisor as soon as possible before the workday begins or 
at  least  fifteen  (15) minutes  prior  to  the  employee’s  usual  starting  time.  Refer  to 
Section 9.8.9 for further information on call‐in procedures.  

 
D. Employees  are  required  to  follow  all  safety  regulations  to  include  the  wearing  of 

personal  protective  equipment  (PPE)  or  other  safety  or  protective  articles. 
Employees are required to immediately report safety hazards, accidents, or injury to 
their supervisor, Program Manager, or a safety committee member. 

 
E. Employees are responsible for and must not misuse Health District property, records, 

or other materials in their care, custody, or control. 
  

F. Employees  are  responsible  for  the  legal  and  proper  use  if  Health  District  funds, 
including but not limited to claims for reimbursement. 

  
E.  
 
F.   Employees  are  required  to  interact  with  the  public  and  other  Health  District 

employees in a courteous and professional manner.(need to fix lettering in final.) 
 
G.   Employees are  required  to notify  the Human Resources Office whenever  there  is a 

change in their personal data affecting their personnel or payroll records. 
 
H. Employees are not to restrict or interfere with the work of others. 
 
I. Employees are required to report  for and remain at work only  in a  fit physical and 

mental condition, which will enable them to perform their regular duties. 
 
J. Employees will not engage in political activity while on duty. 
 
K. Employees  will  not  use  their  positions  for  personal  gain,  to  solicit  or  conduct 

personal business, for political purposes, or to coerce others. 
 
L. Employees will not deal with an application to the Health District for a permit, grant, 

award, or other benefit which involves themselves or immediate relatives. 
 
M. Employees  will  not  make  false  or  misleading  statements  in  connection  with  their 

employment. 
  

M.N. Employees are expected to read, understand, follow, and abide by all Health 
District policies. 

 
10.8.7 Fraud/Theft:    In  general,  fraud  is  an  act  committed which,  through  deceit,  falsehood  or 

other  such  behavior,  either  deprives  the  Health  District  of  its  assets,  property  or  other 
resources (this includes theft), or causes the Health District to act to its own detriment or 
prejudice.  Fraud may  include acts  committed with  the  intent  to deceive,  involving either 
misappropriation  of  Health  District  assets,  property  or  other  resources  and/or 
misrepresentations  of  financial  and/or  other  information  to  conceal  such 
misappropriation, by such means as: 
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A. Manipulation, falsification or alteration of records or documents. 
 
B. Suppression of information, transactions or documents. 
 
C. Recording of transactions without substance. 
 
D. Misapplication of accounting principles. 

  
D.E. Making false claims resulting in any form of monetary gain. 

 
  All employees shall work  in accordance with both the Health District controls established 

to  prevent  fraudulent  misconduct  and  all  applicable  laws,  regulations  and  government 
guidelines.  All  employees  shall  exercise  honesty,  integrity,  objectivity  and  diligence  and 
shall not knowingly be a party to any fraudulent activity, including theft. Each employee is 
encouraged  to  report,  in writing,  any  knowledge  or  suspicion  of  fraud  to  their  Program 
Manager  or  Division  Director.    All  Health  District managers  are  responsible  for  ensuring 
that adequate  internal controls are  in place to prevent and detect  fraud. Management  is 
accountable for monitoring employee activity and performance and ensuring all employees 
are  aware  of,  and  in  compliance  with,  controls,  policies  and  procedures.  All  confirmed 
incidents of fraud or theft committed against the Health District will be viewed as acts of 
criminal activity and will be treated accordingly. 

 
10.8.8 Dress and Grooming:   An  important part of the  image presented to the citizens of Kitsap 

County is the appearance of Health District employees. Since the Health District is a public 
agency,  employees  need  to  present  a  professional  appearance  when  working  with  the 
Health District’s clients/patients and their families, co‐workers, other community agencies, 
and the community as a whole. It is the Health District’s policy to require staff members to 
dress and groom in a manner that inspires confidence and conveys professionalism to our 
citizens.  The  manner  of  dress  may  vary  according  to  the  amount  and  nature  of  public 
contact.  It  is  the  employee’s  responsibility  to  maintain  a  neat  and  business‐like 
appearance. For details on dress and grooming, see Appendix I, Personal Appearance and 
Signage PolicyPersonal Appearance and Signage Policy.   

 
10.8.9 Personal Signage: The Health District is a public agency and, as such, staff need to promote 

a positive image and attitude in the work environment by not displaying in the workplace 
personal  signage  that  conveys  a  negative  attitude  or  discriminates  against,  harasses,  or 
offends  co‐workers  or  the  public.  This  excludes  signage  used  by  the  Health  District  to 
protect and promote public health as described in the Health District’s Mission Statement. 
For details on personal signage, see Appendix I. 

 
10.8.10 Conflict of Interest:  Public confidence of the citizens of Kitsap County in the operation of 

the Health District is built on integrity. Accordingly, all employees are expected to maintain 
high standards of personal conduct in their relationships with the public and with working 
associates.   

 
A.  Confidential  Information:    Many  of  the  operations  of  the  Health  District  are 

considered  public  information,  but many  are  not.  The  confidential  business  of  the 
Health District should not be discussed outside the Health District facilities. Providing 
confidential  information  to  unauthorized  persons  may  be  grounds  for  disciplinary 
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action.  If you are unsure, contact your supervisor or Program Manager. Employees 
shall not benefit  from the use of  information acquired during  the course of official 
duties  that  is  not  generally  available  to  the  public.  See  the  Health  District’s 
Confidentiality Procedures for further details or contact the Health District’s Privacy 
Officer. 

B. Loans,  Gifts,  Gratuities,  Etc.:    Health  District  employees  must  not  directly  or
indirectly  give  or  accept  any  compensation,  gift,  award,  reward,  hospitality,
entertainment,  or  gratuity  in  the  course  of  their  work  responsibilities  from  any
source other than the Health District. Some items of nominal value (i.e., food), which
are  given  on  special  occasions,  may  be  acceptable.  Check  with  your  Program
Manager before accepting any gifts.

C. Outside Employment:   Health District employees who choose to have an additional
job,  contractual  commitment or  self‐employment, may do  so provided  that before
accepting  the  outside  employment,  they  are  required  to  notify  their  Program
Manager  about  such  employment.  No  employee  may  engage  in  any  occupation
which:

1. Is incompatible with the proper discharge of official Health District duties.

2. May impair independence of judgment or action in the performance of such
official duties.

3. May subject the Health District to adverse criticism or adverse publicity.

4. May  encroach  upon  regular  Health  District  work  hours  and  duties,  or
necessitate long hours, which might adversely affect the employee’s physical
or mental abilities to perform Health District work.

5. Utilizes  Health  District  telephones,  computers,  supplies  or  any  other
resources, facilities or equipment.

6. May  reasonably  be  perceived  by  members  of  the  public  as  a  conflict  of
interest or otherwise discredit public service.

D. Political  Activities:    Health  District  employees  have  the  same  right  to  campaign  in
support  of,  or  in  opposition  to,  a  candidate  or  a  ballot  proposition  as  any  other
citizen. However, public employees are restricted in their political activities while at
work. Public funds and facilities may not be used, nor may an employee campaign on
Health District time or while representing the Health District in any way. Examples of
prohibited activities include, but are not limited to:

1. Using Health District  stationery,  letterhead, postage, or copying equipment
to prepare and mail campaign literature.

2. Publishing a statement supporting a candidate or issue in the Health District
newsletters or other communications.

3. Campaigning by Health District employees on Health District time.
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4. Using Health District  telephones  to make calls  in  support of a  candidate at 

any time. 
 

5. Using Health District vehicles, or the employees’ personal vehicle with Health 
District  signs attached  to  it,  to attend political  rallies, drop off mailers at a 
printer, or distribute campaign materials. 

 
6. Holding campaign strategy meetings in any Health District building or office. 

 
7. Wearing Health District identification badges while campaigning or using the 

employee’s title or position to campaign. 
 

E. Nepotism:    Employees  shall  not  give,  in  the  performance  of  official  duties, 
preferential treatment to relatives or friends or to organizations in which relatives or 
friends  have  an  interest,  financial  or  otherwise.  Furthermore,  relatives  of  current 
Health District employees and Board members will not be employed by  the Health 
District where: 

 
1. One of  the  parties would have  authority  (or  practical  power)  to  supervise, 

appoint, remove, or discipline the other; 
 

2. One  party  would  handle  confidential  material  that  creates  inappropriate 
access to that material by the other; 

 
3. One party would be responsible for auditing the work of the other; or  

 
4. Other  circumstances  that  might  lead  to  actual  or  reasonably  foreseeable 

conflict  among  the parties  or  conflict  between  the  interest  of  one or  both 
parties and the best interests of the Health District. 

 
(See  Washington  Administrative  Code  162‐16‐250).  For  purposes  of  this  section, 
relatives include:  mother, father, son, daughter, brother, sister, husband, wife, aunt, 
uncle,  niece,  nephew,  grandfather,  grandmother,  grandson,  granddaughter, 
daughter‐in‐law,  son‐in‐law,  father‐in‐law,  mother‐in‐law,  sister‐in‐law,  brother‐in‐
law, step‐brother, step‐sister, stepmother, stepfather, and individuals residing with a 
Health District employee. 
 
If  two  (2)  employees marry,  become  related,  or  begin  sharing  living  quarters with 
one  another,  and  in  the  Health  District’s  judgment,  the  potential  problems  noted 
above exist or reasonably could exist, only one of the employees will be permitted to 
stay with the Health District, unless reasonable accommodations, as determined by 
the Administrator can be made to eliminate the potential problem. (See Washington 
Administrative  Code  162‐16‐250).    The  decision  as  to which  employee will  remain 
with  the Health District must be made by  the  two  (2) employees within  thirty  (30) 
calendar  days  of  the  date  they  marry,  become  related,  or  begin  sharing  living 
quarters with each other. If no decision is made during this time, the Health District 
reserves the right to terminate either employee. 
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F. Affect on Employment:  The existence of a conflict of interest precludes the hiring, or
the  continued  employment,  of  one  of  the  parties  when  such  conflict  is  created.
When it is necessary to exclude a person because of a conflict, the persons involved
will  be  given  the  opportunity  to  determine  who  of  the  two  remains  employed.
Should the persons involved be unable to determine who will remain employed, the
Administrator will make the determination.

10.8.11  Use of Health District Resources 

A. It  is the policy of the Health District to restrict the use of Health District resources,
including Health District  time,  to  the authorized conduct of official business and to
such services as are available to the public generally.  Employees may not use Health
District  property,  systems  or work  time  for  personal  reasons. However,  occasional
and  limited  personal  use  of  Health  District  resources  is  permissible,  but  only  if
specifically  allowed  by  Health  District  policy  and  in  accordance  with
WAC 292‐110‐010, as follows:  such use must be brief, infrequent, at no cost to the
Health  District,  and  must  not  interfere  with  the  performance  of  the  employee’s
duties,  disrupt  other  employees,  disrupt  or  distract  from  the  conduct  of  Health
District  business,  or  compromise  the  security  or  integrity  of  the  Health  District.
Violations of this policy may result in disciplinary action up to and including discharge
and/or prosecution as appropriate

B. Such occasional and limited personal use is not allowed for items designated by the
Internal  Revenue  Service  as  “listed  property.”  Listed  property  includes  items
obtained by the Health District for business use but designated by the IRS as lending
themselves  easily  to  personal  use.  Refer  to  Internal  Revenue  Code
Section 280F(d)(4), as amended.

10.8.12 Electronic Communications 

The Health District  provides  telephones,  cell  phones,  pagers,  voice mail  systems,  e‐mail, 
faxes,  and  access  to  the  Internet  for  internal  and  external  business  communication 
purposes. The Health District’s electronic communications are for official business and are 
not  to  be  used  for  employee  personal  gain  or  to  support  or  advocate  for  non‐Health 
District  related  business.  The  Health  District  reserves  the  right  to  monitor  the  use  and 
content  of  electronic  communications.  Electronic  communications  are  not  private  or 
confidential.  Employees  are  expected  to  comply  with  the  Health  District’s  procedures 
regarding electronic communications. For details about  information technology resources 
and communications, see Appendix J, Information Technology Resources PolicyInformation 
Technology  Resources  Policy.  For  details  about  cell  phones,  see  Appendix K,  Cellular 
Telephones PolicyCellular Telephones Policy.   

10.8.13 Personal Internet Communications 

A. The District  recognizes  that  in  today’s environment, with  the  increasing prevalence
of  the  Internet,  employees  will  use  the  Internet  at  home  to  communicate  with
friends  and  associates. The Health District  views  Internet  venues  as  an employee’s
right  to  self‐expression  and  generally  regards  them  in  a  positive  light. However,
employees should be mindful that the Health District’s policies and procedures can
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apply to off‐duty conduct as described herein, including online social networking and 
blogging activities. 

B. Social  networking  communications  can  appear  in  several  forms,  including,  but  not
limited  to,  blogs, message  boards,  chat  rooms,  postings  of  comments,  pictures,  or
videos on websites, or such communications sent by email from a desktop computer,
laptop, or other device such as a smart phone or mobile phone.

C. Online  social networking and blogging activities  are  subject  to  the Health District’s
policies  and  procedures,  including,  for  example,  the  Health  District’s  policies
1) protecting  the  confidentiality  of  information,  2)  safeguarding  District  property,
3) prohibiting  any  type  of  employment  discrimination  or  harassment,  4) governing
use  of  the  District’s  property,  including  electronic  communication  and  computer
systems,  5)  prohibiting  use  of  position  to  secure  special  privileges,  6)  restricting
outside  employment  as  described  in  Section  10.8.10,  7)  prohibiting  solicitation  of
illegal actions, and 8) prohibiting defamation and slander. For example, the following
activities are prohibited:

1. Disclosing or discussing confidential or proprietary information of the Health
District or the District’s clients, agency partners, or employees.

2. Using  the  Health  District’s  name,  logos,  or  other  identifying  marks  in  any
personal online social networking or blogging activities.  Employees shall not
use  their  Health  District  email  address  in  their  personal  profiles  on  social
networking sites.

3. False and defamatory statements about the Health District, its activities and
services,  its  employees,  clients,  and  agency  partners,  and  its  vendors,
contractors, and suppliers, and their products and services.

4. Internet  communications  which  harm  the  Health  District’s  reputation,
mission,  or  functions,  renders  the  employee  unable  to  perform  his/her
duties, results in other employees being unwilling or unable to work with the
employee, or undermines the ability of the District to direct the workforce.
As  examples, material  should  not  be  posted  about  illegal  drugs,  or  that  is
obscene, vulgar, defamatory, threatening, discriminatory, harassing, abusive,
or hateful to another person or entity.

D. Employees  are  personally  responsible  for  the  commentary  they  express  and  the
material  they  post  while  engaging  in  online  social  networking  and  blogging
activities. Employees must make it clear in any online social networking and blogging
activities  that  the views and opinions  they express about work‐related matters are
their  own,  have  not  been  reviewed  or  approved  by  their  employer,  and  do  not
necessarily represent the views and opinions of their employer.

D. 
10.8.14 

10.8.14 10.8.14 Alcohol, Drug, Marijuana and Drug‐Alcohol‐Free Workplace??? 

The Health District is obligated and committed to providing its employees and the citizens 
of  Kitsap  County with  ann  alcohol,  drug, marijuana,  and  drug‐freealcohol  and  drug‐free, 
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healthful,  safe,  and  efficient  workplace.  Therefore,  in  accordance  with  the  federal  Drug 
Free Workplace Act, the manufacturing, distribution, dispensation, possession, and use of 
alcohol, unlawful drugs marijuana or unlawful drugsalcohol on Health District premises or 
during  work  hours  by  Health  District  employees  is  strictly  prohibited.  Furthermore,  the 
Health District expects  its employees to report  to work  free from alcohol,drug marijuana 
and/or unlawful drugalcohol impairment and to remain at work in a condition that enables 
them  to  perform  their  job  duties  in  a  safe,  efficient,  legal  and  professional manner.  For 
further details, see Appendix L, Drug and Alcohol Free Workplace PolicyDrug and Alcohol 
Free Workplace Policy.   

  
10.8.1510.8.14 Prevention of Workplace Violence 

 
The  Health  District  is  committed  to  protecting  the  safety  of  its  employees  and  will  not 
tolerate acts or  threats of violence which  involve or affect  its employees. Therefore,  it  is 
the Health District’s policy  to prohibit  threatened or actual workplace violence,  including 
the  possession  of  any  weapons  by  employees  and,  volunteers,  or  the  public  on  Health 
District property or while conducting Health District business.  For details, see Appendix M, 
Workplace Violence Prevention PolicyWorkplace Violence Prevention Policy.   

 
10.8.1610.8.15 No Smoking or Vaping Policy 
 

For health and safety considerations, the Health District prohibits smoking or vaping in or 
near  (within  50  feet  of)  of  any  Health  District  facilities  including  its  buildings,  vehicles, 
offices or other facilities rented or leased by the Health District. 

 
10.8.1710.8.16 Property 

 
The Health District furnishes desks, closets, cabinets, etc. for security of employee personal 
belongings. The Health District does not, however, assume responsibility  for any  theft or 
damage to the personal possessions of employees. Property owned by the Health District, 
including  but  not  limited  to,  property  used  by  employees  such  as  desks,  cabinets, 
restrooms, break rooms and lockers, are not private. The Health District reserves the right 
to search Health District property at its convenience.  
 

10.8.1810.8.17 Drivers License, Personal Auto Insurance, and Driving Records 
 

A. Employees using their personal vehicle on Health District business shall be required 
to maintain auto liability insurance in an amount not less than the Washington State 
minimum standards pursuant to RCW 46.29.090 and 46.30.020. 
 

B. Employees  using  personal  vehicles  on Health  District  business  shall  conform  to  all 
applicable laws for vehicles and maintain current Washington State driver’s licenses. 
Any employee whose job duties require driving on a regular basis must notify his or 
her  immediate  supervisor  no  later  than  the  next  business  day  if  the  employee’s 
driver’s  license,  including  any  work‐related  endorsements,  is  denied,  expired, 
suspended, revoked or otherwise becomes invalid, or if he or she is ticketed by a law 
enforcement agency for any at‐ fault accidents or moving violations while conducting 
District  business.   Depending on  the duration of  license  suspension,  revocation, or 
other inability to drive, an employee may be subject to disciplinary action, including 
termination.  Employees  are  required  to  submit  copies  of  their  driver’s  licenses  at 
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each  renewal  to  theThe  Human  Resources  Office  will  periodically  verify  Driver’s 
license status.   

C. Driving Records.  Those employees who are required to operate motor vehicles on a
regular basis while conducting District business shall have their motor vehicle driving
record  reviewed by  the Health District upon hire and at  least once every  three  (3)
years thereafter. Such driving record will be checked, at the Health District’s expense
and with  the employee’s knowledge, by having  the employee sign a driving  record
request form from the Washington State Department of Licensing.

10.8.1910.8.18 Seat Belt and Cell Phone Policy 

Per Washington State law, any employee operating or riding in a Health District vehicle or a 
private vehicle while performing Health District work must wear seat belts at all times. An 
employee  may  not  perform  text  messaging  or  hold  a  cellular  to  his  or  her  ear  while 
operating  a  Health  District  vehicle  or  a  private  vehicle  while  performing  Health  District 
work.  See Appendix  K,  Cellular  Telephones  PolicyCellular  Telephones  Policy, Appendix  K, 
for details regarding cell phone usage. 

10.8.2010.8.19 Solicitation 

A. Most forms of selling and solicitations are inappropriate in the workplace.  They can
be an intrusion on employees and citizens and may present a risk to employee safety
or to the security of Health District property. The following limitations apply:

B. Persons  not  employed  by  the  Health  District  may  not  solicit,  survey,  petition,  or
distribute  literature  on Health District  premises  at  any  time.  This  includes  persons
soliciting for charities, salespersons, questionnaire surveyors, labor union organizers,
or any other solicitor or distributor. Exceptions to this  rule may be made  in special
circumstances where  the Health District determines  that an exception would serve
the best interests of the agency and its employees. An example of an exception is the
United Way campaign or a similar, community‐based fund‐raising effort.

C. Employees may not  solicit  for  any purpose during work  time. Reasonable  forms of
solicitation are permitted only during non‐work time, such as before or after work or
during meal or break periods. Soliciting employees who are on non‐work time may
not  solicit  other  employees who  are  on work  time.  Employees may  not  distribute
literature  for  any  purpose  during  work  time  or  in  work  areas.  The  employee
lunchrooms are considered a non‐work area under this policy.

10.8.2110.8.20 Recording of Employee Conversations 

A. Employees  shall  not  record  a  private  conversation  between  or  among  individuals
without  the  consent  of  all  the  persons  engaged  in  the  conversation,  in  accordance
with Chapter 9.73 RCW. The statute also sets forth various exceptions. For example, it
is  not  unlawful  to  intercept  and  record  emergency  calls;  extortion,  blackmail,  and
bodily harm calls; or anonymous or repeated calls at extremely inconvenient hours.

B. Employees  should  start  any  such  audio  recording  by  identifying  everyone
participating.  When  recording  a  meeting  or  event,  employees  should  make  a
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statement  at  the  beginning,  such  as  “This  conversation  is  being  recorded,”  and 
explain  the  purpose  of  the  recording,  so  the  participants  are  aware  when  the 
microphone has been switched on. 

C. Any conversation by a Health District employee in their official capacity shall not be
considered a “private conversation”  if  that conversation  is made at an open public
meeting  or  at  any  other  advertised  meeting,  workshop,  study  session  or  similar
gathering  at  which  the  public  is  invited  to  attend.  As  such,  the  employee’s
conversation may be recorded or recorded without their permission.
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CHAPTER 11 -  PERFORMANCE EVALUATIONS 
 
 

11.1  POLICY 
 

Employee  performance  evaluation  is  intended  to  promote  productivity  and  strengthen 
employer/employee relations. The performance evaluation system provides employees and Program 
Managers  with  a  tool  for  establishing  communication  regarding  performance  standards  and 
expectations,  identification  of  problems  and  concerns,  identification  of  training  needs,  and  the 
provision of positive reinforcements for areas of excellence.  The evaluation is part of an employee's 
personnel  record and may be a  factor  in determining  the employee's conversion to regular status, 
whether the employee receives a step increase, or is to be promoted, transferred, demoted, laid off, 
or terminated. 

 
11.2  PERFORMANCE EVALUATION SYSTEM 
 

11.2.1  The  Administrator  may  develop  and  maintain  performance  evaluation  systems  as 
appropriate. 

 
11.2.2  The  performance  evaluation  system  should  be  based  on  standards  related  to  an 

employee’s individual work assignments. 
 
11.2.3  The performance evaluation system provides the employee with an opportunity to submit 

a written response to the contents of his or her evaluation. 
 
11.3  PERFORMANCE EVALUATION PROCESS 
 

11.3.1 Probationary employees are  to be evaluated by  their Program Manager  three  timeswice  
prior  to  completion  of  their  probation  period.,  Oone  evaluation  should  be  performed 
approximately  three  months  after  the  date  of  appointment  to  clarify  goals,  provide 
feedback,  and  compare  perceptions  about  performance.  This  initial  evaluation  may  be 
informal and use of the formal evaluation is optional. 

 
11.3.2 Regular  employees  are  evaluated  twelve  (12)  months  after  successful  completionthe 

completion of their probationary period and once every twelve (12) months thereafter. If 
an employee remains in the same position for threefive (35) years or more, the employee’s 
performance  evaluation  shouldmay  be  conducted  every  three  (3)  yearsin  annual 
increments up to three (3) years. should be conducted every two (2) years.  

11.3.2  
11.3.3 The  Supervisor  or  Program  Manager  may  deem  additional  performance  evaluations 

appropriate  in  some  circumstances.  An  employee  may  also  request  an  additional 
evaluation  if  a  work‐related  problem  exists  that  may  be  resolved  through  the  formal 
evaluation process.   

 
11.3.4 The employee may file a rebuttal statement. The statement becomes a permanent part of 

the personnel file. 
 
11.3.5 Employees are encouraged to be active participants in the evaluation process. 
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11.3.6 The  performance  evaluation,  together  with  related  correspondence,  is  placed  in  the 
employee’s official personnel file.  A copy willmay be provided to the employee. 

11.4  ADJUSTMENTS  TO EVALUATION DATES 

Evaluation dates will be adjusted forward due to periods in which an employee is on unpaid leave for 
fifteen  (15)  calendar  days  or  more.  Step  increase  eligibility  dates  will  also  be  adjusted  based  on 
unpaid leaves of fifteen (15) calendar days or more. 
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CHAPTER 12 – WORKING CONDITIONS 
 
 

12.1  WORKING HOURS 
 

The  Health  District's  standard workweek  is  forty  (40)  hours  beginning  and  ending  at midnight  on 
Friday. The Health District may redefine the workweek as prescribed by the Fair Labor Standards Act. 
Due to the nature of the Health District's operations, the workday may be adjusted, and longer hours 
may be necessary  in  some  instances. Each employee’s Program Manager will advise  the employee 
regarding  his/her  specific  working  days  and  hours.  Part‐time  and  temporary  employees will  work 
hours as  specified by  their Program Manager.  Flexible hours within a particular workweek may be 
made by mutual agreement between the Program Manager and the affected employee. Alternative 
work schedules on a regular basis, such as flextime schedules, compressed workweeks, teleworking, 
or  other  alternative work  arrangements  require written  authorization  as  specified  in  Section  12.5 
below. 

 
12.2  ATTENDANCE AND ABSENTEEISM?? WSPSLL 
 

Employees  are  responsible  for  complying  with  policies  and  procedures  regarding  hours  of  work, 
attendance, timeliness, leaves of absence, and the like. An essential function of most Health District 
positions is the ability to appear regularly for work and report to work on time. Absenteeism causes 
low morale and reduces productivity. Tardiness or absenteeism may result in discharge depending on 
the  frequency  and  duration  of  the  absence.  Absences  covered  by  the  federal  Family  and Medical 
Leave Act (FMLA), the Washington Paid Sick Leave Law or other leave laws (referred to as “protected 
leave”),  will  not  be  counted  in  evaluating  absenteeism.  Accrued  extended  leave  is  a  protection 
against  risk;  it,.  Iit  is  like  a  disability  insurance  policy  designed  to  give  an  employee  financial 
protection  due  to  an  extended  illness.  Extended  leave  use  may,  in  some  circumstances,  be 
considered in determining excessive absenteeism. 

 
12.2.1  Absenteeism:  Absenteeism is the voluntary or involuntary absence from work for failure to 

report to work,  for failure to report to work on time,  leaving work before the end of the 
shift, and absences from the work area during the day. 

 
A. Degree of Absenteeism 

 
1. Routine Absences ‐ Occur infrequently and are of short duration. 

 
2. Chronic  Absenteeism  ‐  Absences  that  occur  frequently  for  valid  or  invalid 

reasons. Use of leave due to illness or otherwise unscheduled leave in excess 
of one day per month and/or occurring in an established pattern such as the 
day before or after days off, holidays, scheduled general leave, or weekends. 
Unless  protected  leave,  sSuch  absences  may  be  grounds  for  disciplinary 
action. 

 
B. Controlling Absenteeism 

   
1. Supervisors  and  Program Managers  are  encouraged  to  enforce  consistent 

and  fair  attendance/absenteeism  standards  within  their  work  groups.  It  is 
recognized  that  the  nature  of  each  position’s  requirements  needs  to  be 
evaluated in determining these standards. 
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2. Records  of  absenteeism  should  be  maintained  and  monitored  for  all
employees in the work group.

C. Authorized Absences ‐ An authorized absence requires the employee to comply with
all the reporting requirements specified in this Manual. In addition, for an authorized
absence,  the  employee  must  have  available  accrued  leave  to  cover  the  absence
and/or the absence must constitute protected leave.

D. Unauthorized Absences

1. If  invalid  reasons  are  given  for  an  absence or  an employee  fails  to  comply
with  applicable  notification  requirements  for  the  type  of  leave
sought,personally  notify  the  supervisor  or  Program Manager  prior  to  or  at
the beginning of  the work  shift  as established by  the employing official, of
the reason for not reporting to work, the employee will not be compensated
for  the  absence.  Such  absences  may  be  grounds  for  disciplinary  action.
Subject  to  approval  of  Human  Resources,  aAn  employing  official  may
establish different notification standards for various work units.

2. Three consecutive workdays of unauthorized, unjustified absence will result
in dismissal.

12.3  REST  PERIODS/BREAKS 

Per WAC 296‐126‐092 rest periods of not less than ten (10) minutes shall be scheduled for each four 
(4) hours  of  working  time.  However,  where  the  nature  of  the  work  allows  employees  to  take
intermittent rest periods equivalent to ten (10) minutes  for each four (4) hours worked, scheduled
rest periods are not required. As a matter of policy, however, the Health District allows a 15‐minute
rest period for each four (4) hours of working time. Rest periodsThey will be arranged so that they do
not interfere with Health District operations and will be. Rest periods are to be scheduled as closely
as possible to the midpoint of each four‐hour work period. Rest periods may not be accumulated nor
used to shorten the workday or to make up time for tardiness, to extend the lunch period, or to leave
early, or as a replacement for general leave or leave without pay.

12.4  MEAL PERIODS 

The Health District will allow each employee working five (5) or more consecutive hours per day an 
unpaid meal period of at least thirty (30) minutes midway in the workday.   

12.5  ALTERNATIVE  WORK SCHEDULES 

The  Health  District  recognizes  that  there  are  circumstances  where  non‐traditional  alternative 
working  arrangements  can  be  a  benefit  to  both  the Health District  and  the  employee. Alternative 
arrangements, such as  flextime schedules, compressed workweek schedules, and teleworking, may 
increase  productivity,  reduce  commuter  trips,  eliminate  workspace  congestion  in  Health  District 
offices,  and more  efficiently  provide  services  throughout  the  county.  In  order  to  avoid  overtime, 
some schedules may require different workweek designations other than the standard workweek. 
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An  employee  or  the  District may  request  consideration  of  an  alternative work  schedule  and  both 
parties will investigate the feasibility of the request. Alternative work arrangements will be mutually 
agreed upon in writing by the Program Manager and the employee in accordance with this Manual, 
subject  to  approval  by  the  Division  Director  in  consultation with  the  Human  Resources Manager.  
Approval will  be  contingent  upon Health District  policies,  guidelines,  and  any  applicable  collective 
bargaining agreements.  In addition, the following criteria must be met. 
 
12.5.1 The  alternative  work  schedule/arrangement  does  not  adversely  affect  the  Health  District, 

program assignments or projects, customer relations, or other work units, and the quantity 
and quality of work is maintained or exceeded. 

 
12.5.2 The employee has demonstrated sustained high performance. For example, there has been 

no excessive or unexcused absences, no observed problems with productivity, no observed 
need  for  close  supervision  including  the  employee’s  consistent  need  for  guidance  on 
technical matters, and no disciplinary action taken during the employee’s employment with 
the Health District. 

 
12.5.3 Types of Alternative Work Schedules/Arrangements:   What follows is a non‐exclusive list of 

alternative work schedules and work arrangements. 
 

A. Flextime  Work  Schedule:    An  alternative  work  schedule  on  a  regular  basis  with 
different starting and quitting times for the employee other than the standard work 
day. 

 
B. Compressed Workweek Schedule:   An alternative work schedule on a  regular basis 

with agreed upon work hours that permit employees to increase the length of each 
day, to provide one day off every week or every other week. 

 
C. Teleworking:   An arrangement in which employees are permitted to work at home, 

or  to access work remotely,  for at  least part of the workweek on a regular basis  in 
accordance  with  a  Health  District  teleworking  agreement.  See  Appendix N, 
Teleworking PolicyTeleworking Policy, for details. 
 

12.6  JOB‐SHARING 
 

Upon agreement by the Program Manager and the employee with the approval of the Administrator, 
a  job‐sharing  arrangement may be established. All  rights,  terms,  and  conditions of  the  job‐sharing 
agreement will be in writing. 
 

12.7  EMERGENCY HEALTH DISTRICT  CLOSURE 
 

During  times of  inclement weather,  natural  disasters or other  emergencies,  it  is  essential  that  the 
Health District continue to provide vital public services. Therefore, it is expected that employees will 
make every reasonable effort to report to work without endangering their personal safety. 

 
An  employee  who  is  unable  to  get  to  work  or  leaves  work  early  because  of  unusual  weather 
conditions may  charge  the  time missed  to  general  leave,  personal  holiday,  compensatory  time, or 
leave without pay. The employee shall advise  the supervisor by phone as  in any other case of  late 
arrival or absence. 
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In  the  event  of  an  official  Health  District  closure  and/or  late  opening  due  to  severe  weather 
conditions or other extraordinary events (earthquake, power outage, and the like), the closure or late 
opening will be announced on the District’s Weather Line (360‐728‐2200) and via a text alert system. 
The  text  alert  system  requires  employees  to  sign  up  for  this  service.  It  is  recommended  that  all 
employees sign up for the text alert system..  

If the District offices are closed for one (1) or more full business day(s) due to weather conditions or 
for some other emergency as declared by the AdministratorDistrict Director, employees scheduled to 
work will be provided paid administrative leave for a maximum of two (2) full consecutive days per 
occurrence of such closure and/or assigned to work from home or another location as provided by 
the Health District’s policy. For details, see Appendix C, Inclement Weather and Emergency Closures 
PolicyInclement Weather and Emergency Closures Policy. 

12.8  EMERGENCY DUTIES  

All  Health  District  employees  may  be  required  to  stay  at  or  return  to  work  during  public  health 
incidents and/or emergencies to perform duties specific to their job classification or to perform other 
duties  as  requested  in  an  assigned  response  position.  This may  require working  a  non‐traditional 
work schedule or working outside normal assigned duties during the incident and/or emergency. 

12.9  CALL‐BACK 

All employees are subject to call‐back in emergencies or as needed by the Health District to provide 
necessary  services  to  the  public.  A  refusal  to  respond  to  a  call  back  is  grounds  for  immediate 
disciplinary action,  including possible termination. When non‐exempt employees are called back to 
work  after  completion  of  their  regular  workday,  they  will  be  compensated  in  either  pay  or 
compensatory time at the rate of one‐and‐one‐half (1½) times the actual hours worked; a minimum 
callback will be two (2) hours, and the employee must physically report to a worksite. 

12.10  REMOTE CALL‐BACK 

When  it  is necessary to call back employees without advance notice to perform unscheduled work 
outside of their regular shift hours to handle an emergency, system failure, or other urgent situation, 
and  they  are  able  to  perform  such  duties without  physically  reporting  to  a worksite,  they will  be 
compensated for the actual hours worked for the particular incident, or a minimum of one‐half hour 
of  straight  time,  whichever  is  greater.  If  such  remote  call‐back  time  results  in  overtime,  normal 
overtime  pay,  or  compensatory‐time  provisions  will  apply.  Directors  and  Program Managers  who 
authorize remote call‐back must ensure that it is noted as such on the employee’s time card.  

Remote  call‐back  does  not  apply  to  work  performed  remotely  for  non‐urgent  matters,  regular 
telework  or  otherwise  scheduled  remote  access.  Refer  to  the  Information  Technology  Resources 
Policy  (Appendix  J),  the  Teleworking  PolicyTeleworking  Policy  (Appendix  N)(Appendix  N),  and  the 
Compensatory Time, Overtime and Flextime Policy (Appendix P). 

12.11  PAYDAYS 

Health  District  employees  are  paid monthly  on  the  last  working  day  of  the month  or  on  a more 
frequent  schedule  as  determined  by  the  Administrator.  If  a  regularly  scheduled  payday  falls  on 
Saturday, Sunday, or holiday, paychecks will be distributed the last regular working day prior to such 
day.  
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CHAPTER 13 – DISCIPLINE AND DISCHARGE 
 
 

13.1  DISCIPL INE 
 

The  goal  of  corrective  action  and  discipline  is  to  change  or  improve  an  employee’s  behavior  by 
providing guidance and strengthening an employee’s self‐discipline.  Rules and standards are needed 
to help everyone get the job done quickly, safely, and well. The Health District encourages those forms 
of disciplinary actions that teach rather than punish, when appropriate. Follow‐up and observation of 
performance by the supervisor often helps to correct an unsatisfactory situation. However, in the case 
of more serious infractions, a progressive approach may not be suitable, and the Health District may 
proceed directly to the appropriate disciplinary action, including termination. 
 
Note: Program Managers should consult with the Human Resources Manager in order to maintain 
consistency of discipline. 

 
13.1.1  Causes for Disciplinary Action:  The following is a non‐inclusive list provided for illustration 

of cause for disciplinary action: 
 

A. Incompetence or  inefficiency  ‐  Failure  to meet minimum requirements  set  forth  in 
the job classification or failure to meet reasonable work performance standards. 
 

B. Neglect of duty or dereliction of duty ‐ Engaging in any activity or personal business 
which  causes  the  employee  to  neglect  or  be  inattentive  to  his/her  job 
responsibilities. 
 

C. Conduct unbecoming a Health District employee. 
 

1. Discourteous  treatment  or  wantonly  offensive  conduct  toward  clients,  the 
public or fellow employees. 

 

2. The  use  of  indecent,  obscene,  or  otherwise  coarse  or  offensive  language, 
including but not limited to racist or sexist slurs, directed toward the public 
or fellow employees. 

 

3. Threat of physical harm directed toward the public or fellow employees. 
 

4. Misuse  or  abuse  of  power  when  dealing  with  members  of  the  public  for 
personal gain. 

 

5. Violations of the Health District’s dress and grooming standards. 
 

D. Unauthorized use of Health District property or equipment. 
 

E. Deliberately or recklessly destroying, damaging, or defacing Health District property. 
 

F. Misappropriation  or  theft  of  Health  District  property,  funds  or  services;  or  the 
property/funds of the public or co‐workers in the workplace. 
 

G. Bribery ‐ Making a bribe, accepting a bribe, or soliciting a bribe in the course of Health 
District business. 
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H. False Statements  ‐ False or misleading statements,  intentional misrepresentations, or 
fraudulent  conduct by an employee or  such actions by others with his/her  collusion. 
Falsifying records or reports. 
 

I. Violation of the Health District Drug, Marijuana and Alcohol‐Free Workplace Policy. 
 

J. Violation of the Information Technology Resources Policy. 
 

K. Violation of the Prevention of Workplace Violence Policy. 
 

L. Violation of the Health District’s Code of Conduct or related policies. 
 

M. Violation  of  work  rules  ‐  Violation  of  state,  Health  District,  or  program  work  rules, 
policies, safety rules or regulations. 
 

N. Solicitation of illegal actions ‐ The attempt to induce an employee of the Health District 
to commit an illegal act or violate any lawful and reasonable Health District regulation. 
 

O. The commission of a crime. 
 

1. The  commission of  a  felony,  the offense of which  is directly  related  to  the 
responsibilities of the position held or so disruptive to the work relationship 
between  the  Health  District  and  the  employee  or  the  employee  and  their 
coworkers  that  the  Health  District  feels  compelled  to  discharge  the 
employee  rather  than  tolerate  the  disruptions  and  inefficiencies  that 
continued  employment  may  cause.    Such  conduct  may  include  child 
molestation, sex crimes, and others. 

 

2. The commission of a misdemeanor during the performance of Health District 
business. 

 

3. The commission of a misdemeanor, the offense of which is directly related to 
the responsibilities of the position held. 

 

P. Insubordination  ‐  Disobedience,  unwilling  to  submit  to  established  authority,  the 
refusal  to perform assigned work unless such performance would constitute a safety 
hazard or illegal act. 
 

Q. Absences  without  authorization  ‐  Failure  to  report  for  work,  failure  to  give  actual 
reasons for an absence, or failure to return to work upon the expiration of a vacation 
or authorized leave. 
 

R. Chronic tardiness or excessive absenteeism. 
 

S. Violation of the Harassment and Discrimination Prevention Policy. 
 

T. Smoking in any unauthorized areas. 
 

U. Creating fire hazards in any area. 
 
13.2  DISCIPL INE  PROCESS      
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The following is a list of corrective and disciplinary actions. It is not intended to be an all‐inclusive list, 
nor  is  there  any  intent  that  discipline necessarily  start  at  the  lowest  level  and be  sequential.      The 
District will tailor discipline to respond to the nature and severity of the offense, and the employee’s 
prior corrective/disciplinary record. 
 

13.2.1  Oral  Warning:  Inappropriate  conduct  or  performance  may  initially  be  brought  to  the 
attention of the employee by oral discussion or reprimand. The employing official is to take 
reasonable  precaution  not  to  embarrass  the  employee  before  other  employees  or  the 
public. The Program Manager  is encouraged  to keep a  record of  the date and subject of 
oral warnings. An oral warning  is not subject  to  the notice and hearing requirements set 
forth below nor the grievance procedure set forth in this Manual. 

 

13.2.2  Written Reprimand: When inappropriate conduct or performance is continual, or when in 
the  judgment  of  the  Program  Manager  the  severity  of  such  conduct  or  performance 
warrants  it,  a  written  reprimand may  be  issued  to  an  employee.  A  copy  of  the written 
reprimand will be kept in the employee’s official personnel file. A written reprimand is not 
subject to the notice and hearing requirement set forth below nor the grievance procedure 
set forth in this Manual. 

 

13.2.3  Performance  Work  Improvement  Plan:  When  unsatisfactory  work  performance  or 
inappropriate work behavior is continual following disciplinary action or an unsatisfactory 
performance  evaluation,  the  employee  may  be  issued  a  document  outlining  areas  of 
improvement  required within  a  designated  time  frame. Work  performance  and/or work 
behavior will be closely monitored and may require frequent performance evaluations. 

 

13.2.4  Setback  in  Range:    The  Program Manager may move  an  employee  backward  to  a  lower 
step in his/her salary range for disciplinary reasons. The employee must be provided with 
five  days  or more  advance  notice  of  such  action.  The  notice must  include  the  cause  for 
action and a new evaluation date. 

 

13.2.5  Delay  of  Step  Increase:    The  Program Manager may  delay  an  employee’s  step  increase 
based on performance evaluation ratings. The employee must be given advance notice of 
such  action  five  days  in  advance  of  the  effective  date,  and  the  notice must  include  the 
cause for action and a new step increase date. 

 

13.2.6  Suspension with Pay:  The employing official may remove an employee from work with pay 
for  a  specific  period  of  time  when  necessary  to  investigate  a  situation  pending  a  pre‐
disciplinary hearing/pre‐termination hearing, or for business necessity. 

 

13.2.7  Suspension Without  Pay:    The  Program Manager  may  remove  an  employee  from  work 
without  pay  for  a  specific  period  of  time  for  continuing  inappropriate  conduct  or 
performance  of  any  one  severe  offense,  or  to  investigate  complaints  of  employee 
misconduct in accordance with the process set forth in Section 13.3 of these Rules. 

 

  Employees who are exempt from the overtime laws are not subject to unpaid disciplinary 
suspensions  except  in  increments  of  full workweeks  unless  the  infraction  leading  to  the 
suspension is for a violation of a safety rule of major significance. 

 

13.2.8  Demotion: The Program Manager may demote an employee to a classification that has a 
lower salary range. This type of action is usually only taken where an employee is unable or 
unwilling  to  perform  the  duties  required  for  his/her  current  position  but  meets  the 
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qualifications  for  the  position  to which  he/she  is  being  demoted  or  in  lieu  of  discharge. 
Demotion for any cause can only be made to a vacant position. An employee demoted for 
disciplinary reasons has no right to displace a subordinate or junior regular employee. The 
employee must be provided with a minimum of five days notice of such action. 

 

13.2.9  Discharge:  Discharge is the termination of the employment relationship.  Discharge is the 
most severe form of disciplinary action and should only be used after previous attempts at 
corrective  discipline  have  failed  or  when  the  offense  is  very  serious.  Instances  which 
warrant  discharge  without  prior  written  notice  or  suspension  may  include,  but  are  not 
limited  to,  such  conduct  as  insubordination,  assault,  theft,  being  under  the  influence  of 
alcohol or drugs, and  illegal or destructive acts on the  job. Employees discharged will be 
paid all accrued general leave and compensatory time. 

 

13.3  DISCIPL INARY PROCEDURE 
 

13.3.1  Hearing Required:   Prior  to  imposing discipline  involving a  reduction  in pay, suspension, or 
discharge, a notice and a hearing are required. A Program Manager in consultation with the 
Human Resources Manager provides and arranges  for a pre‐disciplinary or pre‐termination 
hearing prior to the imposition of a disciplinary action that may result in suspension without 
pay, demotion, or discharge. 

 

13.3.2  Notice:    The  Program  Manager  in  consultation  with  the  Human  Resources  Manager  will 
provide  the  employee  with  a  written  notice  of  the  hearing  described  above.  The  notice 
informs the employee of: 

 

 The  reasons  for  the  disciplinary  action  or  possible  discharge,  including  any  specific 
policies and procedures, which have been violated. 

 A summary of any previous incidents or disciplinary actions, if applicable. 

 A date, time, location of the hearing 

 The  opportunity  to  respond  to  the  reasons  discipline  is  being  considered  at  the  pre‐
disciplinary hearing. 

 

13.3.3  Pre‐Disciplinary or Pre‐Termination Hearing:  The hearing is conducted by the Administrator 
or designee and is informal. The purpose of the hearing is to allow the employee to present 
information  that  would  assist  the  Administrator  or  designee  in  reaching  a  final 
determination. 

 
13.3.4  Final Disciplinary Action:   As a result of the pre‐disciplinary or pre‐termination hearing, the 

Administrator or designee will issue a determination within a reasonable period of time and 
include the following: 

 
 The discipline imposed, if applicable. 

 The effective date and duration of the discipline imposed, if applicable. 

 The required corrective action by the employee, if applicable. 
 
13.3.5  Discipline During Trial  Service:   An employee who  is on  trial  service  following a promotion 

has the same right of appeal as any other regular employee with the exception that during 
his/her trial service, he/she may be returned to the job class held prior to promotion without 
receiving notice of cause or have a right to appeal. 
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13.3.6  Discipline During  the Probation Period:   Employees undergoing  their probation period may 
be subject to any of the aforementioned disciplinary actions without notice of cause or right 
of appeal. The minimum advance notice of such action need not be more than the normal 
time requirement for dismissal of a probationary employee. 

13.3.7  Placement  in  Personnel  File:    It  is  recommended  that  the  employee  acknowledge  the 
disciplinary  action  taken  by  signature  on  the  final  notice  of  the  disciplinary  action.  The 
disciplinary action notice  is forwarded to the Human Resources Office for placement  in the 
employee’s  official  personnel  file.  If  the  employee  refuses  to  acknowledge  the  final 
disciplinary  action  notice,  the  employee  may  be  subject  to  further  disciplinary  action. 
Further,  the  Program  Manager  may  fulfill  this  obligation  by  securing  the  signature  of  a 
witness. 
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CHAPTER 14 – GRIEVANCE PROCEDURE 
 
 

14.1  PURPOSE 
 
  The purpose of this process is to provide an orderly method for resolving grievances. The objective of 

this process is to provide an opportunity for employees to understand and resolve matters where the 
employees believe they have received inequitable treatment. A determined effort should be made to 
settle any such differences at the lowest possible level in the grievance procedure. 

 
14.2  GRIEVANCE DEFINED 
 
  A  grievance  is  a dispute or disagreement  arising between  the employee and  the Health District  in 

regard  to  the  interpretation  or  application  of  the  specific  provisions  of  this  Personnel Manual,  or 
other  Health  District  policies  or  procedures.  Specifically  excluded  from  further  recourse  to  the 
grievance  procedure  are  grievances  that  have  been  processed  and  decided  and  grievances  not 
presented within the time limits established. Oral warnings and written reprimands are not grievable. 

 
14.3  WHO MAY GRIEVE 
 

Any  employee  who  believes  he/she  has  a  grievable  dispute  as  defined  above  and  which  directly 
affects the employee has the right to file a grievance. Probationary employees do not have the right 
to grieve dismissal or the extension of the probationary period. 

 
14.4  TIME L IMITS  
 

In order to maintain good employee relations and employee morale, it is important that grievances 
be handled promptly and fairly. If an employee fails to submit a grievance within the time schedule in 
the steps below, the employee waives his right to grieve. If the Program Manager or Division Director 
fails to respond within the time limits established in the steps below, the next step in the grievance 
process will apply.  If mutually agreed upon,  the time  limits established  in the steps below and any 
individual  step  in  the  grievance  procedure  may  be  waived.  Where  time  limits  are  expressed  in 
working days in these Rules, working days are defined as Monday through Friday, excluding holidays. 
 
Note:    It  is recommended that the Program Manager and Division Director work with the Human 
Resources Manager as soon as any grievance is submitted. 

 
14.5  PROCEDURE 
 

Step 1 ‐ Oral Discussion 
 
Within ten (10) working days after the occurrence of the situation, condition, or action giving rise to 
an alleged employee grievance, the employee affected may personally present a grievance to his/her 
Program Manager.  The Program Manager  shall  have  ten working days after  the date of  this  initial 
meeting to respond to the employee’s grievance. 
 
 
Step 2 ‐ Written Grievance 
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If  the  employee  believes  that  the  matter  has  not  been  settled  or  cannot  be  adjusted  to  his/her 
satisfaction  by  the  Program Manager,  the  employee  may  present  his/her  grievance  in  writing  to 
his/her Division Director within ten (10) working days after the delivery of the response or expiration 
of the timeframe for response or if the employee elects to bypass step one. The written grievance is 
to include the following:    
                                                     
 The facts upon which the grievance is based. 

 Reference to the policy or policies alleged to have been violated or misapplied. 

 The date of the circumstances leading to the grievance or the date when the employee first 
became aware of those circumstances. 

 The remedy sought. 
 
Upon receipt of the written grievance, the Division Director will review the grievance along with all 
documents  and  evidence  provided,  and may  if  deemed  appropriate meet with  the  employee  and 
Program  Manager.  The  Division  Director  will  usually  provide  a  written  response  within  ten  (10) 
working days of receipt of the employee’s written grievance if possible. 
 
Step 3 ‐ Administrator 
 
If  a  satisfactory  settlement  is  not  reached  in  the  above  steps,  the  grievance may  be  delivered  in 
writing  to  the Administrator within  ten  (10) working days after  the date of  the  response  from the 
Program Manager. Within five (5) workdays after receipt of the written grievance, the Administrator 
may schedule a meeting to hear the grievance. This meeting may be held within ten working days. 
The Administrator may render a decision within fifteen (15) working days after such hearing. 
 
Step 4 – Board 
 
In the event the grievance  is not satisfactorily settled in Step 3 above, the employee may deliver a 
written  grievance  to  the  Board  within  seven  (7)  working  days  of  the  written  response  from  the 
Administrator.  The  Board  will  render  a  written  decision  within  thirty  (30)  days.  The  Board,  at  its 
discretion,  may  appoint  a  hearings  examiner  to  hear  the  grievance  and  render  a  decision  on  its 
behalf. The decision of the Board or its designee is binding.   
 
Note:   Employees represented by a bargaining unit should follow grievance procedures set forth in 
their respective labor contracts.  
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CHAPTER 15 – SEPARATION FROM EMPLOYMENT 
 
 

15.1  RESIGNATION 
 

Employees may voluntarily  terminate  their employment at any  time. To  resign  in good standing, a 
regular  employee will  give  the Health District  at  least  two  (2) weeks written notice  of  separation. 
Management and professional staff are requested to give at least thirty (30) days notice. Employees 
who terminate without two (2) weeks’ notice forfeit up to ten (10) days of accrued general leave.   

 
15.2  RETIREMENT –  REGULAR 
 

A  written  application  must  be  filed  with  the  Public  Employees’  Retirement  System  (PERS).  The 
effective retirement date  from which benefit payments accrue  is always the first day of a calendar 
month. PERS will make the employee’s effective date of retirement at least thirty (30) days after the 
application  is  filed  with  them.  The  retiree  should  take  this  into  consideration  in  planning  for 
retirement. Potential retirees are required to fill out medical conversion forms two (2) months prior 
to the effective date of retirement. Those retirees who are eligible for COBRA (continued health care 
coverage for former employees and their eligible dependents) will receive information and forms in 
the mail after the Health District receives the separation notice. 

 
15.3  RETIREMENT –  DISABIL ITY 
 

Employees who may be eligible for disability retirement should contact PERS by telephone to obtain 
the  appropriate  forms  to  be  filed.  The  Retirement  System Medical  Review  Board  will  approve  or 
disapprove the request for disability retirement. 

 
15.4  REDUCTION  IN  FORCE –  FURLOUGH AND LAYOFF  PROCEDURES 
 

The Health District may declare a mandatory furlough, reduction in hours and or layoff in the event 
that a reduction in force is necessary due to lack of work, lack of funds, or reorganization. 
 
15.4.1 Furlough Procedure.  Involuntary unpaid furlough days or reduction in hours may be imposed 

on a uniform basis agency‐wide or by job classification. 
 
15.4.2 Layoff Procedure 
 

A. No regular Health District employee will be laid off while another person in the same 
classification is employed in a probationary status. 

 
B. In determining who, in an affected classification, is to be laid off, consideration is to 

be  given  to  ability,  performance,  special  skills,  and  seniority.  When  ability, 
performance,  and  special  skills  are  substantially  equal,  seniority  will  be  the 
determining  factor.  Ability  and  performance will  be  determined  by  the  use  of  the 
employee’s  performance  evaluations within  the  last  two  years within  the  affected 
classification. 

 
C. Employees laid off will be given thirty (30) days’ notice in writing, or at the option of 

the Administrator, thirty (30) days separation pay. 
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D. Laid off employees are eligible for recall  for a period of eighteen (18) months from
their effective date of  layoff.    For  re‐employment beyond the eighteen  (18) month
recall period, refer to Section 4.1.4 of this Manual.

E. In the event of a shutdown of state/federal government and associated elimination
of  District  funding,  the  District may  temporarily  reduce  the  hours  of,  or  furlough,
employees  whose  positions  are  affected.  Such  temporary  reductions/furloughs
require a minimum of seven (7) calendar days’ notice to the affected employees and
will  last  no  longer  than  fourteen  (14)  calendar  days.  Employees  affected  by  a
temporary reduction/furlough under this section will not have the option to displace
another  employee  and  will  not  be  placed  on  a  recall  list.  Such  employees  will
continue  to  receive medical  and  other  insurance  benefits  on  the  terms  applicable
immediately prior  to  the temporary  reduction/furlough and will maintain the  leave
balances accrued at the time of the temporary reduction/layoff.

15.4.3 Recall From Layoff 

A. When the Health District rehires after a  layoff has occurred, the Health District will
first  attempt  to  rehire  those  employees  who  were  laid  off  from  the  affected
classification  in  the  reverse  order  of  layoff.  Laid  off  employees  will  also  be
considered,  if  available  for  work,  for  positions  at  the  same  salary  classification  or
lower classifications. Laid off employees must meet the minimum qualifications  for
the position to be considered for recall.

B. Recalled employees will return with credit for seniority at time of layoff.

C. Notification  of  recall  will  be  by  registered  mail  and  the  employee  response  is
required within seven (7) calendar days of notification.

D. Laid off employees will be eligible for recall  for eighteen (18) months following the
effective date of layoff.

15.5  INVOLUNTARY SEPARATION 

Employees may be involuntarily separatedterminated.  In addition to other grounds listed elsewhere 
in  this  Manual,  employees  may  be  separatedterminated  involuntarily  if  they  no  longer  meet  the 
minimum qualifications of  their position. Accrued general  leave will be paid at  the end of  the next 
pay period after the effective date of separation. 

15.6  RETURN OF  HEALTH DISTRICT  PROPERTY 

All employees terminating employment with the Health District whether by resignation, retirement, 
discharge, or layoff are required to turn in all Health District property to their Program Manager on 
their last day worked or on a day mutually agreed upon with the Program Manager. Failure to return 
Health District property may result in legal action. 

15.7  FINAL  PAYCHECK 
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The  employee  will  receive  pay  for  accrued  general  leave  or  compensatory  time  or  work‐related 
expenses  if  applicable.  If  an  employee  received  an  overpayment  of  wages  and/or  benefits  in  a 
previous paycheck  in error or  the employee otherwise owes monies  to  the Health District,  the  full 
amount will be deducted from the employee’s final paycheck. If the final paycheck is not adequate to 
cover the monies owed the Health District, the employee is required to remit payment to the Health 
District  within  thirty  (30)  days  of  separation,  or  otherwise  by mutual  agreement  with  the  Health 
District. 

15.8  INQUIRIES  REGARDING EMPLOYMENT REFERENCES  

All  requests  whether  formal  (written)  or  informal  (verbal)  for  employment  references,  or 
verifications of employment must be referred to the Human Resources Office.  Programs are asked 
not  to  complete  such  forms prior  to  contacting  the Human Resources Office. Without  the written 
consent  and  release  of  an  employee  or  a  former  employee,  the Health District will  only  verify  an 
employee’s name, job title, salary, and employment dates, unless additional information is required 
by federal or state law or a court order. Upon receipt of a signed release, and after consultation with 
the Human Resources Office, employees may provide the following reference information, pursuant 
to RCW 4.24.730:    the  individual’s ability  to perform his or her  job;  the diligence, skill or reliability 
with which  the  employee  carried  out  the  duties  of  his  or  her  job;  and  any  illegal  or wrongful  act 
committed by the individual when related to the duties of his or her job. For details, see Appendix O, 
Providing Personnel References PolicyProviding Personnel References Policy. 

15.9  UNEMPLOYMENT CLAIMS 

There  are  very  restrictive  time  limitations  for  responding  to  claims  from  any  State  Employment 
Security office. In order to guarantee that information is processed quickly and accurately, programs 
must  immediately submit to the Human Resources Office any requests for  information. The Health 
District is a self‐funded employer and a lack of response may cause unnecessary expenditures. 
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CHAPTER 16 – RECORDS AND REPORTS 
 
 

16.1  PERSONNEL  RECORDS AND F ILES  
 
The Human Resources Office will establish and maintain a personnel records system, which becomes 
the  Health  District’s  official  records  for  each  employee.  Reporting  procedures  and  forms  are 
established  by  the  Human  Resources  Manager.  Information  compiled  and  retained  in  the  official 
personnel file consists of records and reports deemed pertinent which will include, but is not limited 
to: 
 
Personal Data:  Legal name, mailing address, home telephone number, date of birth; copies of Social 
Security  Card,  driver’s  licenses  (if  required),  certifications  (if  required);  emergency  contact 
information. 
 
Basic Employment Information:  Job title, program assignment, employee’s application, salary range 
and step, dates of employment, benefit selection forms, retirement information. 
 
Personnel Actions:  Reports of personnel actions will be reported to the Human Resources Office in 
writing  in  the manner,  time,  form, and method as determined by  the Human Resources Manager. 
Examples of personnel actions are: 
 
 Appointments 

 Transfers 

 Promotions 

 Demotions 

 Resignations 

 Dismissals 

 Disciplinary actions 

 Performance evaluations and other reports of work performance 

 Commendations and awards 

 Leaves of absences 

 Changes of salary ranges and/or steps 

 Temporary or permanent changes in an employee’s status 

 Employment history and other such records and reports as deemed pertinent. 
 
Other Information:  Authorization to release information and verifications of employment. 

 
16.2   CONFIDENTIAL ITY  AND PUBLIC  DISCLOSURE 
 

Each employee’s personnel  records will  be kept  confidential  to  the maximum extent permitted by 
law and will not be open to inspection by any person other than the employee’s supervisor, Program 
Manager, Division Director, and Human Resources staff in the conduct of their jobs prescribed by this 
Manual, unless such person has obtained the written consent of the employee. 
 
Although personnel files are considered confidential, the Health District may be obligated to release 
certain personnel information to labor organizations or other entities or individuals who make a valid 
request  under  state  or  federal  law,  (i.e., Washington  State’s  Public  Disclosure  Act,  Chapter  42.56 
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RCW;  the Public  Employee Collective Bargaining Act, Chapter 41.56 RCW;  subpoenas).  Information 
relating  to  employees will  be maintained  in  a  restricted‐access  file  separate  from  the  employee’s 
personnel  file  in  order  to  be  consistent  with  the  requirements  of  federal  laws  including  the 
Americans With Disabilities Act (ADA) and the Family and Medical Leave Act (FMLA). The decision to 
release or not release information is made by the Human Resources Manager. 
 
Any employee who fails to maintain the confidentiality of personnel records and files will be subject 
to disciplinary action. 

 
16.3  EMPLOYEE  ACCESS  TO PERSONNEL  F ILES  
 

Each  employee  may  review  the  contents  of  his/her  own  official  personnel  file.  Requests  for 
inspection of personnel files are made to the Human Resources Office. An authorized staff member 
will set aside a time and place for the employee to review the file during the employee’s rest or meal 
break, during normal and customary office hours for the Human Resources Office. Official personnel 
files are not to be removed from the Human Resources Office without prior specific approval from 
the Human Resources Manager. 

 
16.4  CHALLENGES  TO THE  PROPRIETY  OF  DOCUMENTS   IN  PERSONNEL  F ILES  
 

An  employee may  challenge  the  propriety  of  any  document  in  his  or  her  personnel  file.  If,  after 
discussion,  the Health District  retains  the material  in  the  file,  the  employee will  have  the  right  to 
insert contrary documentation  into the file.  If  the affected employee believes that a deficiency has 
been corrected by later action, he/she may request in writing to have a review of this action included 
in the file. 
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ACKNOWLEDGMENT RECEIPT 

Receipt for the Kitsap Public Health District Personnel Manual 

I hereby acknowledge that I have reviewed a copy of the Kitsap Public Health District Personnel Manual, 
revised effective July 2, 2019. XXXXApril 3, 2018. I understand that the Personnel Manual is not a contract of 
employment and may be modified by the Health District at any time. 

I further acknowledge my responsibility for adhering to the contents of the Personnel Manual and 
understand that any questions regarding the contents should be directed to the Human Resources Manager 
for explanation or clarification. I understand that this Personnel Manual supersedes all other prior versions. 

My signature below further signifies that I have reviewed this Personnel Manual and that I accept and will 
abide by the provisions therein. 

Printed Name  Date 

Signature 

Employee:  Submit original to Human Resources for placement in personnel file. 
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CHAPTER 1 – INTRODUCTION 
 

 

1.1  ABOUT THE  HEALTH DISTRICT 
 

The Kitsap Public Health District (“Health District”) was established in 1947 under Chapter 70.46 
Revised Code of Washington (RCW). In accordance with RCW 70.05, the governing Board for the 
Health District consists of the three (3) Kitsap County Commissioners and the Mayor or a City 
Councilmember as appointed by each of the cities of Bremerton, Bainbridge Island, Port Orchard, 
and Poulsbo. The Health District works to protect people from harmful conditions and to promote 
healthy behaviors. Through a broad range of critical activities, the Health District helps to reduce 
disease and injury, as well as the health care costs associated with them. To accomplish these broad 
responsibilities, the Kitsap Public Health Board (“Board”) has established the following mission 
statement, vision statement, and guiding principles: 
  
1.1.1 Mission Statement 
 

Kitsap Public Health District prevents disease and protects and promotes the health of all 
persons in Kitsap County. 
 

1.1.2 Vision Statement 
 
 Striving to make Kitsap County a safe and healthy place to live, learn, work, and play. 
 
1.1.3 Guiding Principles 
 

Prevention We believe prevention is the most effective way to protect our 
community from disease and injury. 
 

Partnerships We work with others when collaboration will produce better 
and faster results. 
 

Effectiveness We make data-driven decisions and use science-based practices 
to produce the best possible outcomes. 
 

Equity We believe all Kitsap residents should have an equal 
opportunity to live healthy and safe lives. 
 

Quality We continuously improve the quality of our services and 
systems to better serve the community to which we are 
accountable. 

 
1.2  ORGANIZATION 
 

The Board serves as the Health District’s governing body. It is responsible for developing and 
approving the Health District policies, guidelines, and the classification plan contained herein. It is 
responsible for setting the annual budget, which reflects the salary ranges for classifications.  
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The Board appoints a Health Officer and has appointed an Administrator under RCW 70.05.040.  The 
Health Officer, who must be an experienced physician licensed to practice medicine as required by 
RCW 70.05.050 and hold a degree of master of public health or its equivalent, is responsible for the 
powers and duties set forth in RCW 70.05.070 and other applicable state law, and is also responsible 
for the Health District’s public health functions of community health assessment, public health policy 
development, and assurance of health service delivery. The Administrator acts as executive 
secretary and administrative officer for the Board and is responsible for administering the 
operations of the District including such other administrative duties required by the local health 
board, except for duties assigned to the Health Officer in RCW 70.05.070 and other applicable state 
law.  
   
The Administrator has the authority to approve Health District reorganizations and changes in the 
classification plan within the adopted Health District budget. The Administrator has the 
responsibility to ensure that the Division Directors and staff adhere to the Health District’s policies, 
rules, and guidelines, including the provisions contained in this Manual.  
 
The Human Resources Manager has been delegated the responsibility to administer all the human 
resources activities of the Health District and implement and maintain a professional system of 
personnel management in accordance with the Health District’s policies, rules, annual budget, and 
this Manual. The Human Resources Manager has the responsibility under the direction of the 
Administrator to develop administrative, legal and personnel policies, procedures and guidelines as 
necessary to assist in the administration of the Health District, provided that such policies, 
procedures and guidelines are consistent with the intent of the provisions contained in this Manual.
  

 
1.3  PURPOSE 

 
This Personnel Manual is provided as a reference source relating to the hiring, compensation, 
working conditions, promotions, transfers, discipline, and other matters affecting the status of 
Health District employees. While this Manual is not a legal agreement, nor an express or implied 
promise of specific treatment in particular circumstances, you will find it helpful to read this Manual 
entirely to understand the Health District’s general guidelines, policies, procedures, rules, and 
benefits. The provisions contained in this Manual will change over time. Subject to approval by the 
Board, the Health District reserves the right to amend, modify, delete, alter, supplement, suspend, 
or terminate any statements or policies in this Manual and any employee benefits at any time, with 
or without notice. The Administrator and the Board also reserve the right to deviate from the 
statements or policies contained herein in individual situations to avoid disruptions in the public 
employer function, or to achieve its primary mission of providing orderly and cost-efficient public 
health services to the public. As the Health District is the author of this Manual, interpretation of the 
provisions contained herein is determined by the Health District.  

 
1.4  APPLICABIL ITY 

 
1.4.1  Positions Covered 
 

All positions and offices in the Health District service are covered by this Manual except:  
 

A. The Health Officer. 
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B. The Administrator. 
 
C. The members of all boards and committees appointed by the Board or the Health 

Officer, Administrator, or their designee. 
 

D. Persons covered by a separate contract of employment. 
 

E. All student interns and volunteers. 
 

F. At-will employees in positions as prescribed by state law, or as may be designated 
by the Administrator or by the Board. 

 
1.4.2 Supplementation of Collective Bargaining Agreement 
 

This Manual applies to represented employees who are covered by the terms and 
conditions of a collective bargaining agreement, but only in accordance with the following: 

 
A. The provisions of this Manual may be adopted by specific reference and included as 

a part of the collective bargaining agreement. 
 
B. The provisions of this Manual apply where the collective bargaining agreement is 

silent on any subject covered herein to clarify or elucidate any provision of a 
collective bargaining agreement. 

 
1.5  EMPLOYER RIGHTS 
 

1.5.1   The Health District reserves all legal rights with respect to matters of general legislative, 
executive, and/or administrative policy, which include, but are not limited to the exclusive 
right to: 

 
A. Determine its mission. 
 
B. Select standards for employment and promotion. 

 
C. Direct its employees. 

 
D. Take disciplinary action. 

 
E. Relieve its employees from duty because of lack of work or other reason. 

 
F. Contract out work. 

 
G. Maintain the efficiency of governmental operations. 

 
H. Determine the methods, means, and personnel by which governmental operations 

are to be conducted. 
 

I. Take all necessary actions to carry out its mission in an emergency. 
 

J. Exercise complete control and discretion over its organization and the technology of 
performing its work. 
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1.5.2 The Health District also reserves the right of the Administrator and the Board to deviate 

from the statements or policies in this Manual in individual situations to avoid disruptions 
in the public employer function, or to achieve its primary mission of providing orderly and 
cost-efficient services to the public.      

 
1.6  EMPLOYEE  RIGHTS 
 

1.6.1  Employees have the right and shall be protected in the exercise of such right, freely and 
without fear of penalty or reprisal, to form, join, and assist any employee organization or 
to refrain there from.  

 
1.6.2 No employee will knowingly be directed to work in a condition, location, or assignment 

that would constitute a hazard to the employee’s health or well-being. 
 
1.6.3 Employees shall be protected from discrimination or harassment on the basis of race, 

color, religion, sex, national origin, age, marital status, sexual orientation, the presence of 
any sensory, mental or physical disability, veteran’s status, or any other bases forbidden 
by federal, state, or local laws. 

 
1.7  SEVERABIL ITY 
 

If any provision within this Manual or application of the guidelines, policies, procedures and rules 
contained herein to a person or circumstances is held invalid, the remainder of this Manual or the 
application of the provisions to other persons or circumstances will not be affected. 

 
1.8  REVISIONS,  ADDITIONS AND DISTRIBUTION  

 
As changes occur, all divisions will receive the revisions and additions to this Manual. A 
memorandum may be included with the revised pages giving instructions and explanations for each 
change, when necessary. The current date of each edition is entered in the lower right-hand corner 
of each page. The Human Resources Manager is responsible for updating the provisions in this 
Manual and making it accessible to all employees.  

 
1.9  NOTICES 

 
Any notice given by the Health District as provided for in this Manual shall be effective on the date 
of delivery. Any notice by an employee or applicant is effective upon receipt of such notice by the 
Health District. 
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CHAPTER 2 – DEFINITIONS 
 
 

2.1 ADMINISTRATOR – Appointed by and acting under the direction of the Board, the Administrator is the 
executive secretary and administrative officer for the Board and is responsible for administering the 
operations of the District including such other administrative duties required by the Board, except 
for duties assigned to the Health Officer as enumerated in RCW 70.05.070 and other applicable state 
law.  
 

2.2 ADMINISTRATIVE LEAVE – Paid time off as determined by the Administrator for an investigation or other 
administrative proceeding or for time lost due to inclement weather. 

 
2.3 ADMINISTRATIVE TIME – Time off for exempt employees for any time worked in excess of the exempt 

employee’s regular workweek, calculated on an hour-for-hour basis, and as authorized by the 
exempt employee’s direct supervisor or Division Director. The maximum accrual of administrative 
time shall not exceed forty (40) hours at any time.  

 
2.4 BREAK IN SERVICE – A break in continuous service occurs when an employee is on unpaid leave for 

fifteen (15) calendar days or more. 
 
2.5 COMPENSATORY TIME – Paid time off the job that is granted to a non-exempt employee in lieu of 

overtime pay for hours worked beyond their assigned full-time equivalency in a workweek. 
 
2.6 CONTINUOUS SERVICE/SENIORITY – Length of continuous service by an employee, which includes periods 

of authorized paid leave and time between separation and re-employment not to exceed two (2) 
years. All benefits based on length of service are computed on the basis of seniority, unless 
otherwise specified. Seniority does not accrue during periods of unpaid leave of fifteen (15) calendar 
days or more. 

 
2.7 DEMOTION - The downgrade of an employee from one classification to another having a lower pay 

range. 
 
2.8 DIRECTOR OF HEALTH – The administrative and health officer of the Health District prior to November 

5, 2013. The Board currently appoints two individuals, an Administrator and a Health Officer under 
RCW 70.05.040. Any use of the term, Director of Health, in Health District policies and agreements 
shall refer to the Administrator, unless the term references powers, duties, or responsibilities of the 
Health Officer set forth in RCW 70.05.070 and other applicable state law. 
 

2.9 DIVISION DIRECTOR - An employee who reports directly to the Administrator and is responsible for 
directing one or more of the Health District divisions.   

 
2.10 EMPLOYING OFFICIAL - A person responsible for the employment, discipline, or termination of 

employees, usually a Program Manager, Division Director, or designee. 
 
2.11 EXEMPT EMPLOYEE – An executive, administrative, or professional employee exempt from the 

minimum wage and overtime requirements of the Washington Minimum Wage Act and Fair Labor 
Standards Act (FLSA). Exempt employees are hired to fulfill the duties of their positions and 
expected to work the hours needed to complete work assignments. 
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2.12 EXTRA-HELP HOURLY EMPLOYEE – Non-regular employees who are at-will for the entire period of 
employment, whose employment may be terminated for convenience by the employing official, and 
who work variable hours and are paid on an hourly basis. Extra-help hourly employees receive only 
those benefits required by federal or state laws and do not receive Health District benefits unless 
authorized by the Administrator. 

 
2.13 FULL MONTH OF EMPLOYMENT – For purposes of paid leave and benefits eligibility, a full month of 

employment is any calendar month in which a probationary, provisional or regular employee is in a 
paid status for at least eighty (80) hours if a full-time employee, or for prorated hours based on the 
regular full-time equivalency if a part-time employee.  

 
2.14 FULL-TIME EMPLOYEE – A regular employee who is hired to work forty (40) hours per week in a 

budgeted position. 
 

2.15 HEALTH OFFICER – An experienced physician who must be licensed to practice medicine as required by 
RCW 70.05.050 and hold a degree of Master of Public Health or its equivalent. Appointed by and 
acting under the direction of the Board, the Health Officer is responsible for the powers and duties 
set forth in RCW 70.05.070 and other applicable state law and is also responsible for the Health 
District’s public health functions of community health assessment, public health policy development, 
and assurance of health service delivery.  

 
2.16 IMMEDIATE FAMILY – Includes the employee's spouse, children (including step and foster children), 

parents, parents-in-law or grandparents, or as otherwise specified in this Manual or other Health 
District policies.  

 
2.17 NON-EXEMPT EMPLOYEE – An employee who is subject to the minimum wage and overtime 

requirements of the Washington Minimum Wage Act and the Fair Labor Standards Act. 
 
2.18 PART-TIME EMPLOYEE - A regular employee who has successfully completed a probation period as 

defined in these policies, and who is hired to work less than forty (40) hours in a workweek. Regular 
part-time employees are eligible for Health District benefits prorated based on their full-time 
equivalence. 

 
2.19 PROBATIONARY EMPLOYEE - Employees who have not yet completed their probation period in a regular 

position and who have not been certified to regular employment status. Unless otherwise specified, 
when regular employees are referred to in these policies, they include probationary employees. 
Probationary employees are eligible for all employment benefits offered to regular employees; 
however, they are not eligible to use any leave accrued, except as outlined in this manual. The 
employment of probationary employees may be terminated for convenience at any time during the 
probation period by the employing official with or without notice and without right to appeal. 

 
2.20 PROJECT EMPLOYEE - Non-regular employees who are at-will for the entire period of employment, 

whose employment may be terminated for convenience at any time by the employing official, and 
who hold jobs of limited duration to accomplish special projects. Project employees receive only 
those benefits required by federal or state laws and do not receive Health District benefits unless 
authorized by the Administrator. 

 
2.21 PROVISIONAL EMPLOYEE - An employee who is hired into a position for a period of time up to a 

maximum of two (2) years. Provisional employees are eligible for Health District benefits prorated 
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based on their full-time equivalence; however, they are not eligible to use any accrued paid leave 
until completion of six (6) months of provisional service, except for purposes outlined in RCW 
49.46.210, the (Washington State Paid Sick Leave Law). The employment of provisional employees 
may be terminated for convenience at any time by the employing official with or without notice and 
without right to appeal. Regular employees who accept a provisional appointment are not 
considered provisional employees and have the right to revert to their previous or comparable 
position at the end of the provisional appointment. 

2.22 REGULAR EMPLOYEE – Employees in budgeted positions, who have successfully completed their 
probationary employment period. Regular employees are credited with continuous service from the 
date of hire into a budgeted position. 

2.23 SEXUAL ORIENTATION – Heterosexuality, homosexuality, bisexuality, and gender expression or identity. 
 As used in this definition, “gender expression or identity” means having or being perceived as 
having a gender identity, self-image, appearance, behavior, or expression, whether or not that 
gender identity, self-image, appearance, behavior, or expression is different from that traditionally 
associated with the sex assigned to that person at birth. 

2.24 SUPERVISOR – An employee with the Health District who has been delegated the responsibility and 
authority to hire, suspend, promote, discipline, terminate, or direct other employees, or recommend 
such action; assign, monitor, and evaluate the work, approve leave requests, authorize overtime, 
etc. of assigned staff.  

2.25 TEMPORARY EMPLOYEE – Non-regular employees who are at-will for the entire period of employment, 
whose employment may be terminated for convenience by the employing official, and who hold 
jobs for no more than six (6) months duration usually due to abnormal workloads or emergencies. 
Temporary employees receive only those benefits required by federal or state laws and do not 
receive Health District benefits unless authorized by the Administrator. A temporary assignment 
may extend beyond the six-month limitation only with specific approval from the Administrator. 
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CHAPTER 3 – RECRUITMENT 
 
 

3.1 RECRUITMENT 
 

3.1.1 The Human Resources Office develops and conducts a recruitment program designed to 
meet current and projected employment needs. The Health District selects qualified 
applicants to fill job openings based on job qualifications to ensure a highly skilled, 
productive, and diverse workforce. Discrimination in selection because of race, color, 
religion, sex, national origin, age, marital status, sexual orientation, the presence of any 
sensory, mental or physical disability, veteran’s status, or any other bases forbidden by 
federal, state, or local laws is prohibited. 

 
3.1.2  Any applicant or employee who feels that he or she has been discriminated against 

because of race, color, religion, sex, national origin, age, marital status, sexual orientation, 
the presence of any sensory, mental or physical disability, veteran’s status, or any other 
bases prohibited by federal, state, or local laws must follow the grievance procedure set 
forth in this Manual or in the Health District’s Harassment and Discrimination Prevention 
Policy (See Appendix A). 
 

3.1.3 Types of Job Announcements 
 

A. Outside Posting:  An employing official may request to post a notice of job vacancy 
to the general public. Applications are accepted from any qualified persons who 
wish to apply. The notice is posted for a minimum of five (5) working days before 
filling a job vacancy. Note: No posting is required in a re-employment situation.  

 
B. Internal Posting:  An employing official may request to post a notice of job vacancy 

internally only to Health District employees. Applications are restricted to 
employees in regular, budgeted Health District positions. The notice is posted for a 
minimum of five (5) working days prior to filling the vacancy. 

 
3.1.4  Recruitment Procedures 

 
A. Position Vacancy:  To begin the recruitment process, the employing official submits 

a completed “Request for Personnel” form to the Human Resources Office. The 
Human Resources Office will prepare a job announcement and begin the 
recruitment process, coordinating the recruitment activities with the employing 
official. There is no posting requirement in a rehire situation. 

 
B. Distribution of Posting:  All job vacancy postings should be posted on the official 

bulletin board at the main office. Outside Job Vacancy Notices may also be posted 
on the Health District’s web page on the Internet, a public sector job search engine, 
advertised in local newspapers, and distributed to other agencies as appropriate.  

 
3.1.5 Applications 

 
A. Filing of Applications:  Applications for employment need to be filed electronically as 

prescribed by the Human Resources Office. These applications must be filled out 
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completely by each applicant. A separate application must be submitted for each 
open position. Applicants are responsible for promptly notifying the Human 
Resources Office of any changes in contact information, including email, address and 
telephone number so that the information may be corrected on the application. 
Applications will not be returned to the applicant.  

1. To be accepted, an electronic application must be received by the Human
Resources Office by the date and time specified in the announcement. Access to
the electronic application system is not available after the specified closing date
and time.

2. All information submitted in the application process will be subject to
investigation and verification prior to appointment. The Human Resources Office
may require proof of education, experience.

3. Any applicant who supplies false or misleading information on his or her
application, or anytime during the recruitment process, is disqualified or subject
to immediate termination if hired.

B. Review of Applications:  All application packets submitted for job openings will be
reviewed following a screening process based on the job requirements outlined in
the job vacancy notice, including the skills, knowledge, and experience that are
necessary to perform the work of the position.

C. Notice to Applicants:  Each person who files an application for an announced
vacancy may obtain information concerning the status of his or her application upon
request. Each applicant who is accepted for an examination will be notified by their
preferred contact method, generally telephone or via email of the scheduled time
and place of the examination.

D. Rejection of Applications:  The Human Resources Manager or designee has
discretion to reject any applicant from further consideration. What follows is a non-
exclusive list of reasons for which an applicant may be rejected:

1. The applicant does not meet the minimum qualification requirements
established for the position.

2. The applicant, through examination, does not successfully meet the minimum
established passing score to be considered further for the position.

3. The applicant has made a false statement of fact in the application process.

4. The applicant has used or attempted to use illegal means to secure an
advantage in the application process.

5. The applicant has improperly obtained and used information regarding the
examination to which he/she is not entitled.
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6. The applicant has failed to reply to an email communication and/or phone 
messages left at numbers designated on the application form. 

 
7. The applicant does not meet the minimum age requirement specified in the 

current class specification. 
 
8. The applicant has declined an interview, failed to appear for a scheduled test 

or interview, or conveyed a lack of interest in the position. 
 
9. The applicant failed to provide a completed application packet as required by 

the designated closing date. 
 
3.2 EXAMINATIONS 
 

3.2.1 Suitability for appointment to Health District positions is determined by examination 
relating to those matters that test the capacity and fitness of the candidates to perform 
the essential functions of the position. Examinations may include written, oral, physical or 
performance exercises, evaluations of training and experience, reference checks, review of 
the application and supplemental questionnaire, or other valid examination processes. 
Such factors as experience, education, aptitude, knowledge, skill, ability, character, or any 
other job-related qualifications may be taken into consideration. The Human Resources 
Office specifies the nature and content of examinations based upon information from the 
employing official and subject matter experts. 

 
A. Conduct of Examinations:  Examinations are held at such times and places, and in 

such a manner as, in the judgment of the Human Resources Office, most nearly 
meet the practicability of administration and needs of this service. The examination 
is conducted under the direction of the Human Resources Manager. Where 
improper conduct on the part of a candidate is observed by the examination 
proctor, the candidate may be disqualified from further consideration. 

 
B. Inability to Appear for an Examination:  In the event an applicant fails to appear at 

the designated time and place for an examination, the applicant foregoes the 
competition on that examination. The Human Resources Manager or designee may 
consider justifiable reasons for an applicant’s inability to appear and may provide for 
a makeup examination when it is in the best interests of the Health District.  

 
C. Retake of Examinations:  Applicants who fail an examination shall not be permitted 

to retake the examination during that examination process but may be permitted to 
retake the examination again when the position is next announced. On all tests, the 
Human Resources Office has the right to determine how often an applicant may take 
a test within a specified period.  

 
D. Veterans Scoring Criteria:  Veterans qualifying under the provisions of RCW 

41.04.010 will have added to their passing score on competitive examinations 
appropriate scoring criteria in accordance with State law. Eligible applicants must 
request such preference and provide proof of discharge in the manner prescribed by 
the Human Resources Manager or designee. 
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E. Background Checks: A criminal background check through law enforcement agencies 
pursuant to RCW 43.43.830 through 43.43.845 will be conducted on all successful 
applicants prior to their being appointed to any position requiring unsupervised 
work with children or vulnerable persons. 
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CHAPTER 4 – APPOINTMENT 
 
 

4.1 TYPES OF APPOINTMENTS 
 

4.1.1  Regular Appointment:  Regular appointment is any appointment to a vacant budgeted 
position in Health District service. Appointments are made in accordance with this Manual. 
Such appointments include initial appointments to the Health District service, promotions, 
transfers, and recalls. A regular appointment is tentative pending successful completion of 
a probation period. 

 
4.1.2  Transfer:  To meet the needs of the Health District, a lateral transfer may be made. An 

employee transferring to a different position must meet the minimum qualifications for 
that position. Transfers are based on job knowledge, past performance, seniority, and 
agency needs. Transfers are tentative pending successful completion of a trial service 
period. 

 
4.1.3 Promotions:  The Health District encourages promotion from within the organization. 

Openings will be posted so employees may become aware of opportunities and apply for 
positions in which they are interested and qualified. There are two (2) types of promotions 
available to Health District employees, noncompetitive and competitive. All promotions 
are made based on job knowledge, past performance, and seniority. Promotions are 
tentative pending successful completion of a trial service period. 

 
A. Noncompetitive Promotions:  This type of promotion occurs through normal career 

growth and satisfactory performance. It is the regular progression through a 
classification series. These promotional opportunities are not posted. It is incumbent 
upon employees to initiate the process for noncompetitive promotions once they 
believe they have become qualified for the higher class. A recommendation from 
the Program Manager and an evaluation for promotion must be completed in order 
to accomplish a noncompetitive promotion. The effective date of the promotion will 
be established by the Human Resources Manager. 
 

B. Competitive Promotions:  This type of promotion occurs when a position in a higher 
classification opens for competitive consideration. Employees must proceed with 
the regular application process to be considered for this type of promotion. These 
openings will be posted for a minimum of five (5) working days.  

 
4.1.4 Re-employment:  Employees who may be rehired by the Health District within two (2) 

years after their separation from Health District employment will be placed on the same 
salary step as that attained prior to the separation if they are rehired into the same or an 
equivalent position. If they are rehired within two (2) years of separation into a higher 
classification, they will be placed on the first step on the higher salary range which will 
afford them a salary increase over their previous appointment and as defined in 
Section 4.1.3 of this Manual. They will also retain the same benefits they had attained in 
their previous Health District employment including:  the same general leave accrual rate, 
their previously accrued extended leave balance, and their accrued seniority. Their original 
hire date, evaluation date, and step increase date will be adjusted for the amount of time 
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they were separated from Health District employment. Rehires are tentative pending 
successful completion of a trial service period. 

 
4.1.5 Provisional Appointment:  A provisional appointment may be made to fill a vacant position 

for a period of time up to two (2) years in duration. A provisional appointment does not 
require any advertising, and the regular Health District recruitment procedures as outlined 
in Chapter 3 of this Manual do not apply. The incumbent is entitled to all Health District 
benefits afforded regular employees. If the incumbent is a regular Health District 
employee, he/she is entitled to revert to his/her former or equivalent classification at the 
end of the provisional appointment. 
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CHAPTER 5 –PROBATION/TRIAL SERVICE PERIOD 
 
 

5.1 PURPOSE 
 

The probation period is an essential part of the selection process and is a continuing evaluation of 
the candidate prior to granting regular employee status. During the probation period an employee is 
required to demonstrate suitability for the position by actual performance of the work. 

 
5.2 PROBATION PERIOD -  NEW EMPLOYEE 
 

5.2.1 Duration:  The introductory probation period for a new employee is usually a period of 
twelve (12) months. The probation period may be extended on a month-to-month basis 
for up to three (3) additional months by the employing official. What follows is a non-
exclusive list of reasons for which the probation period may be extended: 

 
A. Additional training is required to achieve satisfactory performance; 
 
B. The employing official determines that there has been an insufficient time for the 

individual to perform the full range of duties for the job classification or inadequate 
opportunity to evaluate the probationary employee’s performance; 

 
C. A performance or disciplinary problem has developed which may be correctable 

with more time, and it is in the best interests of the Health District to do so; or 
 
D. Other reasons determined to be appropriate by the employing official. 

 
5.2.2 Notification of Extension:  Notification by the employing official, in writing, stating the 

reason for the extension and the employee’s obligation during the extension period will be 
provided to the probationary employee, with a copy to the Human Resources Manager.   

 
5.2.3 Conditions of the Probation Period:  During the probation period, each employee should 

receive three performance evaluations. One evaluation should be performed 
approximately three (3) months after the date of appointment to clarify goals, provide 
feedback, and compare perceptions about performance.  This initial evaluation may be 
informal and use of the formal evaluation is optional.  The second evaluation is performed 
approximately six (6) months after the date of appointment using the District’s standard 
performance evaluation form. The third evaluation should be performed approximately 
two (2) weeks prior to the end of the normal probation period, generally twelve months. 
During the probation period, the employing official may, with or without cause, dismiss an 
employee. The probationary employee does not have the right to appeal or the right of 
access to the grievance process upon demotion, dismissal, or disciplinary action. 

 
5.2.4 Paid Time Off During the Probationary Period:  Probationary employees may not use 

accrued paid leave during the first six (6) months of employment except for purposes 
outlined in RCW 49.46.210, the Washington State Paid Sick Leave Law. Upon accrual, 
employees may use general leave for the following: to care for themselves or their family 
members; when the employees’ workplace or their child’s school or place of care has been 
closed by a public official for any health-related reason; and for absences that qualify for 
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leave under the state’s Domestic Violence Leave Act, RCW 49.76. Probationary employees 
may use their personal holiday after four (4) months of employment. Use of leave without 
pay, accrued compensatory time, or administrative time may also be authorized during 
the initial six months of employment.    

 
5.2.5 Termination of Probationary Employee:  A probationary employee is an at-will employee, 

whose employment may be terminated by the employing official for convenience, and 
with or without notice. During the probation period, the probationary employee shall not 
have the right to appeal or the right of access to the grievance process. 

 
5.3 TRIAL  SERVICE  PERIOD – PROMOTION,  TRANSFER,  OR REHIRE   
 

5.3.1  Duration:  The trial service period for a promoted, transferred or rehired employee is a 
period of three (3) months for union positions and six (6) months for management and 
non-union positions. The employing official may extend the trial service on a month-to-
month basis for up to three (3) months under the following conditions: 

 
A. Additional training is required to achieve satisfactory performance; 
 
B. The employing official determines that there has been insufficient time for the 

individual to perform the full range of duties for the job classification or inadequate 
opportunity to evaluate the employee’s performance;  

 
C. A performance or disciplinary problem has developed which may be correctable 

with more time, and it is in the best interests of the Health District to do so. 
 
D. Other reasons determined to be appropriate by the employing official. 

 
5.3.2 Notification of Extension:  Notification, in writing, which states the reason for the 

extension and the employee’s obligation during the extension period, will be provided to 
the trial service employee, with a copy to the Human Resources Office. 

 
5.3.3 Conditions of Trial Service Period:  During the trial service period the employing official 

may, for convenience, demote an employee to his/her prior position or an equivalent 
position in the same salary range at the step previously held if there is such a position 
vacant. If no such position is vacant, the employment of a trial service employee may be 
terminated. During the trial service period, a trial service employee shall not have the right 
to appeal or the right of access to the grievance process. 

 

 
Page 115



  

KPHD Personnel Manual  Page 20  July 2, 2019  

CHAPTER 6 – CLASSIFICATION 
 
 

6.1  APPLICABIL ITY 
 

The Board has the sole authority to approve the classifications for all positions within the Health 
District, except as provided for herein. 

 
6.2  DEFINITION 
 

Classification is the systematic arrangement of positions into groups or categories according to 
common criteria established by the Health District such as type and level of work duties and/or 
responsibilities, skills, abilities, and qualifications. Classifications are adopted by the Board. Positions 
are assigned to classifications to facilitate pay administration, recruitment, retention, and other 
personnel actions.   

 
6.3  CLASSIFICATION PLAN  

 
6.3.1 Development and Maintenance:  The Human Resources Office shall develop and maintain 

a classification plan for all positions within the Health District subject to approval by the 
Board.  The placement of each position in the classification plan is determined in 
accordance with the qualifications required, difficulty, and responsibility of its designated 
duties.  Approval by resolution of the Board is required for a newly created classification, a 
change in salary range placement of a classification, or revisions to a classification which 
reflect substantive changes in the type and level of responsibilities and qualifications.   

 
6.3.2 Allocation:  The plan groups positions together in classifications according to the following 

considerations: 
 

A. Difficulty/Responsibility of Work:  The type of work, its difficulty, and the 
responsibility of the positions are substantially similar. 

 
B. Similar Qualifications:  Employees for the position are required to have substantially 

similar levels of education, experience, skill, knowledge, and ability. 
 

6.3.3  Similar Pay:  The same pay schedules for the positions can be fairly applied. 
 
6.4 CLASSIFICATIONS 
 

6.4.1 The Human Resources Office shall maintain a classification description (also referred to as 
“classification”) for each class of positions and may add, combine, abolish, or revise the 
classifications. Each classification includes the class title, a description of representative 
duties and responsibilities of positions included in the class, and a statement of the 
required, desirable, and/or preferred qualifications for positions in the class. The Human 
Resources Manager, under the direction of the Administrator, has the discretionary 
authority to make reasonable modifications to classification descriptions to reflect current 
standards, terms and practices; such modifications do not require approval by the Board.  
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A. Interpretation of Classifications:  Classifications are intended to be a general 
description of the kinds of positions contained within the class as determined by 
their duties and responsibilities and are not to be construed as prescribing specific 
duties for any individual position. The classifications are to be used as a guide by the 
employing official in assigning, directing, and controlling the work of the employees 
under his/her supervision. The use of specific expressions or illustrations pertaining 
to the duties, qualifications, or other requirements of the position are descriptive 
only and should not be construed to exclude others not specifically mentioned. 

 
B. Use in Examinations:  Classifications are used as the basis for determining the 

suitability of candidates for employment by supplying information basic to the 
preparation of qualifying tests and examinations. The specification for any class 
constitutes the basis and source of authority for the examination for the class and 
for the evaluation of the qualifications of applicants. 

 
C. Vested Rights:  The Health District may review and revise the classification of any 

position. While a classification may attach to a position, an employee filling the 
position has no vested right in any existing job classification. Modification or 
abolishment of a classification description is not a personnel action subject to the 
grievance procedure described in this Manual. 

 
6.5 CLASSIFICATION STUDIES 
 

6.5.1  From time to time, classification studies may be made of individual positions or groups of 
positions. 

 
6.5.2  Whenever an employing official desires to create a new position, a notice of such 

proposed action together with a description of the duties and responsibilities of the 
proposed position is submitted to the Division Director. If the proposal submitted by the 
employing official is preliminarily approved by the Division Director, the Human Resources 
Manager will complete a formal review and submit recommendations regarding the 
classification request. The recommendations of the Human Resources Manager are 
submitted to the Administrator for approval. When applicable under Section 6.3.1 above, 
such requests are then submitted to the Board for final approval. 

 
6.6 RECLASSIFICATION 
 

6.6.1 The adoption of the Health District’s annual budget establishes the programmatic, 
financial, and staffing plans for the Health District. It is recognized, however, that changes 
in budget, service demands, legal, technical, organizational, or programmatic 
requirements may necessitate changes in levels of positions. A position may be reclassified 
when the duties and responsibilities change to the extent that they are no longer similar 
to the scope of duties and level of responsibilities, skills, and abilities set forth in the 
classification. 

 
6.6.2  Reclassification Upgrade:  A reclassification upgrade is the result of an increase in the level 

of responsibilities, tasks, and duties of a position which changes areas of emphasis and the 
level of skill required in the current position. 
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A. A reclassification upgrade may not be used as a merit raise, nor as a reward for
employment longevity, nor may it be used to reflect an increased volume of work at
the same level of responsibility that the incumbent is currently performing.

B. As a result of reclassification upgrade, and due to an overall increase in the
responsibilities of a position, the monetary compensation (pay range) established
for the position may increase. The reclassification upgrade of a job involves an
analysis of the critical elements of the position against predetermined standards for
measuring the relative worth of a position and placement in the Health District’s
classification/pay scale. It is also critical to understand that a classification analysis
focuses upon the qualifications, responsibilities, tasks, and duties of the position and
not the qualifications of the incumbent in the position.

6.6.3 Approval to Review Reclassifications:  Prior to reassigning duties to positions within their 
program or reorganizing work flow and responsibilities that may affect the classification of 
a position, employing officials shall obtain the approval of the Administrator and Human 
Resources Manager. Any change in classification or compensation shall be effective only 
on the date such approval is obtained. 

6.6.4 Procedure:  The procedure for obtaining a reclassification review and decision is: 

A. Employing officials meet with the Human Resources Manager to discuss their
request and provide the following information:

1. Concise explanation of changes in service demands, legal, technical,
organizational or programmatic requirements that have differed since the
adoption of the affected annual budget and necessitate changes.

2. If applicable, copies of old and proposed organizational charts.

3. Summary of potential financial impact to the program’s current budget and
anticipated following year’s budget, and the identification of funding source
(i.e., grants, contracts, and the like).

B. The Human Resources Manager will review and submit recommendations regarding
the reclassification request to the Administrator for approval.

6.6.5 Reclassification Downgrade:  A reclassification downgrade is the result of a decrease in the 
level of responsibilities, tasks, and duties of a position which changes areas of emphasis 
and the level of skill required in the current position. 

A. A position may be reclassified to a lower range if the responsibilities of the job are
determined to be less than originally indicated, or if certain responsibilities are
removed from the job. Employing officials may request a formal review and
recommendation by the Human Resources Office.

B. All reclassification downgrade reviews that affect an incumbent employee shall be
shared with the employee, and the employee shall be offered the opportunity to
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meet with the Human Resources Manager, and the affected employing official to 
discuss the results of the review, prior to the approval by the Administrator. 

 
C. An incumbent employee affected by a reclassification downgrade shall not be paid 

less than his/her present salary, but that salary is frozen, and the employee will 
receive sixty percent (60%) of any future cost of living adjustments approved until 
the incumbent’s salary falls within the reclassified salary range. A reclassification 
downgrade is not considered a demotion. 
 

6.7 WORKING OUT-OF-CLASS 
 

All requests from an employing official regarding employees working out-of-class will be reviewed by 
the Human Resources Manager. The Human Resources Manager will complete a review and submit 
his or her recommendations regarding the working out-of-class request to the employing official. 
The employing official may appeal the Human Resources Manager’s decision to the Administrator.   
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CHAPTER 7 – COMPENSATION ADMINISTRATION 

7.1  APPLICABIL ITY 

The Board has the sole authority to approve the Health District’s pay plan. Approval by resolution of 
the Board is required for substantive changes in salary schedules or changes in salary range 
placement of classifications.  Note this section applies to positions established within the Health 
District’s budget. 

7.2  PAID STATUS 

Paid status is defined as the normal employment situation where the employee is paid for time 
worked or is on a paid leave; i.e., general leave, extended leave, or other paid leave of absence. 
Time loss received under Worker’s Compensation is not considered time worked or paid leave, and, 
therefore, an employee receiving time loss is considered on unpaid status. 

7.3  PAY PLAN 

7.3.1 The Human Resources Office maintains a pay plan for all positions within the Health 
District subject to approval by the Board. The Board may grant across-the-board pay 
adjustments from time to time, raising the salaries of all positions by a specified amount 
within a defined group of classifications. Such adjustments, if any, will not change the 
employee’s step increase date. 

7.3.2 The pay plan is comprised of the following two salary structures: 

A. Nonexempt:  Includes most regular non-management Health District employees.
Nonexempt employees shall have any absence deducted from their accrued leave
balances. If leave is not available, wages shall be deducted for leaves without pay.

B. Exempt:  Includes professional, executive, management and administrative
employees as defined by the Fair Labor Standards Act (FLSA) and the Washington
State Minimum Wage Act and as designated in the Health District’s pay plan. An
exempt employee is paid to perform a job that may not necessarily be completed in
a normal workweek. In certain circumstances, partial deductions from an exempt
employees’ salary for absences of less than one day are prohibited by state and/or
federal law; however, absences may be charged against the employee’s accrued
leave balances. In instances involving leave without pay and/or partial day
deductions, consult with the Human Resources Office to ensure compliance with
wage and hour laws.

7.4  RATES OF PAY 

7.4.1 Salary Range:  A pay range that comprises a series of steps through which employees in 
classifications assigned to the particular salary range may progress. See Chapter 6 for 
information regarding the assignment of classifications. 

7.4.2 Minimum and Maximum Salaries:  No employee will be paid at a rate of pay less than the 
minimum nor more than the maximum amount on the salary range established for his/her 
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classification as set forth in the pay plan unless otherwise provided for in this Manual. 
Monthly salaries in the pay plan are based upon full-time employment at the normal 
working hours for the position. Placement at compensation levels that are not in 
accordance with this Manual will require the approval of the Administrator. 

 
7.4.3 Starting Salary Upon Initial Employment:  New employees are normally appointed to the 

minimum step of the salary range in effect for the particular classification to which the 
appointment is made; however, the Human Resources Manager will consider the 
applicant’s qualifications, prior work experience, and salary history in determining the 
appropriate salary step assignment at the time of hire. Also, if the employing official has 
determined that it is not possible to hire the most qualified and/or desirable candidate at 
the entry-level step, the employing official shall ask the Human Resources Manager for a 
review and approval of above the initial step appointment. 

 
7.4.4 Salary Step Upon Promotion:  When an employee is promoted from one classification to 

higher classification, the employee will be assigned to the salary step for the new position 
which affords the employee the equivalent of a one-step increase in pay.  

 
7.4.5 Salary Step Upon Demotion:  An employee who is demoted to a lower classification may 

be assigned to any step of the lower salary range for the new classification as determined 
by the Human Resources Manager, not to exceed the wage closest to the employee’s pay 
rate prior to the demotion. 

 
7.4.6 Salary Step Upon Recall:  An employee who is recalled from layoff will be reinstated to the 

same step in the salary range as held prior to the break in service. 
 

7.4.7 Salary Step Following Reclassification:  If a position is reclassified to a higher classification, 
the employee will be assigned to the salary step in the new salary range which will afford 
the employee an increase in pay as provided for in cases of promotion. If a position is 
reclassified to a class with a lower salary range, the employee’s pay will be established as 
provided in this Manual for reclassification downgrade or frozen pay rate. 

 
7.4.8 Salary Step Following Allocation to a Different Pay Range: If a classification is assigned to a 

different salary range, with no change in duties or responsibilities, the employee will be 
paid at the step in the new pay range that most closely corresponds to the employee’s 
placement in the original salary range. 

 
7.4.9  Salary Step Upon Re-employment:  For employees who have been laid off and rehired 

within six (6) months into the same classification as held previously, and for employees 
who are separated for two years or less and rehired into the same classification as that 
held previously, the employee will be reinstated to the same step in the salary range as 
held prior to the break in service. 

 
7.4.10 Frozen Pay Rate:  An employee’s pay rate is frozen if his/her pay rate exceeds the 

maximum step of the salary range of the classification assigned. Employees whose pay 
rates are frozen receive sixty percent (60%) of the across-the-board pay adjustments 
granted to the respective salary range until such time as they can be moved to the top 
step of the adjusted salary range without suffering a decrease in pay.  
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7.4.11 Salary Step for Working Out-of-Class:  An employee who performs work in a higher job 
classification for ten (10) or more consecutive working days will be paid wages of the 
higher job classification for all the time he/she performs work in the higher classification; 
provided 

 
A. That the referred ten (10) working days will relate to consecutive work days for each 

separate and specific incident or work project, and 
 

B. Pre-approval is obtained from the Human Resources Manager, and 
 
C. The employee working out-of-class is performing the full scope of duties principally 

ascribed to the higher-level classification. 
 

 

7.5  ADVANCEMENT WITHIN A SALARY RANGE 
 

Employees may receive increases in pay within the steps of the salary range for their classification as 
follows: 
 
7.5.1 Newly hired employees usually receive their first step increase on the anniversary of their 

date of hire.  
 

7.5.2 Promoted employees usually receive a step increase annually on the anniversary of the date 
of the promotion. 

 
7.5.3 Employees usually receive additional step increases annually on the anniversary of their first 

step increase unless that date has been adjusted in accordance with this Manual. If an 
employee’s performance is consistently unsatisfactory, the Division Director may defer a 
scheduled pay increase for a stipulated period of time or until the employee’s job 
performance is satisfactory. 

 
 

7.6  PREMIUM PAY 
 

7.6.1 Bilingual Premium:  The Health District will pay a bilingual premium of one-hundred 
twenty ($120.00) per month to any employee who is assigned to use one or more 
additional languages as a job requirement or to perform interpreter services for the 
District. To receive a stipend, employees must demonstrate to the satisfaction of the 
District the ability to perform services in the applicable foreign language. Bilingual 
assignments that are not job requirements will be renewed annually and may be 
terminated at any time by the District or the employee. Such premium pay will be pro-
rated for part-time employees based on their full-time equivalency. 

 
7.6.2 Veterinarian Premium:  In the event an employee has a valid Washington State 

veterinarian’s license although the employee’s essential functions do not include 
veterinary duties or credentials, the Health District will pay a premium of an additional 
three percent (3%) of the employee’s regular base salary, provided the employee is 
assigned to perform additional veterinary duties on behalf of the Health District. Such 
additional duties include providing technical assistance and advice to veterinarians, health 
care professionals, animal control personnel and the general public regarding zoonotic 
disease exposures.   
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7.6.3 Lead Premium:  The Health District will pay a premium of an additional three percent (3%) 

of the employee’s regular base salary when assigning that employee to a designated Lead 
position. A Lead works with one or more employees who are in the same or closely related 
job classifications, and performs additional administrative or quasi-supervisory duties, 
such as assigning tasks, monitoring work quality, training and coaching employees. Lead 
responsibilities are incidental to the normal duties performed. Such an assignment will be 
made only as necessary to meet the business needs of the District, subject to approval by 
a Director. Lead responsibilities do not include performance evaluation, discipline, or 
termination of employees or the ability to effectively recommend such action. Lead 
premium pay is for the work assignment and should not be considered an entitlement by 
the employee should the employee no longer be assigned as a Lead. This premium cannot 
be applied to classifications where lead or supervisory responsibility is already outlined in 
the classification description.  

 
7.6.4 On-Call Premium: The Health District will pay a premium of one-hundred fifty dollars 

($150.00) to employees for each week that an employee completes a weekly on-call 
rotation.  Such employees are required to remain on-call during off-duty hours for the 
purpose of providing Communicable Disease subject matter expertise for response to Duty 
Officer inquiries during evenings, weekends, and holidays. While in an on-call status, 
employees are required to remain within reasonable commuting time of the District, be 
accessible by cell phone and have access to the internet. The District will assign on-call 
responsibilities on a rotating, reverse-seniority basis to qualified employees who have not 
volunteered only in the event that it cannot obtain reasonable coverage through the use 
of volunteers. The starting and ending time for on-call periods will be 8:00 a.m. Monday 
morning; the District will consult with the affected employees prior to making any changes 
to on-call periods.  

 
7.7  LONGEVITY BONUS 
 

7.7.1 The Health District recognizes extended service through a longevity bonus. A longevity 
bonus is paid to the eligible employees annually at the end of the month that is their 
anniversary date of hire. Upon completion of the following years of employment, full-time 
employees shall receive an annual longevity bonus as follows: 

 
 Completed five years of employment   $200.00 
 Completed ten years of employment   $300.00 
 Completed fifteen years of employment  $400.00 
 Completed twenty years of employment  $500.00 
 Completed twenty-five years of employment  $600.00 

 
Annual bonus amounts will be prorated for part-time employees based on the employee’s 
full-time equivalency. 

 
7.7.2 Breaks in Continuous Service:  The longevity bonus is based upon continuous employment, 

exclusive of periods when an employee is in a leave of absence without pay status for 
periods of fifteen (15) or more calendar days; provided that: 
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A. When an employee is laid off and rehired, and the separation does not exceed six (6) 
months, the longevity bonus shall be computed from the continuous employment 
date excluding the lay-off period. 

B. When an employee separates from employment and is subsequently rehired, the 
longevity bonus is computed from the original hire date, which has been adjusted 
forward for the period of time the employee was separated from Health District 
employment.                

 
7.8  COMPENSATION FOR TRAVEL  AND TRAINING 
 

7.8.1 Travel Time Compensation - Nonexempt Employees: Travel time will be compensated in 
accordance with the Fair Labor Standards Act (FLSA). The hours that may or may not be 
compensated when traveling are: 

 
Category Definition Compensated Travel Time? 

Home to work 
travel 

Normal home-to-work/ 
work-to-home commute 
time at the beginning and 
end of the work day. 

No. 

Home to work 
on a special 
one-day 
assignment in 
another city. 

Employee is sent on a one-
day assignment to another 
city and travels directly from 
the employee’s residence. 

Yes, except that the employee’s 
normal commute time is deducted 
OR the commute time to the special 
assignment is deducted, whichever 
is less 

Overnight travel Travel that keeps an 
employee away from home 
overnight. 

Yes, except that the employee’s 
normal commute time is deducted 
when traveling directly to and/or 
from the employee’s residence. 

Free time Regular meal periods, sleep 
time, and other free time 
while on work-related travel. 

No. 

 
7.8.2 Travel Time Compensation - Exempt Employees:  Exempt employees are compensated on 

a salary basis for their regularly scheduled work hours. Exempt employees do not earn 
administrative time for travel or while attending training or conferences; flexible hours 
within a particular workweek may be made to adjust for such time by mutual agreement 
between the supervisor and the affected employee. 

 

7.8.3 Compensated Time for Training:  Computation of work time for nonexempt employees 
while attending training or traveling to and from training will be in accordance with the 
Fair Labor Standards Act (FLSA).   

 
A. Employees will be permitted to use work time for continuing education or 

professional development that is required as a condition of renewal for District-paid 
licensure or is otherwise approved by the employee’s Program Manager or director. 
Employees are required to coordinate and schedule all such activities with the prior 
approval of their supervisor, which will not be unreasonably denied. Where possible, 
employees are expected to submit requests a minimum of thirty (30) calendar days 
in advance of the activity.   
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B. Training which is required for professional licensure or certification or as a condition 

of practice in the employee’s profession is not considered work time, except as 
specified in the current Collective Bargaining Agreement.   

 
C. Time spent studying for training classes shall not be considered work time.   
 
D. Employees whose positions are exempt from the FLSA shall be compensated for all 

time in training during normal work hours as part of their monthly salary.   
 

7.8.4 Expenses for Training, Licensing and Certification:  The District recognizes the value and 
benefit of training designed to enhance employees’ abilities to perform their job duties. 
Training and professional development opportunities will be provided to employees in 
accordance with legal requirements, District/employee goals, and available resources.   

 
A. The District will pay for or reimburse employees for the annual renewal cost of any 

license/certification required by the position, other than driver’s licenses. With 
approval of the Division Director, the District will also pay for or reimburse 
employees for the annual renewal costs of licenses or certifications that are not 
required by the District but provide a benefit to it.  
 

B. The District will pay or will assist in the payment of expenses associated with 
continuing education for licensing/certification requirements and for employees’ 
professional development.  Professional development courses or programs must 
include subject matter that is directly related to the improvement of the 
employee’s current job skills or that reasonably relates to the employee’s career 
objectives at the District.  Approved expenses may include course tuition and 
registration fees, materials fees and travel expenses.  Such financial assistance will 
be subject to available resources, the approval of the employee’s Program Manager 
or Director, and verification of the employee’s attendance and completion of the 
course. 

 
7.9  OVERTIME 
 
 Overtime is the time a nonexempt employee works in excess of 40 hours in a workweek. 
 

7.9.1 Authorization of Overtime:  All overtime worked must be pre-authorized by the Program 
Manager.  Non-exempt employees who fail to get pre-authorization and work 
unauthorized overtime must be compensated for the time worked, but they may be 
subject to discipline. 

 
7.9.2 Overtime and Compensatory Time:  Nonexempt employees performing work in excess of 

forty (40) hours in a work week shall be paid overtime at the rate of one and one half (1½) 
times the employee’s regular rate of pay; except, that an employee may, at his/her option, 
take compensatory time off at the rate of one and one half (1½) hours off for each hour of 
overtime earned in lieu of overtime pay. The maximum allowable accrual for 
compensatory time is forty (40) hours. Any overtime worked in excess of the maximum 
compensatory time accrual shall be paid as it is accrued. An employee may submit a 
written request to Payroll by June 15th of any year to have any compensatory time accrued 
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paid in the July paycheck. The Health District reserves the right to pay overtime in lieu of 
compensatory time accrual or to cash out accrued compensatory time balances. 

7.9.3 Computation of Overtime:  For the purpose of computing overtime compensation, 
fractional parts of an hour will be rounded to the nearest 15-minute increment. 

7.9.4 Compensated and Non-Compensated Working Time: Questions regarding compensated 
and non-compensated time should be referred to the Human Resources Office. 

7.9.5 Exempt Employees Administrative Time:  Employees holding positions that have been 
determined as exempt under the provisions of the Fair Labor Standards Act will not be 
entitled to overtime pay or compensatory time off. Those employees may, subject to the 
discretion of and with the approval of the exempt employee’s direct supervisor or Division 
Director, receive administrative time off on an hour-for-hour basis for hours worked in 
excess of their regular work hours during any workweek. The maximum accrual of 
administrative time shall not exceed forty (40) hours at any time.  
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CHAPTER 8 – CONTINUOUS SERVICE/SENIORITY 

8.1  SENIORITY 

Seniority is the length of continuous service with the Health District and determines eligibility for 
annual leave accruals, longevity, and retirement benefits. Seniority begins to accrue from the first 
day of employment or rehire into a regular position. When it is necessary to reduce the work force, 
performance, ability, and seniority will be considered. 

8.1.1 Seniority Will Be Retained Under the Following Situations: 

A. Periods of authorized paid leave.

B. Separation and re-employment which does not exceed two (2) years.

C. Transfers, demotions, promotions.

D. Military leave paid or unpaid in accordance with state and federal laws.

E. Time off while on Time Loss due to an on-the-job injury.

8.1.2 Adjustment to Original Date of Hire:  The date of hire, which is used to indicate seniority, is 
adjusted to exclude those unpaid time periods of fifteen (15) or more calendar days when 
an employee returns from leave without pay, recall from layoff, or is rehired. There will be 
no adjustment to the original date of hire for properly certified FMLA absences. When an 
employee is off work due to qualifying military leave (in accordance with state and federal 
laws - see Leaves of Absence, Military Leave, Chapter 9) or for Workers Compensation 
Time Loss, there is no adjustment to the original date of hire. 

8.1.3 Adjustment to Step Increase Date:  

A. The step increase date is adjusted in accordance with the effective date of
promotion or reclassification to a new classification in a higher salary range.

B. The step increase date is adjusted to reflect the unpaid period of fifteen (15) or
more calendar days when an employee returns from leave without pay or is rehired.
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CHAPTER 9 – EMPLOYEE BENEFITS  

9.1  GENERAL  POLICY 

It is the Health District’s policy to provide employees with a comprehensive benefits program. 
Employee benefits help the Health District attract and retain quality employees. The Health District 
reviews its benefits periodically and makes changes as warranted. Unless noted otherwise in these 
policies, benefits for regular part-time and temporary employees are: 

9.1.1 Regular Part-time Employees:  All leaves, including holidays, health insurance premium 
contributions, and benefit allowances are prorated for eligible employees. Prorated means 
the ratio between the number of hours in the employee’s normal work schedule and forty 
(40) hours per week.

9.1.2 Temporary Employees:  Temporary employees normally are not eligible to receive 
benefits, including paid leave, a personal holiday, health insurance, and benefit 
allowances, except for such benefits required by federal or state laws. Accrual of one hour 
of paid leave for every 40 hours worked beginning on the 30th calendar day after the start 
of employment is provided for absences outlined in RCW 49.46.210, the Washington State 
Paid Sick Leave Law.  

9.2  ORIENTATION 

New employee orientation is a responsibility shared by the Human Resources Office, the hiring 
Program Manager, and the new employee. The Program Manager or designee will explain specific 
job requirements, description and explanation of duties, and program hours, policies, and 
procedures. The Human Resources Office provides basic employment-related information to all new 
employees early in the employment relationship. New employees are expected to take an active 
role throughout the orientation process. 

9.3  BENEFITS PROGRAM 

The Health District offers all probationary, provisional and regular employees participation in its 
benefits program. Part-time employees receive prorated benefits based on the employee’s full-time 
equivalence.    

9.3.1 The District will pay the premiums to provide basic life (which includes employee 
accidental death and dismemberment (AD&D)), and the base plan for long-term disability 
insurance to all eligible employees. Employees may, at their option and expense, purchase 
additional life, disability, and AD&D insurance coverage from the District’s provider 
according to the rates and terms set by the provider. 

9.3.2 Medical and Dental Insurance and Benefit Allowances. 

A. The District will provide medical insurance for eligible employees through the Public
Employees Benefits Board (PEBB). The District will offer dental insurance through
the Western Healthcare Insurance Trust or through a comparable provider.
Information regarding current insurance plans and policies can be obtained from the
Human Resources Office.
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B. Employees may opt out of coverage under the District’s medical insurance plans
with proof of group coverage under another comprehensive medical insurance plan;
but PEBB underwriting rules change regarding eligibility to opt out of coverage, such
rules will apply. Employees may opt out of the District’s dental insurance plan at
their election. Eligible employees may elect to cover their dependents under the
insurance plans in which they are participating and may make different choices with
respect to dependent coverage under the District’s medical insurance and its dental
insurance.

C. Medical Insurance Premiums.

1. The District will contribute the following percentages of the average medical
insurance costs for full-time employees and dependents:

Employees 100% 
Employee + Spouse   90% 
Employee + Child(ren)  90% 
Full Family    85% 

2. The average medical insurance cost will be determined by computing the
average cost of the medical plans available to employees through the
District’s provider.

D. Dental Insurance Premiums.

1. The District will contribute the following percentages of the average dental
insurance costs for full-time employees and dependents:

Employees 100% 
Employee + Spouse   90% 
Employee + Child(ren)   90% 
Full Family    85% 

2. The average cost of the dental insurance package will be determined by
computing the average cost of the dental plans available to employees
through the District’s provider.

E. Employees are responsible for paying through payroll deduction the difference
between the District’s contribution toward medical and/or dental insurance and the
cost of the plans/options they choose.

F. Benefit Allowance.

1. Employees who choose a District medical insurance plan that is less costly
than the District’s contribution (as calculated above) will receive the
difference between the District’s contribution and the cost of their plan
choice in the form of a benefit allowance.
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2. The District will provide all employees opting out of the District’s medical 
insurance plans a monthly benefit allowance of three-hundred seventy-five 
dollars ($375), pro-rated for part-time employees. Employees will be 
required to present evidence of coverage under another plan to opt out. 
 

3. The District will provide all employees opting out of the District’s dental 
insurance plans a monthly benefit allowance of twenty-five dollars ($25), 
prorated for part-time employees.  
 

4. The District will provide a benefit allowance plan including at least those 
options in place as of the effective date of this manual Benefit allowance 
funds will be used to pay any employee share of District medical or dental 
insurance premiums. Benefit allowance funds remaining after payment of 
the employee’s selected District benefits will be contributed to the 
employee’s Health Reimbursement Account, provided the amount is at least 
ten dollars ($10) per month. 
 

5. Any additional benefit allowances require approval by resolution of the 
Board. 

 
9.4  INSURANCE AND MEDICAL  BENEFITS 

 
9.4.1 Eligibility:   

 
A. All regular, probationary and provisional employees whose regular work schedule is 

twenty (20) hours per week or more are eligible for health insurance benefits and 
employer premium contributions offered by the Health District. Employees whose 
regular work schedule is less than twenty (20) hours per week may participate in the 
Health District’s monthly benefit allowance plan prorated based on the employee’s 
full-time equivalence.  

 
 

B. Medical, dental and life insurance coverage for eligible employees commences the 
first day of the month following one full month of employment, or coverage 
commences upon employment if the hire date is the first business day of the month. 
For purposes of benefits eligibility after hire and throughout employment, a full 
month of employment is defined as a calendar month in which the employee is in a 
paid status for at least eighty (80) hours if full-time, or for prorated paid hours if a 
part-time employee. 

 
C. Employees whose hours are reduced to less than twenty (20) hours per week due to 

a reduction in force may be eligible for medical coverage under WAC 182-12-129, 
with District contributions prorated based on the resulting full-time equivalence for 
up to twenty-four (24) months. 

 
 

D. Upon separation, coverage terminates per insurance provider eligibility guidelines. 
At that time the employee may elect to continue coverage at his or her own 
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expense under the Consolidated Omnibus Budget Reconciliation Act of 1985 
(COBRA). 
 

9.4.2 Benefits Administration:   
 

A. The Health District provides group medical, dental, and life insurance coverage for 
regular, probationary and provisional employees who work twenty (20) hours or 
more per week. 

 
B. Regular, probationary and provisional part-time employees are eligible to receive 

benefits on a prorated basis, based on the employee’s full-time equivalence.   
 

C. Employees may cover dependents on the Health District’s plans at their expense for 
any amounts that exceed District contributions. Dependents may be enrolled at time 
of hire, during annual open enrollment as designated by the Health District or 
according to enrollment and eligibility guidelines for the Health District plans. 

 
D. The Human Resources Office will provide applications and information concerning 

the insurance programs to all eligible employees and will arrange deductions for 
dependent premiums, if applicable. 

 
9.5  RETIREMENT SYSTEM 
 

All eligible probationary, provisional and regular employees are enrolled in the Washington State 
Public Employees’ Retirement System upon employment.  Participation is mandatory for eligible 
employees.  A joint contribution by the employee and the Health District based upon the percentage 
of the employee’s salary is paid into the retirement system. Contribution rates are set by the State 
of Washington and are subject to change. See the appropriate Washington State Department of 
Retirement Systems member handbook for more information. 
 

9.6  SOCIAL  SECURITY 
 

Social Security (Federal Insurance Contributors Act) provides employees and/or their dependents 
with an income in the event of disability, death, or retirement. Under federal law, a joint 
contribution by the employee and the Health District, based upon a percentage of the employee’s 
salary, is paid into the fund.    
                     

9.7  HOLIDAYS 
 

9.7.1 Eligibility:  Paid holidays begin at the date of hire. Employees who are on leave without pay 
for more than one-half (½) of their scheduled shift the working day before or after a holiday 
will not receive compensation for that holiday.    

 
9.7.2 Holiday Observance:   

 
A. The Health District observes the following as paid holidays: 

 

 New Year’s Day    January 1 
 Martin Luther King Jr. Day   Third Monday in January 
 President’s Day    Third Monday in February 
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 Memorial Day    Last Monday in May 
 Independence Day    July 4 
 Labor Day     First Monday in September 
 Veterans Day    November 11 
 Thanksgiving Day    Fourth Thursday in November 
 Native American Heritage Day  Fourth Friday in November 
 Christmas     December 25 
 One Personal Holiday Employee’s Choice 

 
B. If a holiday falls on a Sunday, it is observed on the following Monday. If a holiday 

falls on a Saturday, it is observed on the preceding Friday. However, for any 
employees who are regularly scheduled to work on weekends, the holiday is 
observed on the actual holiday. 

 
C. Full-time employees will receive eight (8) hours of pay at their straight-time rate for 

each holiday. Eligible probationary, provisional and regular part-time employees 
receive prorated holiday pay.  

 
D. Nonexempt regular employees will be paid for the holiday plus one and one-half 

times their regular rate of pay for any time worked on the holiday. Such time must 
be pre-authorized by the Program Manager.  

 
9.7.3 Personal Holiday 

 
A. An employee may take the personal holiday at any time during the calendar year 

subject to the prior approval of the Program Manager. The personal holiday will not 
be carried over into the succeeding calendar year.  Probationary and provisional 
employees are eligible for taking their personal holiday after they have been 
employed for four months. 

 
B. Upon resignation with two weeks’ notice, retirement, layoff, dismissal or death, the 

employee or the employee’s beneficiary will receive payment for an unused 
personal holiday. 

 
C. Employees separating in January must have a full month of employment in January 

in order to be eligible for a personal holiday for that year. 
 

9.7.4 Religious Holidays 
 

Employees may take up to two unpaid holidays per calendar year for reasons of faith or acts 
of conscience, or for an organized activity conducted under the auspices of a religious 
denomination, church, or religious organization as provided in RCW 1.16.050. Such unpaid 
holidays are available for use on January 1 of each year and the unpaid holidays must be 
taken in full work day increments. If an employee’s religious beliefs require observance of a 
holiday as outlined above, or that is not included in the basic holiday schedule, the Health 
District will use its best efforts to accommodate that employee. The employee may take the 
day off using his or her personal holiday, general leave, compensatory time, or leave without 
pay with his or her Program Manager’s preapproval provided that the accommodation does 
not create an undue hardship for the Health District or its employees. 
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9.8  GENERAL  LEAVE 

9.8.1 Each regular, probationary and provisional full-time employee accrues general leave, which 
is leave that is earned by the employee and used at the employee's discretion with 
supervisory approval for such purposes as vacation, bereavement, personal appointments, 
preventive health care, illness of less than five (5) consecutive days, etc. It may also be used 
as accrued for purposes outlined in RCW 49.46.210, the Washington Paid Sick Leave Law. 
(See 5.2.4.)  Each Program Manager is responsible for scheduling his or her employees' 
general leave without undue disruption of program operations.  

9.8.2 Full-time employees shall accrue general leave at the following rates: 

Years of Service 8-Hour Days Accrued/Year Hours Accrued/Month 
from 0 to 1 year 18 days 12.00 hours 
from 1 to 2 years 19 days 12.67 hours 
from 2 to 3 years 20 days 13.33 hours 
from 3 to 4 years 21 days 14.00 hours 
from 4 to 5 years 22 days 14.67 hours 
from 5 to 6 years 23 days 15.33 hours 
from 6 to 7 years 24 days 16.00 hours 
from 7 to 8 years 25 days 16.67 hours 
from 8 to 9 years 26 days 17.33 hours 
from 9 to 10 years 27 days 18.00 hours 
from 10 to 14 years 28 days 18.67 hours 
from 14 to 24 years 29 days 19.33 hours 
24 years and over 31 days 20.67 hours 

9.8.3 All new employees must satisfactorily complete six months of employment to be entitled 
to the use of general leave, except as provided in RCW 49.46.210.  

9.8.4 Eligible part-time employees shall accrue general leave based on the above schedule 
prorated to their full-time equivalency. 

9.8.5 Temporary employees are not eligible for any general leave benefits, except as provided in 
RCW 49.46.210. 

9.8.6 General leave accrues from the date of hire and may be used after six months of 
employment, except as provided in RCW 49.46.210.  Provisional employees are eligible to 
use accrued paid leave after completion of six (6) months of provisional service, except as 
provided in RCW 49.46.210. General leave continues to accrue during any paid leave of 
absence.   

9.8.7 Employees do not accrue general leave when they are in a leave without pay status.  To be 
eligible to accrue general leave in any calendar month, the employee must be in paid 
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status for at least eighty (80) hours if a full-time employee, or in paid status for prorated 
hours if a part-time employee.  General leave is credited to the employee’s leave balance 
on the last day of the calendar month earned and is available for use the first day of the 
next month. 

 
9.8.8 Leave requests must be submitted at least two weeks prior to taking planned general 

leave. Scheduled requests for leave are subject to the approval of the employee’s 
supervisor. In the event of a conflict between two employees, the employee making the 
first request will prevail. Should the sequence of conflicting requests be unknown, the 
employee having greater seniority shall prevail. 

 
9.8.9 Employees unable to work or unable to report to work on time shall notify their supervisor 

as soon as possible before the workday begins or within fifteen (15) minutes of the 
employee’s usual starting time. If an absence continues beyond one day, the employee is 
responsible for reporting in each day. If the supervisor is unavailable, the employee must 
leave a message with the Program Manager or Division Director stating the reason for the 
tardiness or inability to report to work. If the Program Manager attempts to contact the 
employee regarding the absence and is unable to reach him or her, the employee must 
make every attempt to call and talk directly to either the Program Manager or the Human 
Resources Manager. An employee who is absent without authorization or notification is 
subject to disciplinary action, including possible termination. 

 
9.8.10 If an employee provides reasonable notice when requesting general leave and is 

prevented from taking requested general leave by the employee’s supervisor, and if, as a 
result of such, the employee has more than the maximum allowable amount of leave 
accrued for the year on December 31, the employee may be cashed out at the employee’s 
salary rate at that time or the employee may carry-over the accumulated leave into the 
next year. 

 
9.8.11 Upon separation of an employee by retirement, resignation, layoff, dismissal or death, the 

employee or beneficiary thereof will be paid for the unused general leave to a maximum 
of thirty days (240 hours) at the rate the employee was being paid at the time of 
separation. Notwithstanding any other provision to the contrary, no leave payout (cash 
out) shall exceed two-hundred forty (240) hours. 

 
9.8.12 Non-exempt employees may carry forward a maximum of three-hundred sixty (360) hours 

of general leave from one calendar year to the next. Upon accrual of three hundred sixty 
(360) hours of general leave, non-exempt employee accruals will be reduced to an accrual 
rate of five (5) hours per month until such time as their balance has been reduced through 
use to less than three hundred sixty (360) hours. Division Directors may make written 
exceptions to this rule in the event an employee is precluded from taking a previously 
scheduled vacation through no fault of the employee. 

 
9.8.13 Exempt employees may accrue in excess of three-hundred sixty (360) hours of general 

leave; however, a maximum of three-hundred sixty (360) hours of general leave may be 
carried to the next calendar year. Division Directors may make written exceptions to this 
rule in the event an employee is precluded from taking a previously scheduled vacation 
through no fault of the employee. 
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9.9  DONATION OF GENERAL  LEAVE 

9.9.1 It is the policy of the Health District to allow employees who are or who have family 
members who are suffering from a qualifying serious illness, injury, impairment or 
condition, which is not work related and has caused or is likely to cause that employee to 
take leave without pay or to have no alternative but to terminate employment with the 
Health District, to accept a donation of general leave from other Health District employees 
who have accrued general leave.  Extended leave is not eligible for donation. For details, 
see General Leave Donation Policy, Appendix B. 

9.9.2 The Administrator or designee will consider any exceptions to this policy on a case-by-case 
basis. 

9.10  EXTENDED LEAVE 

9.10.1 Extended leave has been established to reduce the financial loss an employee may have 
when the employee is unavoidably absent from work for any of the following reasons: 

A. An employee’s own illness, injury or pregnancy;

B. The need to care for the employee’s, spouse’s, or domestic partner’s child (or foster
child) who is 1) under 18 years of age and has a health condition requiring treatment
or supervision, or 2) 18 years of age or older but incapable of self-care because of a
mental or physical disability; or

C. The serious health condition or emergency condition of the employee’s spouse,
domestic partner, parents, parents-in-law, grandparents, children or for other family
members with the approval of the Administrator.  The Administrator may grant an
exception for other family members for whom the employee is the primary care
giver.

9.10.2 The following conditions apply to extended illness leave: 

A. Regular full-time employees will accrue four (4) hours of extended leave for each
month worked with unlimited accrual.

B. Regular part-time employees will accrue extended leave prorated based on their
full-time equivalency.

C. Probationary employees accrue extended leave, prorated based on their full-time
equivalence, from the date of hire; however, they are not entitled to use this leave
during their probationary period.

D. Temporary employees do not accrue extended leave.

E. Employees do not accrue extended leave when they are in a leave without pay
status.  To be eligible to accrue extended leave in a calendar month, the employee
must be in paid status for at least eighty (80) hours if a full-time employee, or in paid
status for prorated hours if a part-time employee.  Extended leave is credited to the
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employee’s leave balance on the last day of the calendar month earned and is 
available for use the first day of the next month. 

 
9.10.3 Employees become eligible for use of extended leave as described below. 
 

A. For full-time employees whose normal work schedule is five (5) 8-hour shifts per 
week, use of extended leave begins 1) after the fifth (5th) consecutive day of absence 
for a condition listed in Section 9.10.1; or 2) after forty (40) hours of absence for a 
condition that has been certified for use of intermittent leave under the Family and 
Medical Leave Act. 

 
B. For full-time employees working an alternate schedule, and for part-time 

employees, use of extended leave shall begin 1) after the employee has been absent 
for the number of work days he/she is normally scheduled to work in a workweek 
for a condition listed in Section 9.10.1; or 2) after forty (40) hours of absence 
(prorated for part-time employees) for a condition that has been certified for use of 
intermittent leave under the Family and Medical Leave Act. 
 

9.10.4 Upon the employee’s presentation of verification from a licensed health care provider 
involved in treating the affected individual or family member that documents a condition 
qualifying for use of extended leave, the general leave used by the employee for the initial 
days or hours of his/her absence will be restored and a corresponding amount of 
extended leave will be drawn from his/her extended leave account. 
 

9.10.5 Employees who use all their accumulated extended leave and require more time off work 
due to illness or injury may use their accrued general leave and compensatory time. Also, 
with Administrator prior approval, such employees may request leave without pay (see 
Leaves of Absence Without Pay, Section 9.12.7). 
 

9.10.6 Employees will not be paid for any unused extended leave upon leaving Health District 
employment for any reason. 

 
9.11  WORKERS COMPENSATION ( INDUSTRIAL  INSURANCE)  
 

9.11.1 All employees are covered by the State Workers' Compensation Program. This insurance 
covers employees in case of on-the-job injuries or job-related illnesses. For qualifying 
cases, State Industrial Insurance will pay the employee for workdays lost and medical costs 
due to job-related injuries or illnesses. All job-related accidents shall be reported 
immediately to the supervisor. 

 
9.11.2 When an employee requires medical treatment beyond simple first aid due to an on-the-

job injury or illness, he/she is required to file a claim for Workers' Compensation. If the 
employee files a claim that results in an absence, the Health District will continue to pay 
by use of the employee's unused extended leave the employee's regular salary pending 
receipt of Workers' Compensation benefits. If the absence does not qualify for use of 
extended leave, or the employee exhausts all extended leave, accrued general leave may 
be used.  For purposes of this policy, the term Workers’ Compensation benefits means 
time loss or loss of earning power payments. 

 

 
Page 136



  

KPHD Personnel Manual  Page 41  July 2, 2019  

9.11.3 Coordination of Benefits:  If the employee receives Workers' Compensation benefits, 
he/she is required to repay to the Health District the amount covered by Workers' 
Compensation benefits and previously advanced by the Health District. This policy is to 
ensure that the employee will receive prompt and regular wages during periods of injury 
or disability so long as accrued extended leave is available, until the employee begins 
receiving Workers’ Compensation benefits. Upon the repayment by the employee of the 
funds previously advanced by the Health District, the appropriate amount of leave will be 
restored to the employee's account. In no case may accrued leave be utilized or restored 
to the extent that it would cause the employee’s salary or leave balance to exceed his or 
her normal rate of pay had the injury not occurred. 

 
9.11.4 The Health District may require an examination at its expense, performed by a physician of 

its choice, to determine when the employee can return to work and if he/she will be 
capable of performing the duties of the position. 

 
9.11.5 All on-the-job injuries must be reported as soon as possible to the employee’s Program 

Manager and the Health District’s Human Resources Manager, as provided for in Section 
10.5.3 of this Manual.   

 
9.12  LEAVES OF ABSENCE 

 
9.12.1 Bereavement Leave: 
 
  Employees will receive up to twenty-four (24) hours off with pay per occurrence in the 

event of death in the immediate family, to include the employee’s spouse, domestic 
partner, children, parents, stepparents, grandparents, grandchildren, sisters, brothers, 
parents-in-law, grandparents-in-law, sisters-in-law, brothers-in-law, sons-in-law, 
daughters-in-law, or any person living in the employee’s immediate household as a 
member of the family. Paid bereavement leave is not available for events more than six 
(6) months following the death of an individual covered by this section. Paid bereavement 
leave will be prorated for part-time employees based on full-time equivalency. With 
approval of the employee’s manager, employees may use general leave in addition to the 
bereavement leave provided in this section. 

 
9.12.2 Civil Leave:   

 
A. Civil leave with pay will be allowed to permit an employee to serve as a juror for a 

period up to two (2) weeks. Additional leave for jury service will be allowed pursuant 
to RCW 2.36.165; however, the employee must use accrued general leave, 
compensatory time, or serve on a leave without pay basis as per policy. An 
employee must notify his or her Program Manager prior to taking civil leave and 
provide the manager with a copy of Summons for Jury Duty. If an employee 
summoned for jury duty is excused during any portion of the workday, that 
employee must report to work for the duration of that day, or use accrued general 
leave, compensatory time, or leave without pay for the remainder of the day. 
 

B. The jury stipend and reimbursement to the employee for travel, lodging, food, or 
other actual expenses will not be considered compensation requiring repayment to 
the Health District. 
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C. All employees who are subpoenaed to testify in court are allowed time off for the 

period they serve as witnesses. In general, witness duty leave is unpaid unless the 
employee has been subpoenaed by the Health District or its agent.  For exempt 
salaried employees, consult with the Human Resources Office to ensure compliance 
with wage and hour laws.  
 

D. Civil leave with pay may be granted to an employee who needs time off from work 
due to an illness or injury for any period not covered by Workers’ Compensation 
time loss payments under the following conditions. The illness or injury occurred 
because of or rising out of the employee’s performance of his or her public health 
civil duties in response to a bona fide public health emergency, disaster, or 
bioterrorism event. The employee must be assigned responsibilities to protect the 
public’s health in response to such public health emergency, disaster, or 
bioterrorism event, and a public health emergency must be declared by the District’s 
Health Officer, or similar high-level authority. 

 
9.12.3 Administrative Leave:   

 
On a case-by-case basis, the Health District may place an employee on administrative 
leave with or without pay for an indefinite period of time. Administrative leave may be 
used in the best interests of the Health District (as determined by the Administrator) for 
such situations as: 

 
A. During an investigation or other administrative proceeding. 

 
B. For inclement weather or natural disaster when the Health District is closed for 

operations as determined by the Administrator.  Administrative Leave is only 
provided to those employees who are scheduled to work during the Health District 
closure period. For details, see Appendix C, Inclement Weather and Emergency 
Closures Policy. 

 
9.12.4 Military Leave:   

 
A. Any employee who is a member of the Washington National Guard or of the Army, 

Navy, Air Force, Coast Guard, or Marine Corps of the United States or of any 
organized reserve of the Armed Forces of the United States, will be entitled to 
military leave with pay for a period not to exceed twenty-one (21) cumulative 
working days during each year beginning October 1st and ending the following 
September 30th in order that the employee may take part in active duty, when 
called, or active training duty.  Such military leave will be granted pursuant to the 
provisions of RCW 38.40.  The employee is responsible to provide military orders, or 
such documentation as is readily available.  Employees are required to notify their 
supervisors at the earliest possible date upon learning of scheduled military duty.  
 

B. Any employee who enters upon active duty service or training in the Washington 
National Guard, the Armed Forces of the United States, or the United States Public 
Health Service may seek a leave of absence as set forth within this Manual and, 
upon return, will be entitled to re-employment pursuant to the provisions of RCW 
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73.16.031-73.16.061 and Title 38 U.S.C. § 4301 et seq. An employee is entitled to 
unpaid military leave for a cumulative length of up to five (5) years and may be 
entitled to more time under certain circumstances. Upon return from military leave, 
health, retirement, and other rights and benefits are generally restored as if the 
employee had never taken a military leave of absence; provided, statutorily 
mandated National Guard and Reserve training requirements are excluded from the 
cumulative five-year limit, pursuant to the provisions of Title 38, U.S.C. § 4301 et 
seq. 

 
9.12.5 Military Family Leave: 
 

A. Any employee whose spouse is a member of the United States Armed Forces, 
National Guard, or reserves who has been notified of an impending call or order to 
active duty, or who has been deployed, or when the military spouse is on leave from 
deployment, will be entitled to a total of fifteen (15) cumulative working days of 
unpaid leave per deployment pursuant to the provisions of RCW 49.77, provided: 1) 
the leave is requested during a period of active military conflict, as declared by the 
President or Congress, or a period in which members of the reserve are ordered to 
active duty; and 2) the employee works an average of twenty (20) hours or more per 
week; and 3) notice of intent to take leave is made within five (5) business days of 
receiving official notice of an impending call or order to active duty or notice of a 
leave from deployment. 

 
B. Military family leave under state law is unpaid, but employees may elect to use 

accrued general leave or compensatory time during the military family leave period. 
Military family leave is in addition to leave available under the FMLA and other leave 
the employee may be entitled. If an employee on military family leave is on leave 
without pay such that he or she is not eligible for the Health District’s contribution 
to health care benefits, the employee may continue, at the employee’s expense, 
health care coverage according to RCW 49.78.290. 

 
9.12.6 Domestic Violence Leave: 
 

Pursuant to RCW 49.76, employees who are victims of domestic violence, sexual assault, 
or stalking, or who are family members of such victims, may take reasonable leave from 
work, intermittent leave, or leave on a reduced leave work schedule, by use of accrued 
leave or compensatory time or leave without pay to seek or obtain, or assist a family 
member in obtaining:  1) legal or law enforcement assistance to ensure the health and 
safety of the victim; 2) enforcement assistance to ensure the health and safety of the 
victim; 3) treatment by a health care provider for physical or mental injuries; 4) services 
from a domestic violence shelter, rape crisis center, or other related social services 
program; 5) related mental health counseling; or for 6) participating in safety planning, 
temporarily or permanently relocating, or taking other actions to increase the safety of 
the employee or employee’s family members from future domestic violence, sexual 
assault, or stalking. For details, see Appendix D, Domestic Violence Policy. 
 

9.12.7 Leaves of Absence Without Pay:   
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A leave of absence without pay may be granted to Health District employees at the 
discretion of the employing official. If the leave of absence exceeds five (5) consecutive 
working days, the following conditions should be met before granting the leave: 

A. A written request for a leave of absence without pay must be submitted to the
Program Manager on forms prescribed by the Human Resources Office. The written
request must include the reason for leave, the length of time requested, and the
expected date of return to service. The leave of absence form must then be
completed and approved by the Program Manager, submitted to the Division
Director, and finally to the Human Resources Office.

B. All accrued general leave must be exhausted before leave without pay will be
granted. If the leave is for medical reasons, accrued extended leave must also be
exhausted.

C. The Program Manager must be assured that the granting of leave will not cause a
hardship to the Health District.

D. Arrangements must be made in advance by the employee to pay for insurance
premiums if continued coverage is desired for the duration of the leave.

E. The Program Manager must be reasonably assured that the employee will return to
work after the agreed leave time is exhausted.

F. The granting of leave without pay is completely discretionary. The reason(s) for the
need for leave, and the employee’s ability and performance will be taken into
consideration before the request for leave without pay is granted.

G. If during the authorized leave of absence, the Program Manager determines that the
absence of the employee is causing a hardship to the Health District, the employee
may be required to return to work. The Program Manager will send a written notice
certified through the U.S. Mail, requiring the employee to return to work. An
employee who fails to return to work will be considered on unauthorized leave and
is subject to disciplinary actions.

H. All leaves of absence without pay of fifteen (15) or more calendar days results in a
suspension of accruals for seniority, general and extended leave, longevity, and
other benefits except as provided herein during the time of leave.

9.12.8 Exceptions: 

Any exceptions to the Leaves of Absences outlined above will be considered on a case-by-
case basis at the sole discretion of the Administrator.  

9.13  FAMILY AND MEDICAL  LEAVE 

9.13.1 The Health District authorizes leaves of absence to eligible employees for family and 
medical reasons in compliance with the Family and Medical Leave Act (FMLA), other 
relevant statutes and regulations. For details regarding employee protections and 
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obligations related to family and medical leave, as well as the procedures to be followed, 
see Appendix E, Family and Medical Leave Policy. 

9.13.2 Leave for Maternity-Related Disability and to Care for Newborn. Under Washington State 
regulations and the District’s Family and Medical Leave Policy, female employees are 
entitled to additional unpaid leave for the period of time that they are physically disabled 
because of pregnancy and/or childbirth. The pregnancy disability period includes any 
medically necessary leave prior to the birth, plus a recovery period after the birth. Women 
are entitled to leave for the entire period of actual disability from pregnancy and 
childbirth, and then, if they are eligible, to an additional twelve (12) weeks of leave under 
the Washington Family Leave Act (WFLA) to care for the newborn child. Thus, a pregnant 
employee with no complications in the pregnancy and childbirth is likely entitled to 
eighteen (18) total weeks of leave (i.e., six (6) weeks of maternity-related disability leave 
recovering from the birth under WAC 162-30-020, plus twelve (12) weeks of leave to care 
for the newborn). For details, see Appendix E, Family and Medical Leave Policy. 
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CHAPTER 10 – GENERAL POLICIES AND CODE OF CONDUCT  

10.1  EQUAL EMPLOYMENT OPPORTUNITY 

The Health District is an equal opportunity employer. The Health District believes the participation of 
men and women of diverse ages, races, religions, cultures, abilities, and the like will add to personal 
development and organizational success. The Health District is committed to promoting and 
protecting the rights and opportunities for equal employment for all and to ensure that no unlawful 
discrimination is committed against any person on the basis of race, color, religion, sex, national 
origin, age, marital status, sexual orientation, the presence of any sensory, mental or physical 
disability, veteran’s status, or any other bases prohibited by federal, state, or local laws. This policy 
extends to all areas of employment and to all relations with employees including recruitment, 
selection and placement, compensation, promotion and transfer, disciplinary matters, demotions, 
layoffs and terminations, testing and training, working conditions, awards and benefits, and all other 
terms and conditions of employment. 

Furthermore, the Health District strives to enhance cultural competence in staff relations and client 
service delivery. Cultural competence is the development of skills to work with, educate and serve 
diverse individuals and communities.  

If a Health District employee believes he or she is being discriminated against on the basis of sex, 
race, color, religion, national origin, pregnancy, age, marital status, sexual orientation, veteran 
status, disability, or any other basis prohibited by federal, state, or local laws, he or she may follow 
the complaint procedures set forth in Appendix A, Harassment and Discrimination Prevention Policy. 

10.2  HARASSMENT AND DISCRIMINATION PREVENTION  

The Health District is committed to fostering and maintaining a work environment that is free from 
discrimination and harassment, including sexual harassment. In keeping with this commitment, the 
Health District maintains a strict policy prohibiting all forms of unlawful harassment or 
discrimination. Employees are expected to show respect for each other and the public at all times, 
despite individual differences. Any person who commits such a violation may be subject to personal 
liability, as well as discipline by the Health District. Furthermore, employees who report violations of 
this policy will not be subjected to any form of retaliation. Any employee who feels that he or she 
has been harassed or discriminated against should follow the complaint procedures outlined in 
Appendix A, Harassment and Discrimination Prevention Policy.   

10.2.1 Discrimination is defined as any act or failure to act (whether by itself or as a part of a 
practice), the effect of which is to adversely affect or adversely differentiate against 
individuals or group of individuals, by reasons of their protected status, such as age, sex, 
marital status, sexual orientation, race, creed, color, national origin, veteran status or 
disability or any other characteristic protected by state or federal law, unless based upon a 
bona fide occupational qualification. For details, see Appendix A. 

10.2.2  Harassment is a form of discrimination and is defined as unwelcome verbal or physical 
conduct toward another employee or members of the public on the basis of their 
protected status. Harassment occurs when enduring the offensive conduct becomes a 
condition of continued employment, or the conduct is severe or pervasive enough to 
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create a work environment that a reasonable person would consider to be intimidating, 
hostile, or abusive. For details, see Appendix A.  

 
10.3  REASONABLE  ACCOMMODATION FOR DISABIL IT IES  
 

It is the policy of the Health District that no qualified individual with a disability will be subjected to 
unlawful discrimination, to include job application procedures, hiring, firing, advancement, 
compensation, training, and other terms, conditions, and privileges of employment. A qualified 
individual with a disability is an individual who satisfies the requisite skills, experience, education 
and other job-related requirements and who, with or without reasonable accommodation, can 
perform the essential functions of the job in question. Pursuant to the Americans with Disabilities 
Act (ADA) and the Washington Law Against Discrimination, the Health District will make reasonable 
accommodations on a case-by-case basis to enable qualified individuals with disabilities to perform 
essential job functions, provided that the accommodation does not create an undue hardship for the 
Health District or its employees. Any employee who believes he or she needs a reasonable 
accommodation in order to perform the essential functions of his or her job must submit a written 
request for a reasonable accommodation as outlined in Appendix F, Reasonable Accommodation for 
Disabilities Policy. 
 
Any employee who feels that he or she has been discriminated against on the basis of a disability 
should follow the grievance procedures outlined in Appendix F. 
 

10.4  DISCRIMINATION COMPLAINT PROCEDURE  
 

All employees are responsible for creating an atmosphere free of discrimination and harassment, 
sexual, or otherwise. Further, employees are responsible for respecting the rights of their co-
workers and others, including the citizens they serve. Appendix A, Harassment and Discrimination 
Prevention Policy, outlines the steps to follow should an employee believe that he/she has 
experienced harassment or discrimination on the job. 

 
10.5  HEALTH AND SAFETY  
 

It is the policy of the Health District to provide safe and healthful work environments. This can be 
accomplished if every employee observes all Occupational Safety and Health Administration (OSHA) 
and Washington Industrial Safety and Health Act (WISHA) regulations and District policies and 
procedures for health and safety, which are protections for the individual employee and for co-
workers and the public.   

 
10.5.1 The Health District has safety and risk management policies and procedures to provide 

employees with written guidelines to be followed to reduce accidents. Included in these 
policies and procedures are such topics as:  Work Safety, the role of the Safety Committee, 
Building Access and Security, Use of Pepper Spray, Safety Procedures for Field Staff, 
Cellular Telephone Use, Risk Management, Identification Badges, Hazard Communication 
Program, Personal Protective Equipment (PPE), Blood Borne Pathogens, and Incident 
Reporting. Safety policies are available to all staff on the Health District’s Intranet.  

 
10.5.2 In addition to the above safety and risk management policies, all new employees receive a 

required orientation by their supervisor/Program Manager on appropriate program-
specific health and safety topics. This orientation will allow new employees to perform 
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their work responsibilities safely and efficiently. It is the responsibility of every Health 
District employee to help maintain a safe and healthful work environment.   

  
10.5.3 Reporting an Occupational Accident, Injury, or Illness, or Incident:  All employee injuries or 

illnesses or other incidents which may create some risk for the employee or the Health 
District that occur during working hours must be reported immediately or as soon after 
the accident as is possible. Any employee who suffers a workplace injury requiring 
treatment beyond simple first aid or who is a witness to any such incident must 
immediately verbally report the incident to the employee’s supervisor or Program 
Manager, Division Director, Human Resources Manager, Health Officer, or Administrator. 
The internal Incident Report Form (see the reporting requirements/form in Appendix G, 
Risk Management Policy, must be completed within twenty-four (24) hours.  Blank report 
forms are available from the employee’s supervisor, Program Manager, or Human 
Resources Manager, and on the Health District’s Intranet. 

 
 Anytime a workplace incident causes illness or injury requiring treatment by a health care 

provider, the employee must inform his or her supervisor as soon as possible. The 
employee must inform his or her health care provider that 1) the injury or illness is work-
related; 2) he/she is the employee of the Health District (not Kitsap County); and 3) the 
Washington State Department of Labor and Industries form must be completed (available 
from the treating health care provider). 

 
 For any workplace incident that causes in-patient hospitalization of one or more 

employees, the supervisor, Program Manager, Division Director or Human Resources 
Manager must be notified immediately. The Washington State Labor and Industries 
Employer Guide requires the Health District to notify the Department within eight (8) 
hours of such an incident. This notification requirement does not cover emergency room 
treatment where the employee is treated and released or scheduled surgeries. 

 
 After completion, processing, and review of the workplace incident report, the Safety 

Committee reviews the completed incident reports to assure that appropriate follow-up 
and modifications are implemented as needed in accordance with the procedures outlined 
in the Risk Management Plan. For more information, refer to Appendix G, the Health 
District’s Risk Management Policy. 

 
10.6  LIFE  THREATENING/COMMUNICABLE  DISEASE 
 

Employees with life threatening illnesses or communicable diseases are treated the same as all 
other employees. They are permitted to continue working as long as they are able to maintain an 
acceptable level of performance and medical evidence shows they are not a threat to themselves or 
their co-workers. The Health District will work to preserve the safety of all of its employees and 
reserves the right to reassign employees or take other job actions, including discharge, when a 
substantial and unusual safety risk to fellow employees or the public exists. 

 
10.7  REPORTING IMPROPER GOVERNMENTAL  ACTION  
 

In compliance with the Local Government Employee Whistleblower Protection Act, RCW 42.41.050, 
the Health District’s Whistleblower Protection Policy (Appendix H) was created to encourage 
employees to disclose any improper governmental action taken by Health District officials or 
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employees without fear of retaliation. This policy also safeguards legitimate employer interests by 
encouraging complaints to be made first to the Health District, with a process provided for speedy 
dispute resolution.   

 
10.8  CODE OF CONDUCT 

 
10.8.1 Purpose:  The Health District is committed to the highest standards of performance, 

integrity and ethical conduct in serving the citizens of Kitsap County, and has established 
this Code of Conduct to assist its employees in understanding and carrying out this 
commitment. The orderly and efficient operation of the Health District requires that 
employees accept certain responsibilities. Work rules covering personal standards of 
conduct as well as standard operating procedures are necessary to protect the health and 
safety of all employees, to maintain uninterrupted services, and to protect the Health 
District’s property. Furthermore, public service is a public trust, and as an organization 
entrusted with public funds, it is critical that every Health District employee be committed 
to the highest standards of ethical behavior.   

 
All employees are expected to be aware of, and comply with, this Code of Conduct and its 
related policies. Violation of these principles is a serious matter and will be dealt with as 
such by the Health District. Any employee who violates these requirements will be subject 
to appropriate disciplinary action, up to and including discharge.  

 
10.8.2 Disclosure:  This Code of Conduct applies to all Health District employees. Each employee 

is expected to be knowledgeable about the Code of Conduct, all related policies, laws, 
regulations, guidelines and internal controls applicable to their jobs. As such, each 
employee is required to address any situations of actual or potential non-compliance. For 
example, when an employee believes that they may be in breach of the Code of Conduct, 
then that employee must make prompt and full disclosure in writing to their Program 
Manager or delegated official. This disclosure should include a detailed description of the 
actual or potential breach. An actual or potential breach may arise without any intentional 
wrongdoing or improper conduct on the part of the employee. In those circumstances, 
employees will not be disciplined or treated adversely for making prompt and full 
disclosure. However, all employees are expected to make every effort to avoid such 
circumstances. An employee failing to disclose an actual or potential breach of the Code 
may be subject to discipline. 

 
10.8.3 Reporting Allegations:  In addition to the self-disclosure obligation, any suspected fraud, 

breach of trust or other wrongdoing by another employee must be reported to a Program 
Manager, Division Director, or the Human Resources Manager.  All employees must co-
operate fully during an investigation of suspected wrongdoing in relation to any activities 
outlined in this Code of Conduct. Retaliation against someone who is a witness or is 
involved in such investigations is prohibited. When in doubt about the interpretation or 
application of this Code of Conduct, clarification should be sought from a Program 
Manager or the Human Resources Manager. 

 
10.8.4 General Standards:  As an employer, the Health District strives for an environment in 

which all staff can reach their full potential as efficient and effective employees so that the 
Health District can provide efficient and effective public service. The Health District and its 
employees must continuously examine, evaluate, challenge, and streamline their methods 
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and processes, and identify new ways of providing the best possible public services. The 
Health District and its employees must also maintain certain standards of conduct, 
including the following: 

 
A. Conduct Health District business ethically, honestly, professionally, and 

competently. 
 
B. Provide quality services within available resources. 

 
C. Provide timely and accurate information. 
 
D. Respond promptly to requests. 

 
E. Treat others as they want others to treat them. 

 
10.8.5 Respect for Others:  The Health District is committed to creating a workplace that is free 

from harassment and discrimination, where people are respected, and diversity is 
embraced. To achieve this goal employees are expected to: 

 
A. Treat the public and coworkers with dignity, respect, courtesy, honesty, fairness, 

and sensitivity. 
 
B. Respect different values, beliefs, cultures and religions. 

 
C. Value the contribution of coworkers and work cooperatively. 

 
D. Not bully, intimidate, harass or discriminate against other people. 

 
10.8.6 Work Rules:  The following work rules are applicable to all Health District employees. 

These rules are not intended to be all-inclusive and Division Directors and Program 
Managers may establish additional work rules that are unique to their divisions and 
programs. It is the expectation that all employees will abide by these additional work rules 
and any other work rules or division or program policies and procedures. Failure to do so 
may result in disciplinary action up to and including discharge. 

 
A. Employees will consistently be at their designated work area on time and ready to 

work. Employees will remain at their work area, at work, except during lunch and 
rest periods, until the scheduled quitting time, unless permission to leave is granted 
by the Supervisor/Program Manager or the duties of the position require such 
absence from the work area. 

 
B. All employees are responsible for accurately reporting all hours worked on forms or 

systems supplied by the Health District. It is a violation of Health District policy for 
any employee to falsify work time records. It is also a serious violation of Health 
District policy for any employee or manager to instruct another employee to 
incorrectly or falsely report hours worked or alter another employee’s work time 
record to under- or over-report hours worked. Any employee who fails to report or 
inaccurately reports hours worked will be subject to disciplinary action, up to and 
including discharge.  
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C. All employees are expected to maintain regular, predictable, and punctual 

attendance. They must report any absence to their supervisor or other authority in 
accordance with this Manual. Employees unable to work or unable to report to work 
on time shall notify their supervisor as soon as possible before the workday begins 
or at least fifteen (15) minutes prior to the employee’s usual starting time. Refer to 
Section 9.8.9 for further information on call-in procedures.  

 
D. Employees are required to follow all safety regulations to include the wearing of 

personal protective equipment (PPE) or other safety or protective articles. 
Employees are required to immediately report safety hazards, accidents, or injury to 
their supervisor, Program Manager, or a safety committee member. 

 
E. Employees are responsible for and must not misuse Health District property, 

records, or other materials in their care, custody, or control. 
 

F. Employees are responsible for the legal and proper use if Health District funds, 
including but not limited to claims for reimbursement. 

 
 
G.  Employees are required to interact with the public and other Health District 

employees in a courteous and professional manner. 
 
H.   Employees are required to notify the Human Resources Office whenever there is a 

change in their personal data affecting their personnel or payroll records. 
 
I. Employees are not to restrict or interfere with the work of others. 
 
J. Employees are required to report for and remain at work only in a fit physical and 

mental condition, which will enable them to perform their regular duties. 
 
K. Employees will not engage in political activity while on duty. 
 
L. Employees will not use their positions for personal gain, to solicit or conduct 

personal business, for political purposes, or to coerce others. 
 
M. Employees will not deal with an application to the Health District for a permit, grant, 

award, or other benefit which involves themselves or immediate relatives. 
 
N. Employees will not make false or misleading statements in connection with their 

employment. 
 

O. Employees are expected to read, understand, follow, and abide by all Health District 
policies. 

 
10.8.7 Fraud/Theft:  In general, fraud is an act committed which, through deceit, falsehood or 

other such behavior, either deprives the Health District of its assets, property or other 
resources (this includes theft), or causes the Health District to act to its own detriment or 
prejudice. Fraud may include acts committed with the intent to deceive, involving either 
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misappropriation of Health District assets, property or other resources and/or 
misrepresentations of financial and/or other information to conceal such 
misappropriation, by such means as: 

 
A. Manipulation, falsification or alteration of records or documents. 
 
B. Suppression of information, transactions or documents. 
 
C. Recording of transactions without substance. 
 
D. Misapplication of accounting principles. 

 
E. Making false claims resulting in any form of monetary gain. 

 
 All employees shall work in accordance with both the Health District controls established 

to prevent fraudulent misconduct and all applicable laws, regulations and government 
guidelines. All employees shall exercise honesty, integrity, objectivity and diligence and 
shall not knowingly be a party to any fraudulent activity, including theft. Each employee is 
encouraged to report, in writing, any knowledge or suspicion of fraud to their Program 
Manager or Division Director.  All Health District managers are responsible for ensuring 
that adequate internal controls are in place to prevent and detect fraud. Management is 
accountable for monitoring employee activity and performance and ensuring all 
employees are aware of, and in compliance with, controls, policies and procedures. All 
confirmed incidents of fraud or theft committed against the Health District will be viewed 
as acts of criminal activity and will be treated accordingly. 

 
10.8.8 Dress and Grooming:  An important part of the image presented to the citizens of Kitsap 

County is the appearance of Health District employees. Since the Health District is a public 
agency, employees need to present a professional appearance when working with the 
Health District’s clients/patients and their families, co-workers, other community agencies, 
and the community as a whole. It is the Health District’s policy to require staff members to 
dress and groom in a manner that inspires confidence and conveys professionalism to our 
citizens. The manner of dress may vary according to the amount and nature of public 
contact. It is the employee’s responsibility to maintain a neat and business-like 
appearance. For details on dress and grooming, see Appendix I, Personal Appearance and 
Signage Policy.   

 
10.8.9 Personal Signage: The Health District is a public agency and, as such, staff need to promote 

a positive image and attitude in the work environment by not displaying in the workplace 
personal signage that conveys a negative attitude or discriminates against, harasses, or 
offends co-workers or the public. This excludes signage used by the Health District to 
protect and promote public health as described in the Health District’s Mission Statement. 
For details on personal signage, see Appendix I. 

 
10.8.10 Conflict of Interest:  Public confidence of the citizens of Kitsap County in the operation of 

the Health District is built on integrity. Accordingly, all employees are expected to 
maintain high standards of personal conduct in their relationships with the public and with 
working associates.   
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A. Confidential Information:  Many of the operations of the Health District are
considered public information, but many are not. The confidential business of the
Health District should not be discussed outside the Health District facilities.
Providing confidential information to unauthorized persons may be grounds for
disciplinary action. If you are unsure, contact your supervisor or Program Manager.
Employees shall not benefit from the use of information acquired during the course
of official duties that is not generally available to the public. See the Health District’s
Confidentiality Procedures for further details or contact the Health District’s Privacy
Officer.

B. Loans, Gifts, Gratuities, Etc.:  Health District employees must not directly or
indirectly give or accept any compensation, gift, award, reward, hospitality,
entertainment, or gratuity in the course of their work responsibilities from any
source other than the Health District. Some items of nominal value (i.e., food),
which are given on special occasions, may be acceptable. Check with your Program
Manager before accepting any gifts.

C. Outside Employment:  Health District employees who choose to have an additional
job, contractual commitment or self-employment, may do so provided that before
accepting the outside employment, they are required to notify their Program
Manager about such employment. No employee may engage in any occupation
which:

1. Is incompatible with the proper discharge of official Health District duties.

2. May impair independence of judgment or action in the performance of such
official duties.

3. May subject the Health District to adverse criticism or adverse publicity.

4. May encroach upon regular Health District work hours and duties, or
necessitate long hours, which might adversely affect the employee’s
physical or mental abilities to perform Health District work.

5. Utilizes Health District telephones, computers, supplies or any other
resources, facilities or equipment.

6. May reasonably be perceived by members of the public as a conflict of
interest or otherwise discredit public service.

D. Political Activities:  Health District employees have the same right to campaign in
support of, or in opposition to, a candidate or a ballot proposition as any other
citizen. However, public employees are restricted in their political activities while at
work. Public funds and facilities may not be used, nor may an employee campaign
on Health District time or while representing the Health District in any way.
Examples of prohibited activities include, but are not limited to:

1. Using Health District stationery, letterhead, postage, or copying equipment
to prepare and mail campaign literature.
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2. Publishing a statement supporting a candidate or issue in the Health District 

newsletters or other communications. 
 

3. Campaigning by Health District employees on Health District time. 
 

4. Using Health District telephones to make calls in support of a candidate at 
any time. 

 
5. Using Health District vehicles, or the employees’ personal vehicle with 

Health District signs attached to it, to attend political rallies, drop off mailers 
at a printer, or distribute campaign materials. 

 
6. Holding campaign strategy meetings in any Health District building or office. 

 
7. Wearing Health District identification badges while campaigning or using the 

employee’s title or position to campaign. 
 

E. Nepotism:  Employees shall not give, in the performance of official duties, 
preferential treatment to relatives or friends or to organizations in which relatives or 
friends have an interest, financial or otherwise. Furthermore, relatives of current 
Health District employees and Board members will not be employed by the Health 
District where: 

 
i. One of the parties would have authority (or practical power) to supervise, 

appoint, remove, or discipline the other; 
 

ii. One party would handle confidential material that creates inappropriate 
access to that material by the other; 

 
iii. One party would be responsible for auditing the work of the other; or  

 
iv. Other circumstances that might lead to actual or reasonably foreseeable 

conflict among the parties or conflict between the interest of one or both 
parties and the best interests of the Health District. 

 
For purposes of this section, relatives include:  mother, father, son, daughter, 
brother, sister, husband, wife, aunt, uncle, niece, nephew, grandfather, 
grandmother, grandson, granddaughter, daughter-in-law, son-in-law, father-in-law, 
mother-in-law, sister-in-law, brother-in-law, step-brother, step-sister, stepmother, 
stepfather, and individuals residing with a Health District employee. 
 
If two (2) employees marry, become related, or begin sharing living quarters with 
one another, and in the Health District’s judgment, the potential problems noted 
above exist or reasonably could exist, only one of the employees will be permitted 
to stay with the Health District, unless reasonable accommodations, as determined 
by the Administrator can be made to eliminate the potential problem. (See 
Washington Administrative Code 162-16-250).  The decision as to which employee 
will remain with the Health District must be made by the two (2) employees within 
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thirty (30) calendar days of the date they marry, become related, or begin sharing 
living quarters with each other. If no decision is made during this time, the Health 
District reserves the right to terminate either employee. 

 
F. Affect on Employment:  The existence of a conflict of interest precludes the hiring, 

or the continued employment, of one of the parties when such conflict is created. 
When it is necessary to exclude a person because of a conflict, the persons involved 
will be given the opportunity to determine who of the two remains employed. 
Should the persons involved be unable to determine who will remain employed, the 
Administrator will make the determination. 

 
10.8.11  Use of Health District Resources 

 
A. It is the policy of the Health District to restrict the use of Health District resources, 

including Health District time, to the authorized conduct of official business and to 
such services as are available to the public generally.  Employees may not use Health 
District property, systems or work time for personal reasons. However, occasional 
and limited personal use of Health District resources is permissible, but only if 
specifically allowed by Health District policy and in accordance with 
WAC 292-110-010, as follows:  such use must be brief, infrequent, at no cost to the 
Health District, and must not interfere with the performance of the employee’s 
duties, disrupt other employees, disrupt or distract from the conduct of Health 
District business, or compromise the security or integrity of the Health District. 
Violations of this policy may result in disciplinary action up to and including 
discharge and/or prosecution as appropriate 

 
B. Such occasional and limited personal use is not allowed for items designated by the 

Internal Revenue Service as “listed property.” Listed property includes items 
obtained by the Health District for business use but designated by the IRS as lending 
themselves easily to personal use. Refer to Internal Revenue Code 
Section 280F(d)(4), as amended.   

 
10.8.12 Electronic Communications 

 
The Health District provides telephones, cell phones, voice mail systems, e-mail, faxes, and 
access to the Internet for internal and external business communication purposes. The 
Health District’s electronic communications are for official business and are not to be used 
for employee personal gain or to support or advocate for non-Health District related 
business. The Health District reserves the right to monitor the use and content of 
electronic communications. Electronic communications are not private or confidential. 
Employees are expected to comply with the Health District’s procedures regarding 
electronic communications. For details about information technology resources and 
communications, see Appendix J, Information Technology Resources Policy. For details 
about cell phones, see Appendix K, Cellular Telephones Policy.   
 

10.8.13 Personal Internet Communications 
 

A. The District recognizes that in today’s environment, with the increasing prevalence 
of the Internet, employees will use the Internet at home to communicate with 
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friends and associates. The Health District views Internet venues as an employee’s 
right to self-expression and generally regards them in a positive light. However, 
employees should be mindful that the Health District’s policies and procedures can 
apply to off-duty conduct as described herein, including online social networking and 
blogging activities. 

 
B. Social networking communications can appear in several forms, including, but not 

limited to, blogs, message boards, chat rooms, postings of comments, pictures, or 
videos on websites, or such communications sent by email from a desktop 
computer, laptop, or other device such as a smart phone or mobile phone. 
 

C. Online social networking and blogging activities are subject to the Health District’s 
policies and procedures, including, for example, the Health District’s policies 
1) protecting the confidentiality of information, 2) safeguarding District property, 
3) prohibiting any type of employment discrimination or harassment, 4) governing 
use of the District’s property, including electronic communication and computer 
systems, 5) prohibiting use of position to secure special privileges, 6) restricting 
outside employment as described in Section 10.8.10, 7) prohibiting solicitation of 
illegal actions, and 8) prohibiting defamation and slander. For example, the following 
activities are prohibited: 

 
1. Disclosing or discussing confidential or proprietary information of the Health 

District or the District’s clients, agency partners, or employees.   
 

2. Using the Health District’s name, logos, or other identifying marks in any 
personal online social networking or blogging activities.  Employees shall not 
use their Health District email address in their personal profiles on social 
networking sites. 
 

3. False and defamatory statements about the Health District, its activities and 
services, its employees, clients, and agency partners, and its vendors, 
contractors, and suppliers, and their products and services.  
 

4. Internet communications which harm the Health District’s reputation, 
mission, or functions, renders the employee unable to perform his/her 
duties, results in other employees being unwilling or unable to work with 
the employee, or undermines the ability of the District to direct the 
workforce. As examples, material should not be posted about illegal drugs, 
or that is obscene, vulgar, defamatory, threatening, discriminatory, 
harassing, abusive, or hateful to another person or entity.  

 
D. Employees are personally responsible for the commentary they express and the 

material they post while engaging in online social networking and blogging 
activities. Employees must make it clear in any online social networking and blogging 
activities that the views and opinions they express about work-related matters are 
their own, have not been reviewed or approved by their employer, and do not 
necessarily represent the views and opinions of their employer. 
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10.8.14 Alcohol, Marijuana and Drug-Free Workplace 

The Health District is obligated and committed to providing its employees and the citizens of 
Kitsap County with an alcohol, marijuana, and drug-free, healthful, safe, and efficient 
workplace. Therefore, in accordance with the federal Drug Free Workplace Act, the 
manufacturing, distribution, dispensation, possession, and use of alcohol, marijuana or 
unlawful drugs on Health District premises or during work hours by Health District 
employees is strictly prohibited. Furthermore, the Health District expects its employees to 
report to work free from alcohol, marijuana and/or unlawful drug impairment and to remain 
at work in a condition that enables them to perform their job duties in a safe, efficient, legal 
and professional manner. For further details, see Appendix L, Alcohol, Marijuana and Drug-
Free Workplace Policy.   

10.8.14 Prevention of Workplace Violence 

The Health District is committed to protecting the safety of its employees and will not 
tolerate acts or threats of violence which involve or affect its employees. Therefore, it is 
the Health District’s policy to prohibit threatened or actual workplace violence, including 
the possession of any weapons by employees and volunteers on Health District property 
or while conducting Health District business. For details, see Appendix M, Workplace 
Violence Prevention Policy.   

10.8.15 No Smoking or Vaping Policy 

For health and safety considerations, the Health District prohibits smoking or vaping in or 
near (within 50 feet of) any Health District facilities including its buildings, vehicles, offices 
or other facilities rented or leased by the Health District. 

10.8.16 Property 

The Health District furnishes desks, closets, cabinets, etc. for security of employee 
personal belongings. The Health District does not, however, assume responsibility for any 
theft or damage to the personal possessions of employees. Property owned by the Health 
District, including but not limited to, property used by employees such as desks, cabinets, 
restrooms, break rooms and lockers, are not private. The Health District reserves the right 
to search Health District property at its convenience.  

10.8.17 Drivers License, Personal Auto Insurance, and Driving Records 

A. Employees using their personal vehicle on Health District business shall be required
to maintain auto liability insurance in an amount not less than the Washington State
minimum standards pursuant to RCW 46.29.090 and 46.30.020.

B. Employees using personal vehicles on Health District business shall conform to all
applicable laws for vehicles and maintain current Washington State driver’s licenses.
Any employee whose job duties require driving on a regular basis must notify his or
her immediate supervisor no later than the next business day if the employee’s
driver’s license, including any work-related endorsements, is denied, expired,
suspended, revoked or otherwise becomes invalid, or if he or she is ticketed by a law
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enforcement agency for any at-fault accidents or moving violations while conducting 
District business.  Depending on the duration of license suspension, revocation, or 
other inability to drive, an employee may be subject to disciplinary action, including 
termination. The Human Resources Office will periodically verify Driver’s license 
status.   

C. Driving Records.  Those employees who are required to operate motor vehicles on a
regular basis while conducting District business shall have their motor vehicle driving
record reviewed by the Health District upon hire and at least once every three (3)
years thereafter. Such driving record will be checked, at the Health District’s
expense and with the employee’s knowledge, by having the employee sign a driving
record request form from the Washington State Department of Licensing.

10.8.18 Seat Belt and Cell Phone Policy 

Per Washington State law, any employee operating or riding in a Health District vehicle or 
a private vehicle while performing Health District work must wear seat belts at all times. 
An employee may not perform text messaging or hold a cellular to his or her ear while 
operating a Health District vehicle or a private vehicle while performing Health District 
work. See Appendix K, Cellular Telephones Policy, for details regarding cell phone usage. 

10.8.19 Solicitation 

A. Most forms of selling and solicitations are inappropriate in the workplace.  They can
be an intrusion on employees and citizens and may present a risk to employee safety
or to the security of Health District property. The following limitations apply:

B. Persons not employed by the Health District may not solicit, survey, petition, or
distribute literature on Health District premises at any time. This includes persons
soliciting for charities, salespersons, questionnaire surveyors, labor union organizers,
or any other solicitor or distributor. Exceptions to this rule may be made in special
circumstances where the Health District determines that an exception would serve
the best interests of the agency and its employees. An example of an exception is
the United Way campaign or a similar, community-based fund-raising effort.

C. Employees may not solicit for any purpose during work time. Reasonable forms of
solicitation are permitted only during non-work time, such as before or after work or
during meal or break periods. Soliciting employees who are on non-work time may
not solicit other employees who are on work time. Employees may not distribute
literature for any purpose during work time or in work areas. The employee
lunchrooms are considered a non-work area under this policy.

10.8.20 Recording of Employee Conversations 

A. Employees shall not record a private conversation between or among individuals
without the consent of all the persons engaged in the conversation, in accordance
with Chapter 9.73 RCW. The statute also sets forth various exceptions. For example,
it is not unlawful to intercept and record emergency calls; extortion, blackmail, and
bodily harm calls; or anonymous or repeated calls at extremely inconvenient hours.
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B. Employees should start any such audio recording by identifying everyone
participating. When recording a meeting or event, employees should make a
statement at the beginning, such as “This conversation is being recorded,” and
explain the purpose of the recording, so the participants are aware when the
microphone has been switched on.

C. Any conversation by a Health District employee in their official capacity shall not be
considered a “private conversation” if that conversation is made at an open public
meeting or at any other advertised meeting, workshop, study session or similar
gathering at which the public is invited to attend. As such, the employee’s
conversation may be recorded without their permission.
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CHAPTER 11 - PERFORMANCE EVALUATIONS 
 
 

11.1  POLICY 
 

Employee performance evaluation is intended to promote productivity and strengthen 
employer/employee relations. The performance evaluation system provides employees and 
Program Managers with a tool for establishing communication regarding performance standards and 
expectations, identification of problems and concerns, identification of training needs, and the 
provision of positive reinforcements for areas of excellence.  The evaluation is part of an employee's 
personnel record and may be a factor in determining the employee's conversion to regular status, 
whether the employee receives a step increase, or is to be promoted, transferred, demoted, laid off, 
or terminated. 

 
11.2  PERFORMANCE EVALUATION SYSTEM 
 

11.2.1 The Administrator may develop and maintain performance evaluation systems as 
appropriate. 

 
11.2.2 The performance evaluation system should be based on standards related to an 

employee’s individual work assignments. 
 
11.2.3 The performance evaluation system provides the employee with an opportunity to submit 

a written response to the contents of his or her evaluation. 
 
11.3  PERFORMANCE EVALUATION PROCESS 
 

11.3.1 Probationary employees are to be evaluated by their Program Manager three times prior 
to completion of their probation period. One evaluation should be performed 
approximately three months after the date of appointment to clarify goals, provide 
feedback, and compare perceptions about performance. This initial evaluation may be 
informal and use of the formal evaluation is optional. 

 
11.3.2 Regular employees are evaluated at six months (6) at twelve (12) months, or after 

successful completion of their probationary period and once every twelve (12) months 
thereafter. If an employee remains in the same position for three (3) years or more, the 
employee’s performance evaluation should be conducted every three (3) years. 

 
11.3.3 The Supervisor or Program Manager may deem additional performance evaluations 

appropriate in some circumstances. An employee may also request an additional 
evaluation if a work-related problem exists that may be resolved through the formal 
evaluation process.   

 
11.3.4 The employee may file a rebuttal statement. The statement becomes a permanent part of 

the personnel file. 
 
11.3.5 Employees are encouraged to be active participants in the evaluation process. 
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11.3.6 The performance evaluation, together with related correspondence, is placed in the 
employee’s official personnel file.  A copy will be provided to the employee. 

11.4  ADJUSTMENTS TO EVALUATION DATES 

Evaluation dates will be adjusted forward due to periods in which an employee is on unpaid leave 
for fifteen (15) calendar days or more. Step increase eligibility dates will also be adjusted based on 
unpaid leaves of fifteen (15) calendar days or more. 
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CHAPTER 12 – WORKING CONDITIONS 
 
 

12.1  WORKING HOURS 
 

The Health District's standard workweek is forty (40) hours beginning and ending at midnight on 
Friday. The Health District may redefine the workweek as prescribed by the Fair Labor Standards Act. 
Due to the nature of the Health District's operations, the workday may be adjusted, and longer 
hours may be necessary in some instances. Each employee’s Program Manager will advise the 
employee regarding his/her specific working days and hours. Part-time and temporary employees 
will work hours as specified by their Program Manager. Flexible hours within a particular workweek 
may be made by mutual agreement between the Program Manager and the affected employee. 
Alternative work schedules on a regular basis, such as flextime schedules, compressed workweeks, 
teleworking, or other alternative work arrangements require written authorization as specified in 
Section 12.5 below. 

 
12.2  ATTENDANCE AND ABSENTEEISM 
 

Employees are responsible for complying with policies and procedures regarding hours of work, 
attendance, timeliness, leaves of absence, and the like. An essential function of Health District 
positions is the ability to appear regularly for work and report to work on time. Absenteeism causes 
low morale and reduces productivity. Tardiness or absenteeism may result in discharge depending 
on the frequency and duration of the absence. Absences covered by the federal Family and Medical 
Leave Act (FMLA), the Washington Paid Sick Leave Law or other leave laws (referred to as 
“protected leave”), will not be counted in evaluating absenteeism. Accrued extended leave is a 
protection against risk; it is like a disability insurance policy designed to give an employee financial 
protection due to an extended illness. Extended leave use may, in some circumstances, be 
considered in determining excessive absenteeism. 

 
12.2.1 Absenteeism:  Absenteeism is the voluntary or involuntary absence from work for failure 

to report to work, for failure to report to work on time, leaving work before the end of the 
shift, and absences from the work area during the day. 

 
A. Degree of Absenteeism 

 
1. Routine Absences - Occur infrequently and are of short duration. 

 
2. Chronic Absenteeism - Absences that occur frequently for valid or invalid 

reasons. Use of leave due to illness or otherwise unscheduled leave in 
excess of one day per month and/or occurring in an established pattern such 
as the day before or after days off, holidays, scheduled general leave, or 
weekends. Unless protected leave, such absences may be grounds for 
disciplinary action. 

 
B. Controlling Absenteeism 

  
1. Supervisors and Program Managers are encouraged to enforce consistent 

and fair attendance/absenteeism standards within their work groups. It is 
recognized that the nature of each position’s requirements needs to be 
evaluated in determining these standards. 
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2. Records of absenteeism should be maintained and monitored for all
employees in the work group.

C. Authorized Absences - An authorized absence requires the employee to comply with
all the reporting requirements specified in this Manual. In addition, for an
authorized absence, the employee must have available accrued leave to cover the
absence and/or the absence must constitute protected leave.

D. Unauthorized Absences

1. If invalid reasons are given for an absence or an employee fails to comply
with applicable notification requirements for the type of leave sought, the
employee will not be compensated for the absence. Such absences may be
grounds for disciplinary action. Subject to approval of Human Resources, an
employing official may establish different notification standards for various
work units.

2. Three consecutive workdays of unauthorized, unjustified absence will result
in dismissal.

12.3  REST PERIODS/BREAKS 

Per WAC 296-126-092 rest periods of not less than ten (10) minutes shall be scheduled for each four 
(4) hours of working time. However, where the nature of the work allows employees to take
intermittent rest periods equivalent to ten (10) minutes for each four (4) hours worked, scheduled
rest periods are not required. As a matter of policy, however, the Health District allows a 15-minute
rest period for each four (4) hours of working time. Rest periods will be arranged so that they do not
interfere with Health District operations and will be scheduled as closely as possible to the midpoint
of each four-hour work period. Rest periods may not be accumulated nor used to shorten the
workday or to make up time for tardiness, to extend the lunch period, or to leave early, or as a
replacement for general leave or leave without pay.

12.4  MEAL PERIODS 

The Health District will allow each employee working five (5) or more consecutive hours per day an 
unpaid meal period of at least thirty (30) minutes midway in the workday.   

12.5  ALTERNATIVE  WORK SCHEDULES 

The Health District recognizes that there are circumstances where non-traditional alternative 
working arrangements can be a benefit to both the Health District and the employee. Alternative 
arrangements, such as flextime schedules, compressed workweek schedules, and teleworking, may 
increase productivity, reduce commuter trips, eliminate workspace congestion in Health District 
offices, and more efficiently provide services throughout the county. In order to avoid overtime, 
some schedules may require different workweek designations other than the standard workweek. 

An employee or the District may request consideration of an alternative work schedule and both 
parties will investigate the feasibility of the request. Alternative work arrangements will be mutually 
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agreed upon in writing by the Program Manager and the employee in accordance with this Manual, 
subject to approval by the Division Director in consultation with the Human Resources Manager. 
Approval will be contingent upon Health District policies, guidelines, and any applicable collective 
bargaining agreements.  In addition, the following criteria must be met. 

12.5.1 The alternative work schedule/arrangement does not adversely affect the Health District, 
program assignments or projects, customer relations, or other work units, and the quantity 
and quality of work is maintained or exceeded. 

12.5.2 The employee has demonstrated sustained high performance. For example, there has been 
no excessive or unexcused absences, no observed problems with productivity, no observed 
need for close supervision including the employee’s consistent need for guidance on 
technical matters, and no disciplinary action taken during the employee’s employment with 
the Health District. 

12.5.3 Types of Alternative Work Schedules/Arrangements:  What follows is a non-exclusive list of 
alternative work schedules and work arrangements. 

A. Flextime Work Schedule:  An alternative work schedule on a regular basis with
different starting and quitting times for the employee other than the standard work
day.

B. Compressed Workweek Schedule:  An alternative work schedule on a regular basis
with agreed upon work hours that permit employees to increase the length of each
day, to provide one day off every week or every other week.

C. Teleworking:  An arrangement in which employees are permitted to work at home,
or to access work remotely, for at least part of the workweek on a regular basis in
accordance with a Health District teleworking agreement. See Appendix N,
Teleworking Policy, for details.

12.6  JOB-SHARING 

Upon agreement by the Program Manager and the employee with the approval of the 
Administrator, a job-sharing arrangement may be established. All rights, terms, and conditions of the 
job-sharing agreement will be in writing. 

12.7  EMERGENCY HEALTH DISTRICT CLOSURE 

During times of inclement weather, natural disasters or other emergencies, it is essential that the 
Health District continue to provide vital public services. Therefore, it is expected that employees will 
make every reasonable effort to report to work without endangering their personal safety. 

An employee who is unable to get to work or leaves work early because of unusual weather 
conditions may charge the time missed to general leave, personal holiday, compensatory time, or 
leave without pay. The employee shall advise the supervisor by phone as in any other case of late 
arrival or absence. 

In the event of an official Health District closure and/or late opening due to severe weather 
conditions or other extraordinary events (earthquake, power outage, and the like), the closure or 
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late opening will be announced on the District’s Weather Line (360-728-2200) and via a text alert 
system. The text alert system requires employees to sign up for this service. It is recommended that 
all employees sign up for the text alert system.  

If the District offices are closed for one (1) or more full business day(s) due to weather conditions or 
for some other emergency as declared by the Administrator, employees scheduled to work will be 
provided paid administrative leave for a maximum of two (2) full consecutive days per occurrence of 
such closure and/or assigned to work from home or another location as provided by the Health 
District’s policy. For details, see Appendix C, Inclement Weather and Emergency Closures Policy. 

12.8  EMERGENCY DUTIES 

All Health District employees may be required to stay at or return to work during public health 
incidents and/or emergencies to perform duties specific to their job classification or to perform 
other duties as requested in an assigned response position. This may require working a non-
traditional work schedule or working outside normal assigned duties during the incident and/or 
emergency. 

12.9  CALL-BACK 

All employees are subject to call-back in emergencies or as needed by the Health District to provide 
necessary services to the public. A refusal to respond to a call back is grounds for immediate 
disciplinary action, including possible termination. When non-exempt employees are called back to 
work after completion of their regular workday, they will be compensated in either pay or 
compensatory time at the rate of one-and-one-half (1½) times the actual hours worked; a minimum 
callback will be two (2) hours, and the employee must physically report to a worksite. 

12.10  REMOTE CALL-BACK 

When it is necessary to call back employees without advance notice to perform unscheduled work 
outside of their regular shift hours to handle an emergency, system failure, or other urgent situation, 
and they are able to perform such duties without physically reporting to a worksite, they will be 
compensated for the actual hours worked for the particular incident, or a minimum of one-half hour 
of straight time, whichever is greater. If such remote call-back time results in overtime, normal 
overtime pay, or compensatory-time provisions will apply. Directors and Program Managers who 
authorize remote call-back must ensure that it is noted as such on the employee’s time card.  

Remote call-back does not apply to work performed remotely for non-urgent matters, regular 
telework or otherwise scheduled remote access. Refer to the Information Technology Resources 
Policy (Appendix J), the Teleworking Policy (Appendix N), and the Compensatory Time, Overtime and 
Flextime Policy (Appendix P). 

12.11  PAYDAYS 

Health District employees are paid monthly on the last working day of the month or on a more 
frequent schedule as determined by the Administrator. If a regularly scheduled payday falls on 
Saturday, Sunday, or holiday, paychecks will be distributed the last regular working day prior to such 
day.  
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CHAPTER 13 – DISCIPLINE AND DISCHARGE 
 
 

13.1  DISCIPL INE 
 

The goal of corrective action and discipline is to change or improve an employee’s behavior by 
providing guidance and strengthening an employee’s self-discipline.  Rules and standards are needed 
to help everyone get the job done quickly, safely, and well. The Health District encourages those 
forms of disciplinary actions that teach rather than punish, when appropriate. Follow-up and 
observation of performance by the supervisor often helps to correct an unsatisfactory situation. 
However, in the case of more serious infractions, a progressive approach may not be suitable, and the 
Health District may proceed directly to the appropriate disciplinary action, including termination. 
 
Note: Program Managers should consult with the Human Resources Manager in order to maintain 
consistency of discipline. 

 
13.1.1 Causes for Disciplinary Action:  The following is a non-inclusive list provided for illustration 

of cause for disciplinary action: 
 

A. Incompetence or inefficiency - Failure to meet minimum requirements set forth in 
the job classification or failure to meet reasonable work performance standards. 
 

B. Neglect of duty or dereliction of duty - Engaging in any activity or personal business 
which causes the employee to neglect or be inattentive to his/her job 
responsibilities. 
 

C. Conduct unbecoming a Health District employee. 
 

1. Discourteous treatment or wantonly offensive conduct toward clients, the 
public or fellow employees. 

 
2. The use of indecent, obscene, or otherwise coarse or offensive language, 

including but not limited to racist or sexist slurs, directed toward the public 
or fellow employees. 

 
3. Threat of physical harm directed toward the public or fellow employees. 

 
4. Misuse or abuse of power when dealing with members of the public for 

personal gain. 
 

5. Violations of the Health District’s dress and grooming standards. 
 

D. Unauthorized use of Health District property or equipment. 
 
E. Deliberately or recklessly destroying, damaging, or defacing Health District property. 
 
F. Misappropriation or theft of Health District property, funds or services; or the 

property/funds of the public or co-workers in the workplace. 
 
G. Bribery - Making a bribe, accepting a bribe, or soliciting a bribe in the course of 

Health District business. 

 
Page 162



KPHD Personnel Manual  Page 67  July 2, 2019 

H. False Statements - False or misleading statements, intentional misrepresentations,
or fraudulent conduct by an employee or such actions by others with his/her
collusion. Falsifying records or reports.

I. Violation of the Health District Drug, Marijuana and Alcohol-Free Workplace Policy.

J. Violation of the Information Technology Resources Policy.

K. Violation of the Prevention of Workplace Violence Policy.

L. Violation of the Health District’s Code of Conduct or related policies.

M. Violation of work rules - Violation of state, Health District, or program work rules,
policies, safety rules or regulations.

N. Solicitation of illegal actions - The attempt to induce an employee of the Health
District to commit an illegal act or violate any lawful and reasonable Health District
regulation.

O. The commission of a crime.

1. The commission of a felony, the offense of which is directly related to the
responsibilities of the position held or so disruptive to the work relationship
between the Health District and the employee or the employee and their
coworkers that the Health District feels compelled to discharge the
employee rather than tolerate the disruptions and inefficiencies that
continued employment may cause.  Such conduct may include child
molestation, sex crimes, and others.

2. The commission of a misdemeanor during the performance of Health
District business.

3. The commission of a misdemeanor, the offense of which is directly related
to the responsibilities of the position held.

P. Insubordination - Disobedience, unwilling to submit to established authority, the
refusal to perform assigned work unless such performance would constitute a safety
hazard or illegal act.

Q. Absences without authorization - Failure to report for work, failure to give actual
reasons for an absence, or failure to return to work upon the expiration of a
vacation or authorized leave.

R. Chronic tardiness or excessive absenteeism.

S. Violation of the Harassment and Discrimination Prevention Policy.

T. Smoking in any unauthorized areas.

U. Creating fire hazards in any area.
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13.2  DISCIPL INE  PROCESS   
 

The following is a list of corrective and disciplinary actions. It is not intended to be an all-inclusive list, 
nor is there any intent that discipline necessarily start at the lowest level and be sequential.   The 
District will tailor discipline to respond to the nature and severity of the offense, and the employee’s 
prior corrective/disciplinary record. 
 

13.2.1 Oral Warning: Inappropriate conduct or performance may initially be brought to the 
attention of the employee by oral discussion or reprimand. The employing official is to 
take reasonable precaution not to embarrass the employee before other employees or 
the public. The Program Manager is encouraged to keep a record of the date and subject 
of oral warnings. An oral warning is not subject to the notice and hearing requirements set 
forth below nor the grievance procedure set forth in this Manual. 

 
13.2.2 Written Reprimand: When inappropriate conduct or performance is continual, or when in 

the judgment of the Program Manager the severity of such conduct or performance 
warrants it, a written reprimand may be issued to an employee. A copy of the written 
reprimand will be kept in the employee’s official personnel file. A written reprimand is not 
subject to the notice and hearing requirement set forth below nor the grievance 
procedure set forth in this Manual. 

 
13.2.3 Performance Improvement Plan: When unsatisfactory work performance or inappropriate 

work behavior is continual following disciplinary action or an unsatisfactory performance 
evaluation, the employee may be issued a document outlining areas of improvement 
required within a designated time frame. Work performance and/or work behavior will be 
closely monitored and may require frequent performance evaluations. 

 
13.2.4 Setback in Range:  The Program Manager may move an employee backward to a lower 

step in his/her salary range for disciplinary reasons. The employee must be provided with 
five days or more advance notice of such action. The notice must include the cause for 
action and a new evaluation date. 

 
13.2.5 Delay of Step Increase:  The Program Manager may delay an employee’s step increase 

based on performance evaluation ratings. The employee must be given advance notice of 
such action five days in advance of the effective date, and the notice must include the 
cause for action and a new step increase date. 

 
13.2.6 Suspension with Pay:  The employing official may remove an employee from work with 

pay for a specific period of time when necessary to investigate a situation pending a pre-
disciplinary hearing/pre-termination hearing, or for business necessity. 

 
13.2.7 Suspension Without Pay:  The Program Manager may remove an employee from work 

without pay for a specific period of time for continuing inappropriate conduct or 
performance of any one severe offense, or to investigate complaints of employee 
misconduct in accordance with the process set forth in Section 13.3 of these Rules. 

 
 Employees who are exempt from the overtime laws are not subject to unpaid disciplinary 

suspensions except in increments of full workweeks unless the infraction leading to the 
suspension is for a violation of a safety rule of major significance. 
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13.2.8 Demotion: The Program Manager may demote an employee to a classification that has a 
lower salary range. This type of action is usually only taken where an employee is unable 
or unwilling to perform the duties required for his/her current position but meets the 
qualifications for the position to which he/she is being demoted or in lieu of discharge. 
Demotion for any cause can only be made to a vacant position. An employee demoted for 
disciplinary reasons has no right to displace a subordinate or junior regular employee. The 
employee must be provided with a minimum of five days notice of such action. 

13.2.9 Discharge:  Discharge is the termination of the employment relationship.  Discharge is the 
most severe form of disciplinary action and should only be used after previous attempts at 
corrective discipline have failed or when the offense is very serious. Instances which 
warrant discharge without prior written notice or suspension may include, but are not 
limited to, such conduct as insubordination, assault, theft, being under the influence of 
alcohol or drugs, and illegal or destructive acts on the job. Employees discharged will be 
paid all accrued general leave and compensatory time. 

13.3  DISCIPL INARY PROCEDURE 

13.3.1 Hearing Required:  Prior to imposing discipline involving a reduction in pay, suspension, or 
discharge, a notice and a hearing are required. A Program Manager in consultation with the 
Human Resources Manager provides and arranges for a pre-disciplinary or pre-termination 
hearing prior to the imposition of a disciplinary action that may result in suspension without 
pay, demotion, or discharge. 

13.3.2 Notice:  The Program Manager in consultation with the Human Resources Manager will 
provide the employee with a written notice of the hearing described above. The notice 
informs the employee of: 

 The reasons for the disciplinary action or possible discharge, including any specific
policies and procedures, which have been violated.

 A summary of any previous incidents or disciplinary actions, if applicable.
 A date, time, location of the hearing
 The opportunity to respond to the reasons discipline is being considered at the pre-

disciplinary hearing.

13.3.3 Pre-Disciplinary or Pre-Termination Hearing:  The hearing is conducted by the Administrator 
or designee and is informal. The purpose of the hearing is to allow the employee to present 
information that would assist the Administrator or designee in reaching a final 
determination. 

13.3.4 Final Disciplinary Action:  As a result of the pre-disciplinary or pre-termination hearing, the 
Administrator or designee will issue a determination within a reasonable period of time and 
include the following: 

 The discipline imposed, if applicable.

 The effective date and duration of the discipline imposed, if applicable.

 The required corrective action by the employee, if applicable.
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13.3.5 Discipline During Trial Service:  An employee who is on trial service following a promotion 
has the same right of appeal as any other regular employee with the exception that during 
his/her trial service, he/she may be returned to the job class held prior to promotion 
without receiving notice of cause or have a right to appeal. 

13.3.6 Discipline During the Probation Period:  Employees undergoing their probation period may 
be subject to any of the aforementioned disciplinary actions without notice of cause or right 
of appeal. The minimum advance notice of such action need not be more than the normal 
time requirement for dismissal of a probationary employee. 

13.3.7 Placement in Personnel File:  It is recommended that the employee acknowledge the 
disciplinary action taken by signature on the final notice of the disciplinary action. The 
disciplinary action notice is forwarded to the Human Resources Office for placement in the 
employee’s official personnel file. If the employee refuses to acknowledge the final 
disciplinary action notice, the employee may be subject to further disciplinary action. 
Further, the Program Manager may fulfill this obligation by securing the signature of a 
witness. 
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CHAPTER 14 – GRIEVANCE PROCEDURE 

14.1  PURPOSE 

The purpose of this process is to provide an orderly method for resolving grievances. The objective 
of this process is to provide an opportunity for employees to understand and resolve matters where 
the employees believe they have received inequitable treatment. A determined effort should be 
made to settle any such differences at the lowest possible level in the grievance procedure. 

14.2  GRIEVANCE DEFINED 

A grievance is a dispute or disagreement arising between the employee and the Health District in 
regard to the interpretation or application of the specific provisions of this Personnel Manual, or 
other Health District policies or procedures. Specifically excluded from further recourse to the 
grievance procedure are grievances that have been processed and decided and grievances not 
presented within the time limits established. Oral warnings and written reprimands are not 
grievable. 

14.3  WHO MAY GRIEVE 

Any employee who believes he/she has a grievable dispute as defined above and which directly 
affects the employee has the right to file a grievance. Probationary employees do not have the right 
to grieve dismissal or the extension of the probationary period. 

14.4  TIME LIMITS 

In order to maintain good employee relations and employee morale, it is important that grievances 
be handled promptly and fairly. If an employee fails to submit a grievance within the time schedule 
in the steps below, the employee waives his right to grieve. If the Program Manager or Division 
Director fails to respond within the time limits established in the steps below, the next step in the 
grievance process will apply. If mutually agreed upon, the time limits established in the steps below 
and any individual step in the grievance procedure may be waived. Where time limits are expressed 
in working days in these Rules, working days are defined as Monday through Friday, excluding 
holidays. 

Note:  It is recommended that the Program Manager and Division Director work with the Human 
Resources Manager as soon as any grievance is submitted. 

14.5  PROCEDURE 

Step 1 - Oral Discussion 

Within ten (10) working days after the occurrence of the situation, condition, or action giving rise to 
an alleged employee grievance, the employee affected may personally present a grievance to 
his/her Program Manager. The Program Manager shall have ten working days after the date of this 
initial meeting to respond to the employee’s grievance. 
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Step 2 - Written Grievance 
 
If the employee believes that the matter has not been settled or cannot be adjusted to his/her 
satisfaction by the Program Manager, the employee may present his/her grievance in writing to 
his/her Division Director within ten (10) working days after the delivery of the response or expiration 
of the timeframe for response or if the employee elects to bypass step one. The written grievance is 
to include the following:    
                                                     
 The facts upon which the grievance is based. 

 Reference to the policy or policies alleged to have been violated or misapplied. 

 The date of the circumstances leading to the grievance or the date when the employee first 
became aware of those circumstances. 

 The remedy sought. 
 
Upon receipt of the written grievance, the Division Director will review the grievance along with all 
documents and evidence provided and may if deemed appropriate meet with the employee and 
Program Manager. The Division Director will usually provide a written response within ten (10) 
working days of receipt of the employee’s written grievance if possible. 
 
Step 3 - Administrator 
 
If a satisfactory settlement is not reached in the above steps, the grievance may be delivered in 
writing to the Administrator within ten (10) working days after the date of the response from the 
Program Manager. Within five (5) workdays after receipt of the written grievance, the Administrator 
may schedule a meeting to hear the grievance. This meeting may be held within ten working days. 
The Administrator may render a decision within fifteen (15) working days after such hearing. 
 
Step 4 – Board 
 
In the event the grievance is not satisfactorily settled in Step 3 above, the employee may deliver a 
written grievance to the Board within seven (7) working days of the written response from the 
Administrator. The Board will render a written decision within thirty (30) days. The Board, at its 
discretion, may appoint a hearings examiner to hear the grievance and render a decision on its 
behalf. The decision of the Board or its designee is binding.   
 
Note:  Employees represented by a bargaining unit should follow grievance procedures set forth in 
their respective labor contracts.  
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CHAPTER 15 – SEPARATION FROM EMPLOYMENT 
 
 

15.1  RESIGNATION 
 

Employees may voluntarily terminate their employment at any time. To resign in good standing, a 
regular employee will give the Health District at least two (2) weeks written notice of separation. 
Management and professional staff are requested to give at least thirty (30) days notice. Employees 
who terminate without two (2) weeks’ notice forfeit up to ten (10) days of accrued general leave.   

 
15.2  RETIREMENT – REGULAR 
 

A written application must be filed with the Public Employees’ Retirement System (PERS). The 
effective retirement date from which benefit payments accrue is always the first day of a calendar 
month. PERS will make the employee’s effective date of retirement at least thirty (30) days after the 
application is filed with them. The retiree should take this into consideration in planning for 
retirement. Potential retirees are required to fill out medical conversion forms two (2) months prior 
to the effective date of retirement. Those retirees who are eligible for COBRA (continued health care 
coverage for former employees and their eligible dependents) will receive information and forms in 
the mail after the Health District receives the separation notice. 

 
15.3  RETIREMENT – DISABIL ITY 
 

Employees who may be eligible for disability retirement should contact PERS by telephone to obtain 
the appropriate forms to be filed. The Retirement System Medical Review Board will approve or 
disapprove the request for disability retirement. 

 
15.4  REDUCTION IN FORCE  –  FURLOUGH AND LAYOFF PROCEDURES 
 

The Health District may declare a mandatory furlough, reduction in hours and or layoff in the event 
that a reduction in force is necessary due to lack of work, lack of funds, or reorganization. 
 
15.4.1 Furlough Procedure.  Involuntary unpaid furlough days or reduction in hours may be 

imposed on a uniform basis agency-wide or by job classification. 
 
15.4.2 Layoff Procedure 
 

A. No regular Health District employee will be laid off while another person in the same 
classification is employed in a probationary status. 

 
B. In determining who, in an affected classification, is to be laid off, consideration is to 

be given to ability, performance, special skills, and seniority. When ability, 
performance, and special skills are substantially equal, seniority will be the 
determining factor. Ability and performance will be determined using the 
employee’s performance evaluations within the last two years within the affected 
classification. 

 
C. Employees laid off will be given thirty (30) days’ notice in writing, or at the option of 

the Administrator, thirty (30) days separation pay. 
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D. Laid off employees are eligible for recall for a period of eighteen (18) months from
their effective date of layoff.  For re-employment beyond the eighteen (18) month
recall period, refer to Section 4.1.4 of this Manual.

E. In the event of a shutdown of state/federal government and associated elimination
of District funding, the District may temporarily reduce the hours of, or furlough,
employees whose positions are affected. Such temporary reductions/furloughs
require a minimum of seven (7) calendar days’ notice to the affected employees and
will last no longer than fourteen (14) calendar days. Employees affected by a
temporary reduction/furlough under this section will not have the option to displace
another employee and will not be placed on a recall list. Such employees will
continue to receive medical and other insurance benefits on the terms applicable
immediately prior to the temporary reduction/furlough and will maintain the leave
balances accrued at the time of the temporary reduction/layoff.

15.4.3 Recall From Layoff 

A. When the Health District rehires after a layoff has occurred, the Health District will
first attempt to rehire those employees who were laid off from the affected
classification in the reverse order of layoff. Laid off employees will also be
considered, if available for work, for positions at the same salary classification or
lower classifications. Laid off employees must meet the minimum qualifications for
the position to be considered for recall.

B. Recalled employees will return with credit for seniority at time of layoff.

C. Notification of recall will be by registered mail and the employee response is
required within seven (7) calendar days of notification.

D. Laid off employees will be eligible for recall for eighteen (18) months following the
effective date of layoff.

15.5  INVOLUNTARY SEPARATION 

Employees may be involuntarily separated.  In addition to other grounds listed elsewhere in this 
Manual, employees may be separated involuntarily if they no longer meet the minimum 
qualifications of their position. Accrued general leave will be paid at the end of the next pay period 
after the effective date of separation. 

15.6  RETURN OF HEALTH DISTRICT PROPERTY 

All employees terminating employment with the Health District whether by resignation, retirement, 
discharge, or layoff are required to turn in all Health District property to their Program Manager on 
their last day worked or on a day mutually agreed upon with the Program Manager. Failure to return 
Health District property may result in legal action. 
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15.7  FINAL  PAYCHECK 

The employee will receive pay for accrued general leave or compensatory time or work-related 
expenses if applicable. If an employee received an overpayment of wages and/or benefits in a 
previous paycheck in error or the employee otherwise owes monies to the Health District, the full 
amount will be deducted from the employee’s final paycheck. If the final paycheck is not adequate 
to cover the monies owed the Health District, the employee is required to remit payment to the 
Health District within thirty (30) days of separation, or otherwise by mutual agreement with the 
Health District. 

15.8  INQUIRIES REGARDING EMPLOYMENT REFERENCES 

All requests whether formal (written) or informal (verbal) for employment references, or 
verifications of employment must be referred to the Human Resources Office.  Programs are asked 
not to complete such forms prior to contacting the Human Resources Office. Without the written 
consent and release of an employee or a former employee, the Health District will only verify an 
employee’s name, job title, salary, and employment dates, unless additional information is required 
by federal or state law or a court order. Upon receipt of a signed release, and after consultation with 
the Human Resources Office, employees may provide the following reference information, pursuant 
to RCW 4.24.730:  the individual’s ability to perform his or her job; the diligence, skill or reliability 
with which the employee carried out the duties of his or her job; and any illegal or wrongful act 
committed by the individual when related to the duties of his or her job. For details, see Appendix O, 
Providing Personnel References Policy. 

15.9  UNEMPLOYMENT CLAIMS 

There are very restrictive time limitations for responding to claims from any State Employment 
Security office. In order to guarantee that information is processed quickly and accurately, programs 
must immediately submit to the Human Resources Office any requests for information. The Health 
District is a self-funded employer and a lack of response may cause unnecessary expenditures. 
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CHAPTER 16 – RECORDS AND REPORTS 

16.1  PERSONNEL  RECORDS AND FILES 

The Human Resources Office will establish and maintain a personnel records system, which becomes 
the Health District’s official records for each employee. Reporting procedures and forms are 
established by the Human Resources Manager. Information compiled and retained in the official 
personnel file consists of records and reports deemed pertinent which will include, but is not limited 
to: 

Personal Data:  Legal name, mailing address, home telephone number, date of birth; copies of Social 
Security Card, driver’s licenses (if required), certifications (if required); emergency contact 
information. 

Basic Employment Information:  Job title, program assignment, employee’s application, salary range 
and step, dates of employment, benefit selection forms, retirement information. 

Personnel Actions:  Reports of personnel actions will be reported to the Human Resources Office in 
writing in the manner, time, form, and method as determined by the Human Resources Manager. 
Examples of personnel actions are: 

 Appointments
 Transfers
 Promotions
 Demotions
 Resignations
 Dismissals
 Disciplinary actions
 Performance evaluations and other reports of work performance
 Commendations and awards
 Leaves of absences
 Changes of salary ranges and/or steps
 Temporary or permanent changes in an employee’s status
 Employment history and other such records and reports as deemed pertinent.

Other Information:  Authorization to release information and verifications of employment. 

16.2   CONFIDENTIAL ITY  AND PUBLIC  DISCLOSURE 

Each employee’s personnel records will be kept confidential to the maximum extent permitted by 
law and will not be open to inspection by any person other than the employee’s supervisor, Program 
Manager, Division Director, and Human Resources staff in the conduct of their jobs prescribed by 
this Manual, unless such person has obtained the written consent of the employee. 

Although personnel files are considered confidential, the Health District may be obligated to release 
certain personnel information to labor organizations or other entities or individuals who make a 
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valid request under state or federal law, (i.e., Washington State’s Public Disclosure Act, Chapter 
42.56 RCW; the Public Employee Collective Bargaining Act, Chapter 41.56 RCW; subpoenas). 
Information relating to employees will be maintained in a restricted-access file separate from the 
employee’s personnel file in order to be consistent with the requirements of federal laws including 
the Americans With Disabilities Act (ADA) and the Family and Medical Leave Act (FMLA). The 
decision to release or not release information is made by the Human Resources Manager. 
 
Any employee who fails to maintain the confidentiality of personnel records and files will be subject 
to disciplinary action. 

 
16.3  EMPLOYEE  ACCESS TO PERSONNEL  FILES 
 

Each employee may review the contents of his/her own official personnel file. Requests for 
inspection of personnel files are made to the Human Resources Office. An authorized staff member 
will set aside a time and place for the employee to review the file during the employee’s rest or 
meal break, during normal and customary office hours for the Human Resources Office. Official 
personnel files are not to be removed from the Human Resources Office without prior specific 
approval from the Human Resources Manager. 

 
16.4  CHALLENGES TO THE  PROPRIETY OF DOCUMENTS IN PERSONNEL  FILES 
 

An employee may challenge the propriety of any document in his or her personnel file. If, after 
discussion, the Health District retains the material in the file, the employee will have the right to 
insert contrary documentation into the file. If the affected employee believes that a deficiency has 
been corrected by later action, he/she may request in writing to have a review of this action 
included in the file. 
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APPENDICES 

Appendix Title 

A Harassment and Discrimination Prevention Policy 

B General Leave Donation Policy 

C Inclement Weather and Emergency Closures Policy 

D Domestic Violence Prevention Policy 

E Family and Medical Leave Policy 

F Reasonable Accommodation for Disabilities Policy 

G Risk Management Policy 

H Whistleblower Protection Policy 

I Personal Appearance and Signage Policy 

J Information Technology Resources Policy 

K Cellular Telephones Policy 

L Drug, Marijuana and Alcohol-Free Workplace Policy 

M Workplace Violence Policy 

N Teleworking Policy 

O Providing Personnel References Policy 

P Compensatory Time, Overtime and Flextime Policy 
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ACKNOWLEDGMENT RECEIPT 
 
 

Receipt for the Kitsap Public Health District Personnel Manual 
 
 

I hereby acknowledge that I have reviewed a copy of the Kitsap Public Health District Personnel Manual, 
revised effective July 2, 2019. I understand that the Personnel Manual is not a contract of employment and 
may be modified by the Health District at any time. 
 
I further acknowledge my responsibility for adhering to the contents of the Personnel Manual and 
understand that any questions regarding the contents should be directed to the Human Resources 
Manager for explanation or clarification. I understand that this Personnel Manual supersedes all other prior 
versions. 
 
My signature below further signifies that I have reviewed this Personnel Manual and that I accept and will 
abide by the provisions therein. 
 
 
 
Printed Name        Date    
    
 
 
Signature             
 
 

 
 

Employee:  Submit original to Human Resources for placement in personnel file. 
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MEMO 
To: Kitsap Public Health Board 

From: Keith Grellner, Administrator 

Date: July 2, 2019 

Re: Resolution 2019-03, Approving Decrease in District Revolving and Cash Fund 

Please find attached for the Health Board’s review and consideration Resolution 2019-03, 
Approving Decrease in District Revolving and Cash Fund. The purpose of this resolution is to 
replace and repeal Resolution 2004-15, Approving Increase in District Revolving and Change Fund 
(also attached for your reference). 

Over the last decade, the Health District has implemented several customer service 
improvements (e.g., accepting credit cards, creating electronic forms and applications, enabling 
the submittal of electronic applications and credit card payments online, etc.) that, coupled with 
changes in the marketplace, have drastically increased the use of electronic payments to pay for 
services and significantly decreased the occurrence of customers using cash to pay for services. 
The Health District has also enabled and assigned credit cards to employees who make business 
purchases on behalf of the District, further decreasing the need for having cash on-hand. 

The decreased reliance by customers to pay for services in cash, and the availability of agency 
credit cards for employees to make business purchases, has reduced the need for the Health 
District to have cash on-hand. Resolution 2019-03 proposes to reduce the Health District’s 
revolving cash fund from $700 to $100 and to eliminate the $50 petty cash fund. The office 
supplies cash fund of $350 will remain the same, so the total revolving cash fund will be reduced 
by $600 from $1,050 to $450. 

Recommended Action 
The Health District recommends the Health Board to consider approving the following motion: 

The Health Board moves to approve Resolution 2019-03, Approving Decrease in District Revolving 
and Cash Fund, to be effective immediately. 

Please contact me with any questions or concerns about this matter at (360) 728-2284, or 
keith.grellner@kitsappublichealth.org. 
Attachments (2) 
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KITSAP PUBLIC HEALTH BOARD 
RESOLUTION 2019-03 

Approving Decrease in District Revolving and Change Fund 

WHEREAS, the Kitsap Public Health Board previously approved the Kitsap Public Health 
District to maintain revolving and change cash fund totaling $1,050 for daily operations; and 

 WHEREAS, the revolving and change fund was comprised of three separate funds for change 
($700), office supplies ($350), and petty cash ($50); and 

WHEREAS, to improve customer service and convenience, the Health District has been 
accepting credit cards for payment of Health District fees; and 

WHEREAS, the Health District has observed substantial increase in credit card transactions and 
a substantial decrease in cash transactions by customers; and 

WHEREAS, to improve accountability and tracking of spending by employees the Health 
District has enabled and assigned agency credit cards to employees who make business 
purchases on behalf of the Health District;  

WHEREAS, the substantial decrease in cash transactions by both customers and employees has 
resulted in a decreased need for having cash on-hand; and  

WHEREAS, the Health District’s current revolving and change funds are in excess of the 
amount required for efficient and effective daily operations; 

NOW, THEREFORE, BE IT RESOLVED that the Kitsap Public Health Board approves a 
$600 decrease in the amount of the revolving and change fund, reducing the revolving and 
change fund total balance to $450. The revolving and change fund is hereby comprised of a $350 
office supply fund and $100 change fund, effective immediately and until further notice. 
Resolution 2004-15, Approving Increase in District Revolving and Change Fund is hereby 
repealed. 

APPROVED: July 2, 2019 

Commissioner Rob Gelder, Chair  
Kitsap Public Health Board    
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MEMO 
To: Kitsap Public Health Board 

From: John Kiess, Environmental Health Director 

Date: July 2, 2019 

Re: Wildfire Smoke Communications Plan 

At the July 2nd meeting of the Health Board, Dr. Susan Turner and I will present information 
about the Health District’s plan to communicate about wildfire smoke events during the 
upcoming wildfire season.  The update will include information about our coordination with the 
statewide wildfire smoke workgroup and Puget Sound Clean Air Agency, our local air authority.  
The update will also include a discussion about particle pollution levels and recommended 
response actions (See Attachment 1).  

Recommended Action 

None at this time --- for information and discussion only. 

Please feel free to contact me at any time regarding this issue.  I can be reached at (360) 728-
2290, or john.kiess@kitsappublichealth.org with any questions or comments. 

Attachment (1) 
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Air Quality 
Index

Who Needs to 
be Concerned? What Should I Do?

Good
(0-50)

It’s a great day to be active outside.

Moderate
(51-100)

Some people who may be 
unusually sensitive to particle 
pollution.

Unusually sensitive people: Consider reducing 
prolonged or heavy exertion. Watch for symptoms 
such as coughing or shortness of breath. These are 
signs to take it easier.
Everyone else: It’s a good day to be active outside.

Unhealthy for  
Sensitive Groups

(101-150)

Sensitive groups include 
people with heart or lung 
disease, older adults, 
children and teenagers.

Sensitive groups: Reduce prolonged or heavy 
exertion.  It’s OK to be active outside, but take more 
breaks and do less intense activities.  Watch for 
symptoms such as coughing or shortness of breath. 

People with asthma should follow their asthma 
action plans and keep quick relief medicine handy.

If you have heart disease: Symptoms such as 
palpitations, shortness of breath, or unusual fatigue 
may indicate a serious problem. If you have any of 
these, contact your heath care provider.

Unhealthy
(151-200)

Everyone Sensitive groups: Avoid prolonged or heavy exertion. 
Consider moving activities indoors or rescheduling. 
Everyone else: Reduce prolonged or heavy exertion. 
Take more breaks during outdoor activities. 

Very Unhealthy 
(201-300)

Everyone Sensitive groups: Avoid all physical activity outdoors. 
Move activities indoors or reschedule to a time when 
air quality is better.  
Everyone else: Avoid prolonged or heavy exertion.  
Consider moving activities indoors or rescheduling to 
a time when air quality is better.

Hazardous 
(301-500)

Everyone Everyone: Avoid all physical activity outdoors. 
Sensitive groups: Remain indoors and keep activity 
levels low. Follow tips for keeping particle levels low 
indoors. 

Air Quality Guide for Particle Pollution
Harmful particle pollution is one of our nation’s most common air pollutants. Use the chart below to help 
reduce your exposure and protect your health. For your local air quality forecast, visit www.airnow.gov
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What is particle pollution?

Particle pollution comes from many different sources. 
Fine particles (2.5 micrometers in diameter and 
smaller) come from power plants, industrial processes, 
vehicle tailpipes, woodstoves, and wildfires. Coarse 
particles (between 2.5 and 10 micrometers) come 
from crushing and grinding operations, road dust, 
and some agricultural operations.

Why is particle pollution a problem?

Particle pollution is linked to a number of health 
problems, including coughing, wheezing, reduced 
lung function, asthma attacks, heart attacks and 
strokes. It also is linked to early death.

Do I need to be concerned?

While it’s always smart to pay attention to air quality 
where you live, some people may be at greater risk 
from particle pollution. They include: 

• People with cardiovascular disease (diseases of
the heart and blood vessels)

• People with lung disease, including asthma
and COPD

• Children and teenagers

• Older adults

• Research indicates that obesity or diabetes may
increase risk.

• New or expectant mothers may also want to take
precautions to protect the health of their babies.

How can I protect myself?

Use AQI forecasts to plan outdoor activities. On 
days when the AQI forecast is unhealthy, take simple 
steps to reduce your exposure:

• Choose a less-strenuous activity

• Shorten your outdoor activities

• Reschedule activities

• Spend less time near busy roads

When particle levels are high outdoors, they can 
be high indoors – unless the building has a good 
filtration system. 

Keep particles lower indoors: 

• Eliminate tobacco smoke

• Reduce your use of wood stoves and fireplaces

• Use HEPA air filters and air cleaners designed to
reduce particles

• Don’t burn candles

Can I help reduce particle pollution? 

Yes! Here are a few tips. 

• Drive less:  carpool, use public transportation, bike
or walk

• Choose ENERGY STAR appliances

• Set thermostats higher in summer and lower
in winter

• Don’t burn leaves, garbage, plastic or rubber

• Keep car, boat and other engines tuned

Key Facts to Know About Particle Pollution:

• Particle pollution can cause serious health problems – including asthma attacks, heart attacks, strokes
and early death.

• Particle pollution can be a problem at any time of the year, depending on where you live.

• You can reduce your exposure to pollution and still get exercise! Use daily Air Quality Index (AQI)
forecasts at www.airnow.gov to plan your activity.

Office of Air Quality and Radiation (6301A)
EPA-456/F-15-005
www.airnow.gov
August 2015
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MEMO 
To: Kitsap Public Health Board 

From: Keith Grellner, Administrator 

Date: July 2, 2019 

Re: Puget Sound Clean Air Agency – Developing a Regional Clean Fuel Standard 

The Puget Sound Clean Air Agency has set a target of reducing climate pollution by 50 percent 
below 1990 levels by 2030, and is considering adopting a regional Clean Fuel Standard to help 
meet that target. More information is available on the Puget Sound Clean Air Agency’s website at 
https://www.pscleanair.org/528/Clean-Fuel-Standard . 

During today’s meeting, Mr. Craig Kenworthy, Executive Director of the Puget Sound Clean Air 
Agency, will present his agency’s proposal to the Board, and be available to answer questions 
concerning the proposal. 

Recommended Action 

None – for information only. 

Please contact me with any questions or concerns about this matter at (360) 728-2284, or 
keith.grellner@kitsappublichealth.org. 
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DEVELOPING A REGIONAL 
CLEAN FUEL STANDARD

Kitsap County 
Board of Health
July 2, 2019
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2015 GHG EMISSIONSTransportation is 
the primary 
source of 
greenhouse gas 
(GHG) emissions 
in the Puget Sound 
region.

POLLUTION SOURCES
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WHAT IS A CLEAN FUEL STANDARD?

• A progressively stronger standard for greenhouse gas (GHG)
emissions from transportation fuels

• Typically applies to fuel importers and producers
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HOW A CLEAN FUEL STANDARD WORKS

1. Establishes a greenhouse gas (GHG) reduction target
• Target is for all transportation fuel in the region
• Target for GHG reduction increases every year

2. Low carbon fuels are incentivized by the market
• High carbon fuels generate deficits
• Low carbon fuels generate credits
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TODAY’S CLEANER FUELS

• Electricity
• No tailpipe pollution
• Inexpensive: 2-3¢ per mile
• Cleaner in WA  than the U.S.

• Ethanol made from corn, sugar

• Renewable natural gas
• Landfills, wastewater
• Can replace diesel

• Biodiesel & renewable diesel
• Vegetable oils, waste oils
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PUBLIC HEALTH + EQUITY

• Health risk is highest in near-road communities

• Near-road communities benefit the most from reducing
transportation pollution

• Low-income communities and people of color live closest to major
roadways

• Diesel is the largest potential cancer risk from air toxics in
our region
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SUMMARY

A Clean Fuel Standard:

• Serves our region’s climate change goals
• Provides certainty for pollution reduction
• Monetizes and incentivizes improvement
• Uses market to find best fuels and pathways – and to keep

improving them
• Improves air quality and public health

• Especially for those most impacted
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NEXT STEPS

• Technical analysis underway:

• Potential for fuels and feedstocks

• Economic and air quality impacts

• Rule-making process started in February:

• Public comment late summer/ early fall 2019

• Public hearing in October, Board action in December
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CraigK@pscleanair.org

www.pscleanair.org

QUESTIONS?

Page 194

mailto:CraigK@pscleanair.org
http://www.pscleanair.org/

	Agenda
	Minutes June 2019
	Memo for Personnel Manual Revisions
	Resolution 2019-02 Personnel Manual Update
	Red-Line Personnel Manual Update for July KPHB
	CLEAN DRAFT Personnel Manual Update for July KPHB
	Memo - Decreasing Revolving Cash Fund
	Resolution 2019-03 Approving Decrease in District Revolving and Change Fund
	Resolution 2004-15 Approval of Increase in Revolving and Change Funds
	Memo for wildfire smoke
	Attachment 1 AQ guide
	Intro Memo PSCAA
	190702 CFS Kitsap BOH Final



