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STAFFING AND PERSONNEL POLICIES

PURPOSE: To establish staffing and personnel policies related to the administration of the King
County Flood Control District (the “District”), consistent with RCW 86.15.095 and the formation
and governing legislation for the District.

ADOPTION DATE: The following policies were adopted by the Executive Committee on ,
per Section 4(C) of the KING COUNTY FLOOD CONTROL ZONE DISTRICT RULES AND
OPERATING PROCEDURES. These policies may be amended by action of the Executive
Committee or Board of Supervisors.

APPLICABILITY: These policies are intended to match those applicable to employees of the
King County Council, and shall apply to the employees of the District. Where the District’s
General Policies differ from those policies applicable to employees of the King County Council,
the District’s General Policies shall bind. Where the District’s General Policies and Employee
Resource Guide are silent, the policies applicable to employees of the King County Council shall
serve to supplement.
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GENERAL POLICIES
A. Equal Employment Opportunity.

The District is an equal opportunity employer and shall carry out federal, state and local
laws and regulations prohibiting discrimination in employment on the basis of race, color,
creed, religion, national origin, sex, sexual orientation, marital status or the presence of a
sensory, mental, or physical disability. Further, it is the intent of the District to insure that
employment is based on the principle of equal opportunity and that such principle shall be
implemented in all county personnel-related actions including, but not limited to,
recruitment, hiring, testing, training, promotion, compensation, transfer and all other terms
and conditions of employment in all job classifications.

B. At Will Employment.

The tenure of each employee shall be subject to the rendering of efficient service.
Employees are at will, and serve at the pleasure of the appointing authority. Nothing in this
policy shall derogate from the District’s power to abolish positions and lay off employees
because of lack of work, lack of funds, or considerations of efficiency

C. Role of the Executive Director.
The Executive Director shall fulfill the following duties and responsibilities:

1. Creation of Positions and Classification Plan.

a. The Executive Director shall submit to the Board for its approval all
job descriptions (and any substantial modifications thereto) for
positions employed by the District.

b. The Executive Director shall develop and maintain a classification
plan for all positions, which shall include a pay range necessary to
attract and retain competent employees, ensure compensation shall
be equitably provided on the basis of equal pay for equal work
consistent with state and federal law, and shall be comparable with
the local labor market. Assigned classifications shall be reflected
on the job descriptions for each position, which shall be subject to
approval by the Board. The Executive Director should, on a three-
year cycle, review the classification plan and may add, combine,
abolish or revise the specifications or establish new classifications.

2. Hiring.
a. Employee recruitment. When beginning a hiring process, the
Executive Director shall:
1. consult with the Chair and Vice Chair of the Executive

Committee
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before beginning recruitment of vacated or newly created
positions and anticipated vacancies;

establish hiring processes for each vacancy and newly
created position;

if interviews of candidates are part of the hiring process,
include at least one representative from the Board and/or its
staff in interview panels.

Hiring decisions. When implementing hiring decisions, the
Executive Director:

shall consult with the Chair and Vice Chair of the Executive
Committee about the hiring decision before extending an
offer of employment for all positions that report to the
Executive Director;

may extend an offer of employment to any person who
applied for a position with the District in the prior six months
for a current vacancy without undertaking a full recruitment
process;

may appoint or extend the appointment of interns, and
temporary or term limited employees.

3. Staffing. Employee-related decisions shall be implemented as follows for
the following circumstances:

a.

Reclassifications. The Executive Director shall make decisions
regarding reclassification, promotion to a higher step within the
same classification and range, or withholding a step increase of an
employee;

Work schedule decisions. Day-to-day work schedule decisions shall
be made by the Executive Director or his or her designee.

Performance evaluations. The Executive Director shall annually
evaluate the District’s employees for their performance achieving
job duties and goals. The Executive Director shall annually brief
the Chair regarding findings and results related to District
performance evaluations.

District employees, other than the Executive Director, are subject to
disciplinary actions as determined by the Executive Director,
pursuant to the following:



1. When administering employee discipline, the Executive
Director, or his or her designee:

1. shall provide oral and written expectations and
counseling regarding employee performance issues as
they may arise;

2. shall issue either written reprimands or performance
improvement plans, or both, regarding employee
performance issues that persist, following an oral or
written statement of expectations or counseling;

3. shall make decisions regarding suspension without pay
or termination of an employee, provided:

a. before suspension or termination, the Executive
Director shall notify the Chair; and

b. the decision to suspend an employee without pay for
ten working days or less is final and cannot be
appealed; and

c. an employee who has been suspended without pay
for two weeks or more or terminated may appeal the
decision of the Executive Director to the Board. The
appeal must be filed within ten calendar days of
written notice of the suspension or termination being
sent to the employee. An appeal is filed by
delivering a written notice of appeal to the clerk of
the Board. The decision of the Board to suspend
without pay or terminate an employee is final.

4. shall refrain from issuing any written disciplinary action,
including but not limited to written expectations and
counseling regarding employee performance issues,
reprimands, performance improvement plans and
decisions regarding suspension without pay or
termination of an employee without first seeking review
of the written disciplinary action from the District’s legal
counsel.

D. Role of the Deputy Executive Director.

The Deputy Executive Director shall report to and serve at the direction of the Executive
Director. The Deputy Executive Director may serve as the Executive Director’s designee
for the duties identified in Section C above.



II. EMPLOYEE RESOURCES GUIDE

The following guide is intended to match those applicable to employees of the King County
Council, and shall apply to the employees of the District. Where the attached documents reference
“King County” of the “King County Council”, the intent is for the “King County Flood Control
Zone District” to substitute. Where “Councilmember” is utilized, the intent is for “Supervisor” to
substitute.

Where the District’s Employee Resource Guide are silent, the policies applicable to employees of
the King County Council shall serve to supplement.
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Title 3
PERSONNEL

UPDATED: January 6, 2020

Chapters:

3.04 EMPLOYEE CODE OF ETHICS*

3.08 PERSONNEL BOARD

3.10 CIVIL RIGHTS COMMISSION

3.12 PERSONNEL SYSTEM

3.12A CAREER SERVICE REVIEW

3.12D DISCRIMINATION, HARASSMENT, AND INAPPROPRIATE CONDUCT

3.12F FURLOUGHS

3.128 VOLUNTARY SEPARATION PROGRAM

3.13A DEPARTMENT OF ADULT DETENTION®

3.14 CIVIL SERVICE COMMISSION

3.15 PAY PLAN AND CLASSIFICATIONS OF POSITIONS

3.16 LABOR AND EMPLOYEE RELATIONS

3.18 LIVING WAGE FOR EMPLOYEES OF COUNTY AND COUNTY
CONTRACTORS.

3.24 TRAVEL AUTHORIZATION AND EXPENSE REIMBURSEMENT

3.28 COMPENSATION FOR USE OF PRIVATELY OWNED VEHICLES

3.30 USE OF COUNTY VEHICLES TO COMMUTE

3.32 COUNTY AUTOMOTIVE PARKING FACILITIES

3.36 CHARITABLE CONTRIBUTIONS FROM COUNTY EMPLOYEES

3.39 SEATTLE METROPOLITAN POLICE MUSEUM CONTRIBUTIONS FROM
COUNTY EMPLOYEES

3.42 WHISTLEBLOWER PROTECTION

3.46 DRUG/ALCOHOL EDUCATION AND TESTING

*For regulations prohibiting discrimination in employment by contractors,
subcontractors or vendors, see K.C.C. chapter 12.16.

3.04 EMPLOYEE CODE OF ETHICS*

Sections:

3.04.010 Code of ethics.

3.04.015 Policy.

3.04.017 Definitions.

3.04.020 Just and equitable treatment.

3.04.030 Conflict of interest.

3.04.035 Conflict of interest - former members of county board, commission,
committee or other multimedia body — former employee.

3.04.037 Duty to notify supervisor.

3.04.040 Board of equalization appeals.

3.04.050 Statement of financial and other interests.

3.04.055 Complaints - investigations - enforcement - early resolution
agreement.

3.04.057 Appeal.

3.04.060 Penalties.

3.04.080 Board of ethics - membership and terms.



3.04.090 Board of ethics - purpose.

3.04.100 Board of ethics - authority.

3.04.120 Disclosure of interests by consultants.
3.04.130 Authorization to implement procedures.

3.04.210 Solicitation or receipt of contributions for or from public office fund
not a violation.
3.04.220 Solicitation or acceptance of certain gifts, bequests or donations

under K.C.C. chapter 2.35A not a violation.

3.04.010 Code of ethics. There is established a code of ethics for all county
officials and employees to provide guidance for public employees in the event of conflicts
and to prevent conflicts of interest. (Ord. 1308 § 2, 1972).

3.04.015 Policy.

A. ltis the policy of King County that the private conduct and financial dealings of
public officials and employees and of candidates for public office shall present no actual or
apparent conflict of interest between the public trust and private interest.

B. Public confidence in government is essential and must be sustained by
establishing and enforcing rules to assure the impartiality and honesty of officials and
employees in all public transactions and decisions. Each affected agency of county
government should inform its employees of the provisions of this chapter and strive to
effectively enforce its requirements by seeking appropriate assistance from the office of
citizen complaints, the board of ethics and the prosecuting attorney when considering and
acting upon allegations of misconduct.

C. Former county employees should engage in transactions with the county
consistent with the highest level of ethical conduct. It is essential that former county
employees and the county maintain public confidence and ensure fair dealings with all
persons by the county. A former county employee should not act, or appear to act, in such
a manner as to take improper advantage of the former county employee's previous office
or position with the county. A former county employee should not request or otherwise
seek special consideration, treatment or advantage beyond that which is available to every
other person. A former county employee should avoid circumstances in which it appears,
or to a reasonable person might appear, that the former county employee is requesting or
otherwise seeking special consideration, treatment or advantage. (Ord. 14689 § 1, 2003:
Ord. 9704 § 1, 1990).

3.04.017 Definitions. The definitions in this section apply throughout this chapter
unless the context clearly requires otherwise.

A. "Accomplice" means an individual who with knowledge that an action will promote
or facilitate the commission of a crime or violation of an ordinance:

1. Solicits, commands, encourages or requests another individual to commit the
crime or violation; or

2. Aids or agrees to aid another individual in planning or committing the crime or
violation.

B. "Close relative" means spouse, domestic partner, parent, child, child of domestic
partner, sibling, aunt, uncle, niece, nephew, grandparent, grandchild, father-in-law, mother-
in-law, sister-in-law, brother-in-law, son-in-law, daughter-in-law or relatives of a domestic
partner who would be included in this subsection if the employee and the domestic partner
were married.

C. "Compensation" means anything of economic value that is paid, granted or
transferred, or is to be paid, granted or transferred for, or in consideration of, personal
services to any person.



D. "County action" means any action on the part of the county, including, but not

limited to:

1. Any decision, determination, finding, ruling or order; and

2. Any grant, payment, award, license, contract, transaction, sanction or approval,
or the denial thereof or the failure to act with respect thereto. "County action" shall not
include actions of the county's judicial branch but shall include employees of the
department of judicial administration.

E. "County employee" or "employee" means any individual who is appointed as an
employee by the appointing authority of a county agency, office, department, council,
board, commission or other separate unit or division of county government, however
designated, but does not include employees of the county's judicial branch. "County
employee" also includes county elected officials and members of county boards,
commissions, committees or other multimember bodies, but does not include officials or
employees of the county's judicial branch but does include employees of the department of
judicial administration.

F. "De minimis personal use" means: personal use that is brief and infrequent,
incurs negligible or no additional cost to the county and does not interfere with the conduct
of county business.

G. "Department' means:

1. In the executive branch, an executive department or administrative office that
reports to the executive or the county administrative officer, as applicable;

2. The department of assessments;

3. The prosecuting attorney's office;

4. In the legislative branch, the council together with any subordinate legislative
branch agency;

5. The department of judicial administration;

6. The department of public safety;

7. The office of economic and financial analysis; and

8. The department of elections.

H. "Doing business with the county" or "transactions with the county" means to
participate in any proceeding, application, submission, request for ruling or other
determination, contract, claim, case or other such a particular matter that the county
employee or former county employee in question believes, or has reason to believe:

1. Is, or will be, the subject of county action;
2. Is one to which the county is or will be a party; or
3. Is one in which the county has a direct and substantial proprietary interest.

I. "Gift or thing of value" or "gift or other thing of value" means anything of economic
value or tangible worth that is not compensation. It shall not include campaign contributions
regulated by chapter 42.17A RCW or the charter and ordinances implementing it;
informational materials exclusively for official or office use; memorials, trophies and plaques
of no commercial value; gifts of fifty dollars or less for bona fide, nonrecurring, ceremonial
occasions; any gifts that are not used and that, within thirty days after receipt, are returned
to the donor, or donated to a charitable organization without seeking a tax deduction; or
promotional benefits that an employee receives from a travel service provider in connection
with official travel if obtained under the same conditions as those offered to the general
public at no additional cost to the county.

J. "Immediate family" means a county employee's spouse, domestic partner,
employee's child or the child of an employee’s spouse or domestic partner, and other
dependent relatives if living in the employee’s household.

K. "Ombuds" means the director of the office of citizen complaints established
under Section 260 of the King County Charter and K.C.C. chapter 2.52 or designee.



L. "Participate” means, in connection with a transaction involving the county, to be
involved in a county action personally and substantially as a county employee either
directly, or through others through approval, disapproval, decision, recommendation, the
rendering of advice, investigation or otherwise. However, for the purposes of K.C.C.
3.04.035, "participate” does not include the provision of legal advice or other activities
involving the practice of law and does not include, as an elected official, preparation,
consideration or enactment of legislation or the performance of legislative duties.

M. "Person" means any individual, partnership, association, corporation, firm,
institution or other entity, whether or not operated for profit. The term does not include
governmental units of or within the United States.

N. "Respondent' means the individual against whom a complaint is filed or an
investigation is conducted.

O. "Retaliatory action” means any action by a supervisor or other employee that is
intended to embarrass or to harass any individual as a result of the individual having filed
a written complaint with the office of citizen complaints or having raised privately or publicly
any concern or question regarding an actual or apparent violation of this chapter.

P. "Substantial financial interest" means a financial interest in a person that exceeds
one-tenth of one percent of the outstanding securities of the person, or, if the interest is in
an unincorporated business concern, exceeds one percent of the net worth of the concern;
or a financial interest that exceeds five percent of the net worth of the employee and the
employee's immediate family. (Ord. 18618 § 58, 2017: Ord. 17504 § 1, 2012: Ord. 16758
§ 1, 2010: Ord. 16391 § 15, 2009: Ord. 14689 § 3, 2003: Ord. 14199 § 25, 2001: Ord.
12014 § 2, 1995).

3.04.020 Just and equitable treatment.

A. No county employee shall request, use or permit the use of county-owned
vehicles, equipment, materials or other property or the expenditure of county funds for
personal convenience or profit. Use or expenditure is to be restricted to such services as
are available to the public generally or for such employee in the conduct of official business.
However, de minimis personal use of county-owned property by county employees may be
authorized by policies of the executive, council or other elected county officials.

B. No county employee shall grant any special consideration, treatment or
advantage beyond that which is available to every other citizen.

C. Except as authorized by law and in the course of the employee’s official duties,
no county employee shall use the power or authority of the employee’s office or position
with the county in a manner intended to induce or coerce any other person, directly or
indirectly to provide the county employee or any other person with any compensation, gift
or thing of value.

D.  No county employee shall seek or receive, directly or indirectly, any
compensation, gift or thing of value, or promise thereof, for performing or for omitting or
deferring the performance of any official duty, or action by the county other than the
compensation, costs or fees provided by law.

E. County employees are encouraged to participate in the political process on their
own time and outside of the workplace by assisting a campaign for the election of any
individual to any office or for the promotion of or opposition to any ballot proposition, but
shall not use or authorize the use of the facilities of King County for such purposes except
as authorized by RCW 42.17A.555.

F. No county employee shall disclose or use for the personal benefit of the
employee or the employee’s immediate family any information acquired in the course of
official duties that is not available as a matter of public knowledge or public record.

G. No county employee shall engage in retaliatory action. (Ord. 18618 § 59, 2017:
Ord. 17504 § 2, 2012: Ord. 9704 § 3, 1990: Ord. 1308 § 3, 1972).



3.04.030 Conflict of interest.

A. No county employee shall engage in any act that is in conflict with the
performance of official duties.

B. A county employee shall be deemed to have a conflict of interest if the employee
directly or indirectly:

1. Receives or has any financial interest in any purchase, sale or lease to or by
the county of any service or property when the financial interest was received or obtained
with the prior knowledge that the county intended to purchase, sell or lease such property
or service; '

2. |s beneficially interested or has a substantial financial interest in, or accepts
any compensation, gift or thing of value from any other person beneficially interested in,
any contract, sale, lease, option or purchase that may be made by, through, or under the
supervision of the employee, in whole or in part;

3. Accepts or seeks for others, any employment, travel expense, service,
information, compensation, gift or thing of value on more favorable terms than those
granted to other county employees or the public generally, from any person doing
business, or seeking to do business, with the county for which the employee has
responsibility or with regard to which the employee may participate, provided that this
subsection shall not apply to the receipt by elected officials, or by employees who are
supervised directly by an elected official, of meals, refreshments or transportation within
the boundaries of the county when given in connection with meetings with constituents or
meetings that are informational or ceremonial in nature;

4. Accepts, any favor, loan, retainer, entertainment, travel expense, compensation,
gift or other thing of value from any person doing business or seeking to do business with
the county when such an acceptance may conflict with the performance of the employee's
official duties. A conflict shall be deemed to exist where a reasonable and prudent
individual would believe that it was given for the purpose of obtaining special consideration
or to influence county action. The financing of county election campaigns shall continue to
be governed by chapter 42.17A RCW and the provisions of the charter and ordinances
implementing it;

5. Participates in, influences or attempts to influence, the selection of, or the
conduct of business or a transaction with a person doing or seeking to do business with the
county if the employee has a substantial financial interest in or with said person;

6. Discusses or accepts an offer of future employment with any person doing or
seeking to do business with the county if either:

a. the employee knows or has reason to believe that the offer of employment
was or is intended, in whole or in part, as compensation or reward for the performance or
nonperformance of a duty by the employee during the course of county employment or to
influence county action pertaining to the business; or

b. the employee has responsibility for a matter upon which the person is doing
or seeking to do business with the county, unless the employee has given notice in
accordance with K.C.C. 3.04.037 and a method of providing for an alternative decision
maker for the matter has been designated by the employee's appointing authority in a
memorandum filed with the board of ethics, a copy of which is maintained by the
appointing authority;

7. Within one year of entering county employment:

a. participates in a county action benefiting a person that formerly employed
the employee, except that participation may be authorized in a memorandum by the
appointing authority following written disclosure by the affected employee and the
authorization shall be filed with the board of ethics and a copy maintained by the
appointing authority; or



b. awards a county contract benefiting a person that formerly employed the
employee;

8. Is an employee, agent, officer, partner, director or consultant, of any person
doing or seeking to do business with the county, unless such relationship has been
disclosed as provided by this chapter;

9. Engages in or accepts compensation, employment or renders services for any
person or a governmental entity other than the county when such employment or service
is incompatible with the proper discharge of official duties or would impair independence of
judgment or action in the performance of official duties:

10. Enters into a business relationship outside county government:

a. with any other employee for whom the employee has any supervisory
responsibility; or

b. with any person with regard to a matter for which the employee has
responsibility as a county employee;

11. Possesses a substantial financial interest in any person which does or seeks
to do business with the county, without disclosing such interest as provided by this chapter:

12. As an appointive member of a board or commission, has a close relative
serving on the same board or commission: or

13. Acts as an accomplice in any act by an immediate family member which, if
the act were performed by the employee, would be prohibited by this subsection.
However, it shall not be a conflict of interest for the family member to enter into a bona
fide contract of employment that is not intended to influence the action of the county
employee.

C.1. The following employees must obtain the prior written consent of their highest
ranking supervisor authorizing new or continued employment outside King County
government, or authorizing the acceptance of any compensation or anything of value for
services performed outside King County government:

a. the county administrative officer, the chief officer of each executive
department or administrative office as defined by the charter, the manager of each
division of the department or office and all individuals who report directly to them:;

b. all nonelected council employees, except that the personal staff of each
individual councilmember shall obtain the consent from the councilmember;

c. all nonelected employees of the prosecuting attorney;

d. all nonelected employees of the department of judicial administration:

e. all nonelected employees of the department of assessments: and

f. the chief economist of the office of economic and financial analysis.

2. If the employment or service is deemed by the highest-ranking supervisor to
pose a conflict of interest, the employee immediately shall divest the employment and
failure to do so shall be grounds for dismissal.

D. A county employee shall be deemed to have a conflict of interest if the
employee appears on behalf of a person before any regulatory governmental agency, or
represents a person in any action or proceeding against the interest of the county in any
litigation to which the county is a party, unless the employee has a personal interest in the
litigation and this personal interest has been disclosed to the regulatory governmental
agency or adjudicating individual or body. A county councilmember may appear before
regulatory governmental agencies on behalf of constituents in the course of the
councilmember's duties as a representative of the electorate or in the performance of
public or civic obligations; however, no official or employee shall accept a retainer or
compensation, or any gift or thing of value that is contingent upon a specific action by a
county agency.

E.1. A county councilmember shall be deemed to have a conflict of interest if the
councilmember, directly or indirectly, has a substantial financial or other private interest in



any legislation or other matter coming before the council, and fails to disclose the interest
on the records of the county council. This subsection shall not apply if the county
councilmember is excused from voting by stating the nature and extent of such an
interest.

2. Any other employee who is not a county councilmember, who, directly or
indirectly, has a substantial financial or other private interest in, and who participates in,
an action or proposed action of the county council and fails to disclose on the records of
the county council the nature and extent of the interest, shall be deemed in violation of this
chapter.

F.1. A county employee shall be deemed to have a conflict of interest if the
employee, directly or indirectly, has an interest in any property being considered for
revaluation by the county board of appeals and equalization or has a personal interest or
connection with another person's petition for revaluation while the employee is:

a. an elected county official;

b. the executive's administrative assistant or office manager;

¢. a county councilmember's executive secretary;

d. the county administrative officer, the county administrative officer's
administrative assistants or the county administrative officer's confidential secretary;

e. the chief officer of an executive department, the chief officer's administrative
assistant or the chief officer's confidential secretary;

f. the chief officer of an administrative office, the chief officer's administrative
assistants or the chief officer's confidential secretary;

g. the council administrator, the council administrator's administrative assistant
or the council administrator's secretary;

h. the ombuds or the ombuds's staff;

i. an employee of the department of assessments;

j. an employee assigned to either the board of equalization or the board of
appeals, or both;

k. any other county employee who has direct contact with the board of appeals
and equalization in the carrying out of the employee’s duties;

|. a member of either the county board of appeals or the board of equalization,
or both; or

m. The clerk of the council or the clerk's secretary.

2. All individuals listed in this subsection who wish to appeal to the county board
of equalization on a matter of property revaluation shall be governed by the procedure in
K.C.C. 3.04.040- (Ord. 18618 § 60, 2017: Ord. 17504 § 3, 2012: Ord. 16391 § 16, 2009:
14218 § 1, 2001: Ord. 14199 § 26, 2001: Ord. 12014 § 3, 1995).

3.04.035 Conflict of interest - former members of county board, commission,
committee or other multimedia body - former employee.

A. For one year after terminating service to the county, a former member of a
county board, commission, committee or other multimember body may not appear before
that board, commission, committee or other multimember body, or receive compensation
for any services rendered on behalf of or for assistance to any person, in relation to any
county action in which the former member participated during the period of the former
member’s service. This prohibition also applies during the same period of time to any
person with which the former member has a financial or beneficial interest. However, this
prohibition does not apply if the former member’s financial or beneficial interest in any
entity listed in this subsection is limited to investments and does not include managerial
or other influential authority, including holding controlling interest in any class of stock.

B. For one year after leaving county employment, a former county employee may
not have a financial or beneficial interest in a contract or grant that was planned,



authorized or funded by a county action in which the former county employee participated
during county employment.

C. For one year after leaving county employment, a former county employee may
not assist a person, whether or not for compensation, in any county action in which the
former county employee participated during county employment. This subsection does
not prohibit a former county employee from rendering assistance to county employees in
the course of union or guild business.

D. For one year after leaving county employment, a former employee must
disclose the former employee’s past county employment before participation in any
county action. The disclosure shall be made in writing to the department considering or
taking the county action on which the former employee is or would be participating.

E. A former county employee may not, for the personal benefit of the former
employee or a member of the former employee's immediate family, disclose or use any
privileged or proprietary information gained by reason of the former employee's county
employment unless the information is a matter of public knowledge or is available to the
public on request.

F. A former county employee may not assist any person for compensation on
matters in which the former employee is personally prohibited from participating.

G. It is not a violation of this chapter for a former county employee to render
assistance to a person if the assistance is provided without compensation in any form
and is limited to one or more of the following:

1. Providing names, work addresses and work telephone numbers of county
agencies or county employees, to the extent the information is available as a matter of
public record under state law;

2. Providing free transportation to another for the purpose of conducting business
with a county agency;

3. Assisting oneself or another person in obtaining or completing forms required
by a county agency for the conduct of a county business;

4. Providing assistance to the poor or infirm; or

5. Engaging in conduct that is authorized or protected by the constitutions or
laws of Washington state or the United States.

H.1. This section does not prohibit a former county employee from accepting future
employment with the county at any time, including employment with a former department.

2. Except as otherwise provided in this section, a former county employee is not
prohibited from appearing before the county or seeking a county action on the former
county employee’s own behalf to the same extent other persons may appear before or
seek actions by the county.

I Except as otherwise limited by this chapter, a former county employee may
contract with the county, or participate in a contract with the county, to provide materials,
equipment, supplies or services. However, any such a contract must comply with
applicable requirements and procedures related to procurement. (Ord. 18618 § 61, 2017:
Ord. 17504 § 4, 2012: Ord. 14689 § 2, 2003: Ord. 10841 § 1, 1993: Ord. 9704 § 5, 1990:
Ord. 6144 § 2, 1982).

3.04.037 Duty to notify supervisor. Any employee who becomes aware that the
employee might have a potential conflict of interest that arises in the course of the
employee’s official duties shall notify in writing the employee’s supervisor or appointing
authority of the potential conflict.

Upon receipt of such a notification, the supervisor or appointing authority shall
take action to resolve the potential conflict of interest within a reasonable time, which
may include, but is not limited to, designating an alternative employee to perform the
duty that is involved in the potential conflict. The supervisor or appointing authority shall



document the disposition of the potential conflict in writing in files maintained by the
appointing authority. The supervisor or appointing authority may request an advisory
opinion from the board of ethics before disposing of the potential conflict. (Ord. 18618 §
62, 2017: Ord. 17504 § 5, 2012: Ord. 11185 § 3, 1993: Ord. 9704 § 8, 1990).

3.04.040 Board of equalization appeals. All persons deemed to have a conflict
of interest, in accordance with K.C.C. 3.04.030.F., and wishing to appeal to the county
board of equalization shall be governed by the following procedure:

A. The appeal shall be automatically denied by the county board of equalization
without hearing and a minute entry shall be made. The petitioner may then take action
to appeal the decision of the county board of equalization to the state Board of Appeals
in accordance with RCW 84.08.130; and

B. However, the board of equalization may grant a change of venue to a board of
equalization of another county, as provided in K.C.C. Title 2, in lieu of automatic denial,
when:

1. A quorum cannot be achieved due to members of the board disqualifying
themselves because of conflicts of interest or the appearance of fairness doctrine; or

2. When the appeal relates to property either owned by or in which the following
has an interest: a member of the board; assistants to the board; or any member of the
county governmental authority. (Ord. 18618 § 63, 2017: Ord. 17504 § 6, 2012: Ord.
16758 § 2, 2010: Ord. 11185 § 4, 1993: Ord. 6411, 1983: Ord. 1308 § 5, 1972).

3.04.050 Statement of financial and other interests.

A. All nominees for appointment to any county elective office except for judicial
candidates, within two weeks of becoming a nominee, and all elected officials who are
defined as county employees under K.C.C. 3.04.017, paid in whole or in part by county
funds, shall file with the board of ethics a statement of financial and other interests as
prescribed in subsection D. of this section. This requirement may be satisfied by filing
with the board of ethics a signed copy of the report required to be filed by RCW
42.17A.700.

B.1. Within two weeks of employment or appointment and on or before April 15
of each year thereafter, the following employees shall file a statement of financial and
other interests, as prescribed in subsection D. of this section, with the board of ethics:
all elected county officials; all employees appointed by the county executive; all
employees appointed by the county administrative officer or department directors and
who are subject to the approval of the county executive; all employees of the council; all
employees of the office of economic and financial analysis; and such additional
employees as may be determined in accordance with criteria adopted by the board of
ethics under subsection C. of this section. Statements of financial and other interests
that are to be filed within two weeks of employment or appointment shall report on
information for the preceding twelve calendar months. Annual statements of financial
and other interests shall report on information for the preceding calendar year.

2. Within two weeks of becoming a hominee for appointment to county boards
and commissions, the nominee shall file with the board of ethics a statement of financial
and other interests, as prescribed in subsection D. of this section, reporting on
information for the preceding twelve calendar months.

C. The board of ethics shall adopt by rule criteria for determining which
employees, in addition to those designated in subsection B. of this section, are required
to complete and file statements of financial and other interests. The criteria must
consider the association between the duties and responsibilities of employees and the
conflict of interest provisions in K.C.C. 3.04.030.

D. The statement of financial and other interests required to be filed under this



section must include the following information of which the employee has, or reasonably
should have, knowledge for the reporting period:

1.a. the name of each person engaged in a transaction with the county in which
the employee may participate or has responsibility for, where the employee or a member
of the employee's immediate family received any compensation, gift or thing of value,
possessed a financial interest or held a position with the person;

b. the name of the individual who received the compensation, gift or thing of
value from, possessed the financial interest in, or held a position with the person
engaged in the transaction with the county, and the individual’s relationship to the
employee; and

c. the title of the position; and

2.a. Real property, listed by street address, assessor parcel number or legal
description that was involved in or the subject of an action by the county, in which the
employee or a member of the employee's immediate family possessed a financial
interest, except that property for which the only county action was valuation for tax
purposes does not have to be reported except by those employees of the department of
assessments and the board of appeals who are required to file a report related to the
valuation;

b. the name of the individual who possessed the financial interest and the
individual’s relationship to the employee; and

c. the name of the King County department involved in the transaction.

d. The use the individual made of the real property, such as recreation,
personal residence or income, does not have to be reported.

E. The statement of financial and other interests must be signed with location of
signing, dated and declared to be complete, true and correct under penalty of perjury of
the laws of the state of Washington.

F. The financing of election campaigns shall continue to be governed by other
applicable local, state and federal laws, and not by the provisions of this chapter.

G. Filing of the statement of financial and other interests does not relieve the
employee of the duty to notify the employee’s supervisor of a potential conflict of interest
as required by K.C.C. 3.04.037.

H. The board may adopt rules and regulations by which affected employees may
request suspension or modification of the requirements to disclose financial and other
interests set forth in this section if the literal application of the requirements would cause
a manifestly unreasonable hardship and the suspension or modification would not
frustrate the purposes of this chapter.

|. The board of ethics may adopt necessary and appropriate rules, regulations
and forms related to completing, filing, maintaining and disclosing statements of financial
and other interests under this section. The board shall follow the requirements of K.C.C.
chapter 2.98 for rule making. (Ord. 18618 § 64, 2017: Ord. 17504 § 7, 2012: Ord.
16391 § 17, 2009: Ord. 15971 § 41, 2007: Ord. 15148 § 1, 2005: Ord. 14218 § 2,
2001: Ord. 14199 § 27, 2001: Ord. 13657 § 1999: Ord. 9704 § 6, 1990: Ord. 4808 §
1,1980: Ord. 2294 § 1, 1975: Ord. 2184 § 2, 1974: Ord. 1308 § 6, 1972).

3.04.055 Complaints - investigations - enforcement - early resolution
agreement.

A. It shall be the responsibility of the ombuds to investigate and report apparent
criminal violations of this chapter to the appropriate law enforcement authorities and to
enforce this ordinance according to the powers granted herein. The ombuds is expressly
authorized to serve as an enforcement officer for this chapter and to impose the civil
penalties authorized in K.C.C. 3.04.060.

B.1. Complaints alleging a violation of this chapter shall be filed with the ombuds.



2. The complaint shall describe the basis for the complainant's belief that this
chapter has been violated. Any such a complaint shall be in writing, signed by the
complainant with location of signing, dated and declared to be true and correct to the best
of the complainant's knowledge under penalty of perjury of the laws of the state of
Washington. The complainant may state in writing whether the complainant wishes the
complainant’'s name not to be disclosed in accordance with RCW 42.56.240(2).

3. Any complaint filed under this chapter must be filed within five years from the
date of the violation. However, if it is shown that the violation was not discovered because
of concealment by the person charged, then the complaint-must be filed within two years
from the date the violation was discovered or reasonably should have been discovered.

C. Upon receipt of a complaint meeting the requirements of subsection B. of this
section, and upon a determination that the alleged conduct could constitute a violation of
this chapter, the ombuds shall cause to be served or mailed, by certified mail, return receipt
requested, a copy of the complaint to the person alleged to have violated this chapter within
twenty days after the filing of said complaint, and shall promptly make an investigation
thereof. If the ombuds determines that the complaint does not meet the requirements of
subsection B. or C. of this section, the ombuds shall inform the complainant in writing of
that determination and the reason.

D. An investigation by the ombuds under this chapter shall be directed to ascertain
the facts concerning the alleged violation or violations of this chapter and shall be
conducted in an objective and impartial manner. In furtherance of the investigation the
ombuds is authorized to use the subpoena power to compel sworn testimony from any
person, and to require the production of any records relevant or material to the investigation
except information that is legally privileged or otherwise required by law not to be disclosed.

E. During the investigation, the ombuds shall consider any statement of position
or evidence with respect to the allegations of the complaint that the complainant or
respondent wishes to submit.

F. The results of the investigation shall be reduced to written findings of fact and the
finding shall be made that there either is or is not reasonable cause for believing that the
respondent has violated this chapter.

G. Ifafinding is made that there is no reasonable cause, said finding shall be served
or mailed, by certified mail, return receipt requested, to the complainant and the
respondent, and a copy shall be provided to the board of ethics.

H.1. If the finding is made that reasonable cause exists to believe that the
respondent has violated this chapter, the ombuds shall prepare an order to that effect, a
copy of which shall be served or mailed, by certified mail, return receipt requested, to the
respondent, and the original thereof filed with the board of ethics. The ombuds shall provide
a copy of the order to the prosecuting attorney's office. Such a reasonable cause order
shall include:

a. afinding that one or more violations of the chapter has occurred,;

b. the factual basis for the finding;

c. any civil penalties; and

d. a notice informing the respondent that the respondent has the right to request
a hearing before the board of ethics as set forth in K.C.C. 3.04.057.

2. In determining civil penalties, the ombuds may consider any notification made
by the employee under K.C.C. 3.04.037 as a mitigating factor.

3. If the respondent does not request an appeal hearing in a timely manner under
K.C.C. 3.04.057, the ombuds shall provide a copy of the reasonable cause order to the
complainant and the respondent's appointing authority.

I.1. At any stage in the investigation, the respondent may agree to an early
resolution agreement in lieu of a finding of reasonable cause by the ombuds.

2. An early resolution agreement may not be appealed.



3. The agreement shall be in writing and signed by the ombuds and the
respondent,

4. The respondent shall acknowledge in the agreement that an ethical violation
has occurred and that the agreement may not be appealed. The respondent may include
a statement explaining circumstances surrounding the ethical violation.

5. The agreement shall identify the violations of the chapter that occurred, the
factual basis for the violation and any civil penalties.

6.a. The early resolution agreement is not effective unless approved by the board
of ethics. If approved by the board of ethics, the board shall send a copy of the approved
early resolution agreement to the ombuds, who shall forward a copy to the respondent, the
respondent's appointing authority, to the prosecuting attorney's office and to the
complainant.

b. If the early resolution agreement is not approved by the board of ethics, the
board shall notify the ombuds. (Ord. 18618 § 65, 2017: Ord. 17504 § 8, 2012: Ord. 16758
§ 3,2010: Ord. 14218 § 3, 2001: Ord. 11185 § 5, 1993: Ord. 9704 § 9, 1990).

3.04.057 Appeal.

A. Any respondent who disagrees with an order of reasonable cause of the ombuds
may file a written request, within twenty days of the service of the order upon the respondent
or delivery of the order by certified mail, for an appeal hearing before the board of ethics.
The request shall be filed with the board of ethics, with a copy provided to the ombuds. The
request shall cite the order appealed from and specify with particularity the findings being
contested.

B. Any order of reasonable cause issued by the ombuds pursuant to K.C.C.
3.04.055 shall become final twenty days after service of the order or delivery of the order
by certified mail, unless a timely written request for an appeal hearing is filed as set forth
above.

C. If an order of reasonable cause has been timely appealed, a hearing shall be
conducted by the board of ethics for the purpose of affirming, reversing or modifying the
order. The parties to the hearing shall be the respondent and the ombuds or designee.
There shall be a verbatim record kept of the hearing and the board of ethics shall have the
power to administer oaths and affirmations, issue subpoenas and compel attendance, take
evidence and require the production of any books, papers, correspondence, memoranda
or other records relevant or material to the hearing. The burden of proving that a violation
occurred shall at all times be upon the ombuds. The board of ethics's decision shall be
based upon a preponderance of the evidence. Such a hearing shall be conducted within a
reasonable time after receipt of the request for appeal. Written notice of the time and place
of the hearing shall be given to the parties at least ten days prior to the hearing date.

D. At the hearing, each party shall have the following rights:

1. To call and examine witnesses on any matter relevant to the issues raised by
the order of the ombuds or designee;

2. Tointroduce documentary and physical evidence;

3. To cross-examine opposing witnesses on any relevant matter;

4. To impeach any witness regardless of which party first called the witness to
testify;

5. To rebut evidence against the party; and

6. To self-represent or to be represented by anyone of the party’s choice who is
lawfully permitted to do so.

E. Following review of the evidence submitted, the board shall within a reasonable
time enter written findings and conclusions and shall affirm or modify the order previously
issued if the board finds that one or more violations of this chapter has occurred. The board
shall reverse the order if it finds no violations of this chapter have occurred. A copy of the



board's decision shall be served or mailed, by certified mail, return receipt requested, to the
respondent, and the original thereof retained by the board. The board shall provide a copy
of its decision to the ombuds, the respondent's appointing authority, the prosecuting
attorney's office and the complainant. (Ord. 18618 § 66, 2017: Ord. 17504 § 9, 2012: Ord.
14218 § 4, 2001: Ord. 11185 § 6, 1993: Ord. 9704 § 10, 1990).

3.04.060 Penalties.

A. Any negligent or willful violation of the provisions of this chapter shall constitute
a misdemeanor and upon conviction be punishable by a fine not to exceed $1,000 or
imprisonment in the county jail not to exceed ninety days; or both;

B.1. Any elected official who commits a violation of this chapter may be subjected
to penalties as provided by RCW 42.12.010 and the King County Charter, and may also be
subjected to a civil penalty of an amount not to exceed the lesser of one month of the
respondent's county pay or the amount authorized by law.

2. An employee of the county who commits a violation of this chapter may be
subjected to disciplinary action, up to and including termination from employment; provided
that such disciplinary action is consistent with Career Service Guidelines and collective
bargaining agreements. An employee of the county who commits a violation of this chapter
may also be subjected to a civil penalty; provided that such penalty shall not exceed the
lesser of one month of the respondent's county pay or the amount authorized by law.

3. Members of boards and commissions who commit a violation of this chapter
may be subjected to immediate removal from such appointment.

C. Civil and criminal liability under the provisions of this section shall be imposed
on any person who either directly or as an accomplice commits a violation of this chapter.

D. Any person having an existing contract with King County or seeking to obtain a
contract who willfully attempts to secure preferential treatment in the person’s dealings with
the county by offering any valuable consideration, gift or thing of value, whether in the form
of services, loan, thing or promise, in any form to any county official or employee, shall
have the person’s current contracts with the county canceled and shall not be able to bid
on any other county contract for a period of two years. (Ord. 18618 § 67, 2017: Ord. 17504
§ 10, 2012: Ord. 11185 § 7, 1993: Ord. 9704 § 7, 1990: Ord. 1308 § 7, 1972).

3.04.080 Board of ethics - membership and terms. There is created a board of
ethics, composed of five members, two to be appointed by the county executive, two to be
appointed by the county executive from a list of nominees submitted by the county council,
and the fifth, who shall be chair, to be appointed by the county executive from a list of
nominees submitted by the other four members. All appointments are to be confirmed by
the county council. The terms of the board members shall be three years. The first three
members shall be appointed for one, two and three-year terms respectively. The chair shall
have a three-year term; the other terms are to be determined by lot. A member of the board
of ethics may be removed for just cause by a two-thirds vote of the county council, after
written charges have been served on the member and a public hearing has been held by
the county council. The board shall be advisory and shall meet as frequently as it deems
necessary. A majority of the board shall constitute a quorum. (Ord. 17504 § 11, 2012:
Ord. 11185 § 8, 1993: Ord. 1321 § 2, 1972).

3.04.090 Board of ethics - purpose. The purpose of the board of ethics shall be
to insure proper implementation and interpretation of the code of ethics under this chapter.
(Ord. 17504 § 12, 2012: Ord. 1321 § 3, 1972).

3.04.100 Board of ethics - authority. Whenever requested by a county officer or
employee, or whenever it deems it in the public interest, the board of ethics shall render



advisory opinions, in writing, concerning questions of ethics, conflicts of interest, and the
applicability of the code of ethics. Copies of the opinion shall be delivered to any officer or
employee requesting the opinion, the ombuds, the county executive and all members of
the King County council. (Ord. 18618 § 68, 2017: Ord. 17504 § 13, 2012: Ord. 9704 § 12,
1990: Ord. 1321 § 4, 1972).

3.04.120 Disclosure of interests by consultants.

A.1. Each consultant entering into a contract to provide professional services or
technical services to the county costing in excess of the amount specified in K.C.C. chapter
2.93 shall file both with the King County board of ethics and the executive a signed, sworn
written statement disclosing the following information:

a. any office or directorship in the consultant held by any county employee or any
member of the employee’s immediate family;

b. any financial interest in the consultant held or received by any county employee
or any member of the employee’s immediate family as follows:

(1) ownership of over five percent of the stock or other form of interest in the
consultant; and
(2) receipt of any compensation, gift or thing of value from the consultant;

c. a list of all contracts between the consultant and the county in the five years
immediately preceding the presently contemplated contract including the amount of
money paid by the county to the consultant in accordance with to each contract;

d. any position or positions on any county board or commission, whether salaried
or unsalaried, held by any officer or director of the consultant in the five years immediately
preceding the presently contemplated contract; and

e. any other information known to the consultant about any interest or relationship
whatsoever between any county employee, including any member of the employee’s
immediate family, and the consultant, other than that disclosed in accordance with
subsection A.1.a. through d. of this section.

2. Unless otherwise specified in this section, the information disclosed shall cover
the period twenty-four months before and including the date of filing the sworn statement.

3. A consultant filing a King County consultant disclosure form in accordance with
this section shall execute a signed, dated with location of signing, written declaration that
the information in the disclosure form is complete, true and correct under penalty of perjury
of the laws of the state of Washington.

B. No payment shall be made on any contract with any consultant until five days
after receipt by the board of ethics and the executive of the information required to be
disclosed by this section.

C. For purposes of this section, "consultant" means a person who by experience,
training and education has established a reputation or ability to provide professional
services or technical services, as defined in K.C.C. 2.93.030, on a discrete, nonrecurring
basis over a limited and preestablished term as an independent contractor to the county.
(Ord. 18618 § 69, 2017: Ord. 17504 § 15, 2012: Ord. 16758 § 4, 2010: Ord. 15148 § 2,
2005: Ord. 13710 § 1, 2000: Ord. 12138 § 4, 1996).

3.04.130 Authorization to implement procedures. The ombuds and the board
of ethics are each authorized to implement such forms, administrative processes, and
operational procedures as are necessary to comply with the provisions of this chapter. Any
rules governing the conduct of contested hearings shall be promulgated in compliance with
K.C.C. chapter 2.98, Rules of County Agencies.

The executive is directed to prepare, with the assistance of council staff, the office
of the prosecuting attorney, the ombuds and the board of ethics, information regarding the
provisions of this chapter to be made available to employees and members of boards and



commissions. The availability of these materials and of copies of this chapter shall be
described in a summary form, which shall be distributed to all new county employees, who
shall sign and return the form within two weeks of commencing work for King County or at
the new employee orientation, whichever is sooner. A summary of the ethics code shall
also be distributed to all county employees at least once every two years, and any time
there are material changes to this chapter. (Ord. 18618 § 70, 2017: Ord. 17504 § 16,
2012: Ord. 11185 § 9, 1993: Ord. 9704 § 13, 1990).

3.04.210 Solicitation or receipt of contributions for or from public office fund
not a violation.

A. 1t is not a violation of this chapter for an elected official to solicit or receive
contributions for or from a public office fund, as described in this section, if the solicitation
occurs outside of the workplace and without use of county facilities. An elected official is
authorized to solicit and receive such contributions.

B. For purposes of this section, "public office fund" means a privately administered
account that:

1. Is established for the sole purpose of directly paying or reimbursing an elected
official or employee acting on the official's behalf for expenses that are incurred in carrying
out activities relating to the official's public office responsibilities, including, among other
matters, costs of travel, meals, accommodations, event admissions and gifts presented on
behalf of the county or county official to recognize service or promote goodwill, and
excluding the purchase of goods or services for the official's personal use or enrichment;

2. Precludes fund amounts from being transferred to a political committee or used
to promote or oppose a candidate or ballot measure;

3. Limits contributions from a person or legal entity to an amount of no more than
an average of two hundred and fifty dollars per year over any four year time period; and

4. Provides that any funds or property acquired through funds remaining in
possession of the fund or the official after all permissible public office related expenses
have been paid shall be:

a. returned to contributors in amounts not exceeding their respective
contributions;

b. donated to a charitable organization registered in accordance with chapter
19.09 RCW; or

c. transferred to the county.

C. Within two weeks of establishing a public office fund, the elected official shall file
a statement with the board of ethics, identifying the fund administrator, indicating the
amount and source of all contributions received by the public office fund and identifying all
items and services acquired or reimbursed through any payments made from the public
office fund and associated amounts paid. Quarterly statements updating such information
shall be filed with the board of ethics by the 20th day of the month following the end of each
calendar quarter.

D. Nothing in this section is intended to alter the requirements imposed by chapter
42.17 RCW, the county charter or county ordinance regarding campaigns for elected office
or ballot measures.

E. By November 1, 2013, the board of ethics shall establish a limit on the total
amount of money to be held in any given public office fund at any given time. The board
of ethics shall analyze the issue and establish a revised limit at least once every four years.
The board of ethics analysis shall include consideration of all state, federal and other legal
requirements. (Ord. 17612 § 2, 2013).

3.04.220 Solicitation or acceptance of certain gifts, bequests or donations
under K.C.C. chapter 2.35A not a violation. Neither the solicitation nor the acceptance



of gifts, bequests or donations permitted under K.C.C. chapter 2.35A constitutes a violation
of this chapter. (Ord. 18254 § 3, 2016).

3.08 PERSONNEL BOARD

Sections:
3.08.010 Elections for career service employee representative on board.
3.08.020 Election dates.
3.08.030 Voters eligible.
3.08.035 Candidates.
3.08.040 Filing.
3.08.050 Ballot listing.
3.08.060 Notice of elections.
3.08.070 Conduct of elections.
3.08.100 Subpoena power of board.
3.08.110 Compensation.
3.08.120 Administrative support.

3.08.010 Elections for career service employee representative on board.
Primaries and elections are hereby established for the purpose of nominating and electing
a personnel board member by the King County career service employees as provided in
Section 540 of the King County Charter. (Ord. 11808 § 1, 1995: Ord. 543 § 1, 1970).

3.08.020 Election dates.

A. Commencing in 1995, a nominating primary for candidates for the position of
career service representative on the personnel board shall be held on the first Tuesday of
June and the election of candidates nominated at the primary shall be conducted on the
fourth Tuesday of June, and shall continue to be conducted on the first and fourth Tuesday
in June every five years thereafter.

B. The candidate receiving the highest number of votes and the candidate receiving
the second highest number of votes in the nominating primary shall both be nominated for
the election.

C. Atthe election held on the fourth Tuesday of June, the nominee receiving the
highest number of votes shall be elected.

D. If a candidate receives more than fifty percent of the votes cast by the eligible
voters in the nominating special elections primaries as authorized herein, there shall be no
further elections and the candidate will be elected.

E. Inthe event of a vacancy, as defined in RCW 42.12.010, an election to fill the
vacancy shall be held on the fourth Tuesday of June that is more than two months
following the vacancy, a special three day filing period will be held in the first week of
June. The candidate receiving the highest number of votes of all candidates shall be
elected to fill the remainder of the term commencing immediately upon certification of
the election. (Ord. 11808 § 2, 1995 Ord. 602 § 1, 1970: Ord. 543 § 2, 1970).

3.08.030 Voters eligible. Persons eligible to vote in elections authorized herein
are the members of the county career service as set forth in Chapter 3.12 of this title and
Section 550 of the County Charter. (Ord. 543 § 3, 1970).

3.08.035 Candidates. Any resident of the State of Washington except a current
employee of King County including the department of metropolitan services as defined in



K.C.C. 3.12.010 is eligible to file for the candidacy for the position of career service
employee representative. (Ord. 11808 § 6, 1995).

3.08.040 Filing. Candidates for county personnel board member shall file
declarations of candidacy with the elections division not earlier than twenty-nine days and
not later than twenty-five days prior to the primary during each election year prescribed in
this chapter. Any candidate may withdraw the candidate’s own declaration not later than
nineteen days prior to the first election during each election year prescribed in this chapter.
A nonrefundable five-dollar filing fee shall be charged for filing a declaration of candidacy.
(Ord. 18618 § 71, 2017: Ord. 15971 § 42, 2007: Ord. 11808 § 3, 1995. Ord. 543 § 4,
1970).

3.08.050 Ballot listing. The names of candidates for personnel board member to
be voted upon at both special elections shall be printed upon the official ballots in
alphabetical order. (Ord. 543 § 5, 1970).

3.08.060 Notice of elections.

A. Notice of the candidacy filing period and of each primary and election shall be
prepared by the elections division and distributed to all county agencies employing persons
eligible to vote. Agency directors and managers shall ensure that eligible employees under
their supervision are provided notification. Copies of the notices shall be posted in
prominent places within buildings in which eligible employees are employed.

B. The notice for the candidacy filing period shall be made not later than thirty-five
days prior to the date of the primary. The notice of the primary and election shall be made
not later than twenty-five days prior to the date of the primary prescribed by this chapter.
(Ord. 15971 § 43, 2007: Ord. 11808 § 4, 1995: Ord. 543 § 6, 1970).

3.08.070 Conduct of elections. The primaries and elections called for in this
chapter shall be conducted by the elections division generally following the procedures for
conducting county elections except as otherwise provided in this chapter or as prescribed
by administrative rules promulgated by the elections division manager. The manager is
authorized to conduct such elections by mail ballot including distribution with employee
paychecks or by the United States Postal Service. Ballots may be returned to the elections
division via the United States Postal Service or in a secure manner as approved by the
manager of the elections division. The results of the election shall be certified by the
elections division manager. The manager shall issue certificates of nomination as
applicable and a certificate of election to the successful candidate.

Any resident of the state of Washington, except a current employee of the county,
is eligible to file for candidacy for the position of career service employee representative.
(Ord. 15971 § 44, 2007: Ord. 12014 § 4, 1995).

3.08.100 Powers of board. Under Section 540 of the King County Charter, the
King County personnel board is hereby granted the power to administer oaths and
affirmations and to issue subpoenas and subpoenas duces tecum to compel the
attendance of witnesses before the board and to provide information relevant to any appeal
within the jurisdiction of the board: provided, that any witness shall have the right to be
represented by counsel. (Ord. 13509 § 1, 1999: Ord. 327 § 1, 1970).

3.08.110 Compensation. For time devoted to the official work of the personnel
board, each member thereof shall receive a per diem of one hundred dollars to be paid out
of the current expense fund; provided that a per diem of seventy-five dollars shall be paid
for official board work of three hours or less; provided further that an additional twenty-five



dollars per day will be paid to the chair of the board during any full day (six hours or more)
or thirteen dollars for work of three hours or less in which board business is conducted.
The county is further authorized to pay for reasonable parking expenses of personnel board
members while board business is conducted. (Ord. 18635 § 14, 2017: Ord. 13370 § 1,
1998: Ord. 4809 § 1, 1980: Ord. 1572 § 1, 1973: Ord. 174 (part), 1970).

3.08.120 Administrative support. Administrative support to the personnel board
will be provided by the clerk of the board of appeals and equalization authorized by K.C.C.
2.34.040. Authority for appointment of the clerk and staff will remain with the board of
appeals and equalization; however, the chair of the personnel board may bring concerns
about performance and related issues to the attention of the chair of the board of appeals
and equalization for resolution.

The board of appeals and equalization will be reimbursed by the department of
human resources for costs related to personnel board activities such as board per diem,
supplies, and services other than staffing, employee benefits, and office equipment. (Ord.
18793 § 6, 2018: Ord. 13370 § 2, 1998).

3.10 CIVIL RIGHTS COMMISSION

Sections:

3.10.010 Creation (in effect until April 1, 2021, if contingencies in Ordinance
19047, Section 59, are met).

3.10.020 Composition (in effect until April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met).

3.10.030 Purpose and functions (in effect until April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met).

3.10.040 Review process (in effect until April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met).

3.10.050 Rules (in effect until April 1, 2021, if contingencies in Ordinance
19047, Section 59, are met).

3.10.060 Staff (in effect until April 1, 2021, if contingencies in Ordinance
19047, Section 59, are met).

3.10.070 Meetings (in effect until April 1, 2021, if contingencies in Ordinance
19047, Section 59, are met).

3.10.010 Creation (in effect until April 1, 2021, if contingencies in Ordinance
19047, Section 59, are met*). There is hereby created a King County civil rights
commission referred to in this chapter as the commission. (Ord. 12058 § 1, 1995 Ord.
2647 § 3, 1976).

*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study
as required in this section, a feasibility study and recommendations establishing
the human and civil rights commission and a motion approving the feasibility
study, and a motion approving the feasibility study is passed by council. The
motion should reference the subject matter, this ordinance, ordinance section in
both the title and body of the motion. The executive should file the feasibility study
and motion required by this section by February 1, 2021, in the form of a paper
original and an electronic copy with the clerk of the council, who shall retain the
original and provide an electronic copy to all councilmembers, the council chief of
staff and the lead staff for the law and justice committee, or its successor.” (Ord.
19047 § 59 (part)).



3.10.020 Composition (in effect until April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met*).

A. The civil rights commission shall be composed of twelve members, one
nominated from each council district by the county councilmember and three at-large
members appointed by the executive. Members shall be appointed by the executive and
confirmed by the county council by motion.

B. Commission members representing council districts shall be appointed in the
manner set forth in K.C.C. 2.28.0015.

C. Officers shall be elected annually from the voting body of members as follows:
chair; vice chair; and secretary. (Ord. 15548 § 6, 2006: Ord. 12058 § 2, 1995: Ord. 6891
§ 2, 1984: Ord. 2647 § 4, 1976).

*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study
as required in this section, a feasibility study and recommendations establishing
the human and civil rights commission and a motion approving the feasibility
study, and a motion approving the feasibility study is passed by council. The
motion should reference the subject matter, this ordinance, ordinance section in
both the title and body of the motion. The executive should file the feasibility study
and motion required by this section by February 1, 2021, in the form of a paper
original and an electronic copy with the clerk of the council, who shall retain the
original and provide an electronic copy to all councilmembers, the council chief of
staff and the lead staff for the law and justice committee, or its successor." (Ord.
19047 § 59 (part)).

3.10.030 Purpose and functions (in effect until April 1, 2021, if contingencies
in Ordinance 19047, Section 59, are met*). The commission shall serve in an advisory
capacity to the county executive and the council on matters concerning affirmative action,
disability access, equal employment opportunity, contract compliance, fair housing,
minority/woman business and public accommodations to ensure the consistent
application of all county ordinances, rules and regulations concerning these programs.
The powers of the commission shall be advisory only, and when the commission is
granted authority to review, monitor, lead, report, identify, assess, evaluate, adopt or
perform, such actions shall be consistent with, and strictly limited to, offering advice and
recommendations to the county executive and the county council. The functions of the
commission shall include, but not be limited to, the following:

A. Review the affirmative action plan and make recommendations concerning its
adoption and subsequent amendment to the county executive.

B. Monitor and review the implementation of civil rights ordinances and policies to
determine compliance and effectiveness.

C. Propose legislation to the county council.

D. Take a strong leadership role in raising community awareness and involvement
on civil rights issues.

E. Review civil rights issues brought to the commission by concerned individuals
or groups. Requests for review of civil rights issues shall follow the procedure set out in
K.C.C. 3.10.040.B. through E.

F. Report to the county council committee-of-the-whole semi-annually; provided
that the civil rights commission shall, prior to July 1, 1996, carry out the following tasks:

1. ldentify the goals, program components and characteristics and anticipated
outcomes resulting from the county’s civil rights policies, taking into consideration the
limitations placed upon such policies by recent court decisions;



2. Assess community needs and issues with respect to civil rights, including
unincorporated King County, taking into consideration the fact that King County has
consistently met or exceeded affirmative action goals in most categories.

3. Evaluate and make recommendations on the organizational structure,
program resources, goals and objectives, and program policies necessary to address
needs and issues and achieve an updated civil rights program;

4. The commission shall submit its report to the executive. The executive shall
review the report and submit it, with the executive’s recommendations and
implementation plans to the King County council. (Ord. 18618 § 72, 2017: Ord. 12058 §
3, 1995: Ord. 6891 § 2, 1984: Ord. 2647 § 5, 1976).

*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study
as required in this section, a feasibility study and recommendations establishing
the human and civil rights commission and a motion approving the feasibility
study, and a motion approving the feasibility study is passed by council. The
motion should reference the subject matter, this ordinance, ordinance section in
both the title and body of the motion. The executive should file the feasibility study
and motion required by this section by February 1, 2021, in the form of a paper
original and an electronic copy with the clerk of the council, who shall retain the
original and provide an electronic copy to all councilmembers, the council chief of
staff and the lead staff for the law and justice committee, or its successor.” (Ord.
19047 § 59 (part)).

3.10.040 Review process (in effect until April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met*).

A. Any person who has filed a complaint under the minority/women’s business
ordinance, K.C.C. 4.18% or the contract compliance ordinance, K.C.C. 12.16; and who
disagrees with a finding of no reasonable cause issued in the case by the minority and
women’s business enterprises and contract compliance division or under the Fair
Employment Ordinance, K.C.C. 12.18, the Fair Housing Ordinance, K.C.C. 12.20, or the
public accommodations ordinance, K.C.C. 12.22, and who disagrees with a finding of no
reasonable cause issued in the case by the department of information and administrative
services, and who has requested reconsideration of the finding which has been denied,
may request that the commission review the procedures and processes utilized by the
minority and women’s business enterprises and contract compliance division or
department of information and administrative services, as appropriate.

B. Requests for review shall be in writing addressed to the King County Civil
Rights Commission, in care of the minority and women’s business enterprises and
contract compliance division or department of information and administrative services, as
appropriate.

C. Requests for review shall be granted in accordance with the purposes of the
commission and such rules as are adopted by the commission.

D. In conducting its reviews, the commission may hold informal fact finding
sessions with respect to processes and procedures.

E. Where appropriate, commission reviews shall result in recommendations to the
county executive. (Ord. 12058 § 4, 1995).

*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study
as required in this section, a feasibility study and recommendations establishing

the human and civil rights commission and a motion approving the feasibility



study, and a motion approving the feasibility study is passed by council. The
motion should reference the subject matter, this ordinance, ordinance section in
both the title and body of the motion. The executive should file the feasibility study
and motion required by this section by February 1, 2021, in the form of a paper
original and an electronic copy with the clerk of the council, who shall retain the
original and provide an electronic copy to all councilmembers, the council chief of
staff and the lead staff for the law and justice committee, or its successor.”" (Ord.
19047 § 59 (part)).

*Reviser's note: K.C.C. chapter 4.18 was repealed by Ordinance 17652.

3.10.050 Rules (in effect until April 1, 2021, if contingencies in Ordinance
19047, Section 59, are met*). The commission is empowered to adopt such procedures
as deemed necessary to ensure its proper functioning and to handle all reviews and other
issues consistent with the commission's stated purpose. This includes, but it is not limited
to, the formation of standing committees as follows:

A. Executive committee. This committee shall perform administrative oversight
activities of the commission, including representing the commission, conducting business
outside of regular commission meetings, and performing other relating and necessary
activities in the interest of ensuring an effective county human and civil rights program.

B. Public policy committee. This committee shall review and make
recommendations on legislation, public rules and/or policies related to any of the
county’s equal opportunity, affirmative action, disability, access minority and women
business utilization programs.

C. Economic development. This committee shall review and make
recommendations for enhancing the opportunities for utilization and participation of
minority and women businesses on county contracts and other related businesses on
county contracts and other related business development activities.

D. Community relations. This committee shall recommend methods for educating
concerned communities and the public at large on the work of the commission and King
County in advancing human and civil rights for all in the region and shall establish liaison
with other regional and civil rights commissioners. (Ord. 12058 § 5, 1995: Ord. 2647 § 7,
1976).

*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study
as required in this section, a feasibility study and recommendations establishing
the human and civil rights commission and a motion approving the feasibility
study, and a motion approving the feasibility study is passed by council. The
motion should reference the subject matter, this ordinance, ordinance section in
both the title and body of the motion. The executive should file the feasibility study
and motion required by this section by February 1, 2021, in the form of a paper
original and an electronic copy with the clerk of the council, who shall retain the
original and provide an electronic copy to all councilmembers, the council chief of
staff and the lead staff for the law and justice committee, or its successor." (Ord.
19047 § 59 (part)).

3.10.060 Staff (in effect until April 1, 2021, if contingencies in Ordinance
19047, Section 59, are met*). Appropriate staff for the commission will be appointed by
the county executive. (Ord. 12058 § 6, 1995: Ord. 6891 § 3, 1984. Ord. 2647 § 8,
1976).



*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study
as required in this section, a feasibility study and recommendations establishing
the human and civil rights commission and a motion approving the feasibility
study, and a motion approving the feasibility study is passed by council. The
motion should reference the subject matter, this ordinance, ordinance section in
both the title and body of the motion. The executive should file the feasibility study
and motion required by this section by February 1, 2021, in the form of a paper
original and an electronic copy with the clerk of the council, who shall retain the
original and provide an electronic copy to all councilmembers, the council chief of
staff and the lead staff for the law and justice committee, or its successor." (Ord.
19047 § 59 (part)).

3.10.070 Meetings (in effect until April 1, 2021, if contingencies in Ordinance
19047, Section 59, are met*). The civil rights commission shall meet no less often than
quarterly and as designated by the chair if deemed necessary. A quorum shall consist of
a simple majority of all voting commissioners. (Ord. 12058 § 7, 1995: Ord. 6891 § 4,
1984).

*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study
as required in this section, a feasibility study and recommendations establishing
the human and civil rights commission and a motion approving the feasibility
study, and a motion approving the feasibility study is passed by council. The
motion should reference the subject matter, this ordinance, ordinance section in
both the title and body of the motion. The executive should file the feasibility
study and motion required by this section by February 1, 2021, in the form of a
paper original and an electronic copy with the clerk of the council, who shall
retain the original and provide an electronic copy to all councilmembers, the
council chief of staff and the lead staff for the law and justice committee, or its
successor." (Ord. 19047 § 59 (part)).

3.12 PERSONNEL SYSTEM

Sections:
3.12.005 Statement of intent.
3.12.010 Definitions.
3.12.020 General provisions - conflicts of interest.
3.12.030 Classes of employees.
3.12.040 Benefits.
3.12.042 Dependent care assistant benefit.
3.12.044 Benefits eligibility for spouse/domestic partner.
3.12.050 Career service system.
3.12.060 Assumption of functions and personnel of another governmental
entity.
3.12.080 Appointing authorities.
3.12.090 Selection procedure.
3.12.100 Probationary period.
3.12.110 Training.
3.12.120 Working conditions.
3.12.123 Weapons.



3.12.125

3.12.130
3.12.140
3.12.150
3.12.160
3.12.170
3.12.180
3.12.184
3.12.187
3.12.188
3.12.190
3.12.200
3.12.210
3.12.215
3.12.218
3.12.219
3.12.220
3.12.221

3.12.222

3.12.223
3.12.224

3.12.225
3.12.230
3.12.240
3.12.247
3.12.250
3.12.260
3.12.262
3.12.270
3.12.280
3.12.290
3.12.300
3.12.310
3.12.320
3.12.330
3.12.335
3.12.340
3.12.350
3.12.360
3.12.365
3.12.400

3.12.005

Change in work week - adjustment to sick leave and vacation
accruals.

Salary ordinance.

Cost-of-living increase.

Compensation other than salary and wages.
Unemployment compensation.

Equal pay for equal work—policy--findings.

Equality of county employment - reporting requirements.
Ruth Woo emerging leaders fellowship.

Apprenticeship training program.

Transit passes.

Vacation leave.

Leave - examinations.

Leave - bereavement.

Leave - organ donors.

Leave - smallpox vaccinations.

Parental leave program.

Sick leave and time off for medical and family reasons.
Family and medical leave — up to eighteen weeks for certain
circumstances.

Donation of vacation or compensatory hours to nonprofit
organizations.

Donation of vacation or sick leave to other employees.
Leave - donation to an account or program to benefit children of
deceased employee.

Leave for volunteer service.

Holidays.

Leave - jury duty.

Limited duty assignment policy due to pregnancy.

eave of absence - without pay.

Leave of absence - United States Uniformed Services.
Extension of benefits - United States Uniformed Services.
Disciplinary action.

Grievance procedures.

Personnel board appeals.

Reductions in force.

Tenure.

Retirement.

Administration - responsibility.

Supported employment.

Administration - employer-employee relations.
Administration - personnel guidelines.

Effect of collective bargaining.

Effect on sheriff's civil service.

Volunteers for the county.

Statement of intent. King County recognizes that, in the past,

employment and contracting practices did not afford equal opportunities for women,
minorities and persons with disabilities, and that such practices have resulted in the
underrepresentation of such persons in county employment, in employment by county
contractors, and in the utilization of minority-owned and women-owned businesses in

county contracts.

King County also recognizes that many of the causes of this



underrepresentation are societal in nature, and beyond the scope and power of the county
to remedy on its own. Nevertheless, King County is determined to be a leader in the
implementation of civil rights and compliance policies and programs which will remedy
the effects of past discrimination and set the county on an affirmative action path. (Ord.
9088 § 1, 1989).

3.12.010 Definitions. For the purposes of this chapter, all words shall have their
ordinary and usual meanings except those defined in this section which shall have, in
addition, the following meanings. In the event of conflict, the specific definitions set forth
in this section shall presumptively, but not conclusively, prevail.

A.1. "Administrative interns" means employees who are:

a. enrolled during the regular school year in a program of education, internship
or apprenticeship;

b. legal interns who have graduated from law school but have not yet been
admitted to the Washington State Bar Association: or

c. veterans temporarily working to gain practical workforce experience.

2. Al administrative internships in executive departments shall be approved by

the director. Administrative interns are exempt from the career service under Section 550
of the charter.

B. "AmeriCorps" means those who apply for and are selected to serve in positions
at King County government through either AmeriCorps or Washington Service Corps
programs, or both.

C. "Appointing authority” means the county council, the county auditor, the
executive, chief officers of executive departments and administrative offices, or division
managers having authority to appoint or to remove persons from positions in the county
service.

D. "Basis of merit" means the value, excellence or superior quality of an
individual's work performance, as determined by a structured process comparing the
employee's performance against defined standards and, where possible, the
performance of other employees of the same or similar class.

E. "Board" means the county personnel board established by Section 540 of the
charter.

F. "Budgetary furlough" means a circumstance in which projected county
revenues are determined to be insufficient to fully fund county agency operations and, in
order either to achieve budget savings or to meet unallocated budget reductions, which
are commonly known as contras, or both, cost savings may be achieved through
reduction in days or hours of service, resulting in placing an employee for one or more
days in a temporary furlough status without duties and without pay.

G. "Career service employee" means a county employee appointed to a career
service position as a result of the selection procedure provided for in this chapter, and
who has completed the probationary period.

H. "Career service position" means all positions in the county service except for
those that are designated by Section 550 of the charter as follows: all elected officers;
the county auditor, the clerk and all other employees of the county council; the county
administrative officer; the chief officer of each executive department and administrative
office; the members of all boards and commissions; the chief economist and other
employees of the office economic and financial analysis; the chief economist and other
employees of the office of economic and financial analysis; administrative assistants for
the executive and one administrative assistant each for the county administrative officer,
the county auditor, the county assessor, the chief officer of each executive department
and administrative office and for each board and commission; a chief deputy for the
county assessor; one confidential secretary each for the executive, the chief officer of



each executive department and administrative office, and for each administrative
assistant specified in this section; all employees of those officers who are exempted from
the provisions of this chapter by the state constitution; persons employed in a professional
or scientific capacity to conduct a special inquiry, investigation or examination; part-time
and temporary employees; administrative interns; election precinct officials; all persons
serving the county without compensation; physicians; surgeons; dentists; medical interns;
and student nurses and inmates employed by county hospitals, tuberculosis sanitariums
and health departments of the county.

Divisions in executive departments and administrative offices as determined by the
county council shall be considered to be executive departments for the purpose of
determining the applicability of Section 550 of the charter.

All part-time employees shall be exempted from career service membership
except, all part-time employees employed at least half time or more, as defined by
ordinance, shall be members of the career service.

I. "Charter" means the King County Charter, as amended.

J. "Child" means a biological, adopted or foster child, a stepchild, a legal ward or
a child of an employee standing in loco parentis to the child, who is:

1. Under eighteen years of age; or
2. Eighteen years of age or older and incapable of self care because of a mental
or physical disability.

K. "Class" or "classification" means a position or group of positions, established
under authority of this chapter, sufficiently similar in respect to the duties, responsibilities
and authority thereof, that the same descriptive title may be used to designate each
position allocated to the class.

L. "Classification plan" means the arrangement of positions into classifications
together with specifications describing each classification.

M. "Compensatory time" means time off granted with pay in lieu of pay for work
performed either on an authorized overtime basis or work performed on a holiday that is
normally scheduled as a day off. Such compensatory time shall be granted on the basis
of time and one-half.

N. "Competitive employment" means a position established in the county budget
and that requires at least twenty-six weeks of service per year as the work schedule
established for the position.

O. "Comprehensive leave benefits" means those leave benefits described in and
subject to this chapter, including leaves for vacations, promotional or qualifying
examinations, bereavement, life-giving or life-saving procedures, sickness, volunteer
service, parental leave, donated leave and leaves of absence without pay.

P. "Council" means the county council as established by Article 2 of the charter.

Q. "County" means King County and any other organization that is legally
governed by the county with respect to personnel matters.

R. "Department" means the department of human resources or its successor
agency.

S. "Developmental disability" means a developmental disability, as defined in
RCW 71A.10.020(2), as amended, attributable to mental retardation, cerebral palsy,
epilepsy, autism or other neurological or other condition of an individual found by the
secretary of the Washington state Department of Social and Health Services or the
secretary's designee to be closely related to mental retardation or to require treatment
similar to that required for individuals with mental retardation, which disability originates
before the individual attains age eighteen, that has continued or can be expected to
continue indefinitely and that constitutes a substantial handicap for the individual.

T. "Direct cost" means the cost aggregate of the actual weighted average cost of
“insured benefits, less any administrative cost therefor. Any payments to part-time and



temporary employees under this chapter shall not include any administrative overhead
charges applicable to administrative offices and executive departments.

U. "Director” means the manager of the department human resources or its
successor agency.

V. "Domestic partners" are two people in a domestic partnership, one of whom is
a county employee.

W. "Domestic partnership” is a relationship whereby two people:

1. Have a close personal relationship;

2. Are each other's sole domestic partner and are responsible for each other's
common welfare;

3. Share the same regular and permanent residence;

4. Are jointly responsible for basic living expenses which means the cost of basic
food, shelter and any other expenses of a domestic partner that are paid at least in part
by a program or benefit for which the partner qualified because of the domestic
partnership. The individuals need not contribute equally or jointly to the cost of these
expenses as long as they agree that both are responsible for the cost:;

5. Are not married to anyone;

6. Are each eighteen years of age or older;

7. Are not related by blood closer than would bar marriage in the state of
Washington;

8. Were mentally competent to consent to contract when the domestic
partnership began.

X. "Employed at least half time or more" means employed in a regular position
that has an established work schedule of not less than one-half the number of hours of
the full-time positions in the work unit in which the employee is assighed, or when viewed
on a calendar year basis, nine hundred ten hours or more in a work unit in which a work
week of more than thirty-five but less than forty hours is standard or one thousand forty
hours or more in a work unit in which a forty hour work week is standard. If the standard
work week hours within a work unit varies (employees working both thirty five and forty
hours) the director, in consultation with the department, is responsible for determining
what hour threshold applies.

Y. "Employee" means any person who is employed in a career service position or
exempt position.

Z. "Employees eligible for comprehensive leave benefits" means full-time regular,
part-time regular, provisional, probationary and term-limited temporary employees.

AA. "Executive" means the county executive, as established by Article 3 of the
charter.

BB. "Exempt employee” means an employee employed in a position that is not a
career service position under Section 550 of the Charter Exempt employees serve at the
pleasure of the appointing authority.

CC. "Exempt position" means any position excluded as a career service position
by Section 550 of the charter. Exempt positions are positions to which appointments may
be made directly without a competitive hiring process.

DD. "Full-time regular employee" means an employee employed in a full-time
regular position and, for full-time career service positions, is not serving a probationary
period.

EE. "Full-time regular position" means a regular position that has an established
work schedule of not less than thirty-five hours per week in those work units in which a
thirty-five hour week is standard, or of not less than forty hours per week in those work
units in which a forty-hour week is standard.



FF. "Furlough day" means a day for which an employee shall perform no work and
shall receive no pay due to an emergency budget crisis necessitating emergency budget
furloughs.

GG. "Furloughed employee" means an employee who is placed in a temporary
status without duties and without pay due to a financial emergency necessitating budget
reductions.

HH. "Grievance" means an issue raised by an employee relating to the
interpretation of rights, benefits, or condition of employment as contained in either the
administrative rules or procedures, or both, for the career service.

Il. "Immediate family" means spouse, child, parent, son-in-law, daughter-in-law,
grandparent, grandchild, sibling, domestic partner and the child, parent, sibling,
grandparent or grandchild of the spouse or domestic partner.

JJ. "Incentive increase" means an increase to an employee's base salary within
the assigned pay range, based on demonstrated performance.

KK. "Insured benefits" means those insurance benefits described in and subject
to this chapter, including medical, dental, life, disability and vision benefits.

LL. "Integrated work setting" means a work setting in which the majority of people
employed are individuals without disabilities and wages are paid at minimum wage or
better.

MM. "King County family and medical leave" means a leave of absence taken
under K.C.C. 3.12.221.

NN. ‘"Life-giving and life-saving procedures" means a medically-supervised
procedure involving the testing, sampling, or donation of blood, organs, fluids, tissues and
other human body components for the purposes of donation without compensation to a
person for a medically necessary treatment.

00. "Marital status" means the presence or absence of a marital relationship and
includes the status of married, separated, divorced, engaged, widowed, single or
cohabiting.

PP. "Part-time employee" means an employee employed in a part-time position.
Under Section 550 of the charter, part-time employees are not members of the career
service.

QQ. "Part-time position" means an other than a regular position in which the part-
time employee is employed less than half time, that is less than nine hundred ten hours
in a calendar year in a work unit in which a thirty-five hour work week is standard or less
than one thousand forty hours in a calendar year in a work unit in which a forty-hour work
week is standard, except as provided elsewhere in this chapter. Where the standard work
week falls between thirty-five and forty hours, the director, in consultation with the
department, is responsible for determining what hour threshold will apply. Part-time
position excludes administrative intern.

RR. "Part-time regular employee" means an employee employed in a part-time
regular position and, for part-time career service positions, is not serving a probationary
period. Under Section 550 of the charter, such part-time regular employees are members
of the career service.

SS. "Part-time regular position” means a regular position in which the part-time
regular employee is employed for at least nine hundred ten hours but less than a full-time
basis in a calendar year in a work unit in which a thirty-five hour work week is standard
or for at least one thousand forty hours but less than a full-time basis in a calendar year
in a work unit in which a forty-hour work week is standard. Where the standard work
week falls between thirty-five and forty hours, the director, in consultation with the
department, is responsible for determining what hour threshold will apply.



TT. "Pay plan" means a systematic schedule of numbered pay ranges with
minimum, maximum and intermediate steps for each pay range, a schedule of
assignment of each classification to a numbered pay range and rules for administration.

UU. "Pay range" means one or more pay rates representing the minimum,
maximum and intermediate steps assigned to a classification.

VV. "Pay range adjustment" means the adjustment of the numbered pay range of
a classification to another numbered pay range in the schedule based on a classification
change, competitive pay data or other significant factors.

WW.  "Personnel guidelines" means only those operational procedures
promulgated by the director necessary to implement personnel policies or requirements
previously stipulated by ordinance or the charter. Such personnel guidelines shall be
applicable only to employees assigned to executive departments and administrative
agencies.

XX. "Position" means a group of current duties and responsibilities assigned by
competent authority requiring the employment of one person.

YY. "Probationary employee" means an employee serving a probationary period
in a regular career service. Probationary employees are temporary employees and
excluded from career service under Section 550 of the charter.

ZZ. "Probationary period" means a period of time, as determined by the director,
for assessing whether an individual is qualified for a career service position to which the
employee has been newly appointed or has moved from another position, whether
through promotion, demotion or transfer, except as provided in K.C.C. 3.12.100.

AAA. "Probationary period salary increase" means a within-range salary increase
from one step to the next highest step upon satisfactory completion of the probationary
period.

BBB. "Promotion" means the movement of an employee to a position in a
classification having a higher maximum salary.

CCC. "Provisional appointment" means an appointment made in the absence of
a list of candidates certified as qualified by the director. Only the director may authorize
a provisional appointment. An appointment to this status is limited to six months.

DDD. "Provisional employee" means an employee serving by provisional
appointment in a regular career service. Provisional employees are temporary
employees and excluded from career service under Section 550 of the charter.

EEE. "Qualifying event" means the birth of the employee's child, the employee's
adoption of a child or the foster-to-adopt placement of a child with the employee.

FFF. "Recruiting step" means the first step of the salary range allocated to a class
unless otherwise authorized by the executive.

GGG. "Regular position" means a position established in the county budget and
identified within a budgetary unit's authorized full time equivalent (FTE) level as set out in
the budget detail report.

HHH. "Salary or pay rate" means an individual dollar amount that is one of the
steps in a pay range paid to an employee based on the classification of the position
occupied.

ll. "Section" means an agency's budget unit comprised of a particular project
program or line of business as described in the budget detail plan for the previous fiscal
period as attached to the adopted appropriation ordinance or as modified by the most
recent supplemental appropriations ordinance. This definition is not intended to create
an organization structure for any agency.

JJJ. "Serious health condition" means an iliness or injury, impairment or physical
or mental condition that involves one or more of the following:

1. An acute episode that requires more than three consecutive calendar days of
incapacity and either multiple treatments by a licensed health care provider or at least



one treatment plus follow-up care such as a course of prescription medication; and any
subsequent treatment or period of incapacity relating to the same condition;

2. A chronic ailment continuing over an extended period of time that requires
periodic visits for treatment by a health care provider and that has the ability to cause
either continuous or intermittent episodes of incapacity;

3. In-patient care in a hospital, hospice or residential medical care facility or
related out-patient follow-up care;

4. An ailment requiring multiple medical interventions or treatments by a health
care provider that, if not provided, would likely result in a period of incapacity for more
than three consecutive calendar days;

5. A permanent or long-term ailment for which treatment might not be effective
but that requires medical supervision by a health care provider; or

6. Any period of incapacity due to pregnancy or prenatal care.

KKK. "Short-term temporary employee" means a temporary employee who is
employed in a short-term temporary position.

LLL. "Short-term temporary position" means a type of position in which a
temporary employee works less than nine hundred ten hours in a calendar year in a work
unit in which a thirty-five-hour work week is standard or less than one thousand forty hours
in a calendar year in a work unit in which a forty-hour work week is standard. Where the
standard work week falls between thirty-five and forty hours, the director, in consuitation
with the department, is responsible for determining what hour threshold will apply.

MMM. "Temporary employee" means an employee employed in a temporary
position and in addition, includes an employee serving a probationary period or under
provisional appointment. Under Section 550 of the charter, temporary employees shall
not be members of the career service.

NNN. "Temporary position" means a position that is not a regular position as
defined in this chapter and excludes administrative intern. Temporary positions include
both term-limited temporary and short-term temporary positions.

000. "Term-limited temporary employee" means a temporary employee who is
employed in a term-limited temporary position. Term-limited temporary employees are
not members of the career service. Term-limited temporary employees may not be
employed in term-limited temporary positions longer than three years beyond the date of
hire, except that for grant-funded projects capital improvement projects and information
systems technology projects the maximum period may be extended up to five years upon
approval of the director. The director shall maintain a current list of all term-limited
temporary employees by department.

PPP. "Term-limited temporary position" means a temporary position with work
related to a specific grant, capital improvement project, information systems technology
project or other nonroutine, substantial body of work, for a period greater than six months.
In determining whether a body of work is appropriate for a term-limited temporary position,
the appointing authority will consider the following:

1. Grant-funded projects: These positions will involve projects or activities that
are funded by special grants for a specific time or activity. These grants are not regularly
available to or their receipt predictable by the county;

2. Information systems technology projects: These positions will be needed to
plan and implement new information systems projects for the county. Term-limited
temporary positions may not be used for ongoing maintenance of systems that have been
implemented,

3. Capital improvement projects: These positions will involve the management
of major capital improvement projects. Term-limited temporary positions may not be used
for ongoing management of buildings or facilities once they have been built;



4. Miscellaneous projects: Other significant and substantial bodies of work may
be appropriate for term-limited temporary positions. These bodies of work must be either
nonroutine projects for the department or related to the initiation or cessation of a county
function, project or department:

5. Seasonal positions: These are positions with work for more than six
consecutive months, half-time or more, with total hours of at least nine hundred ten in a
calendar year in a work unit in which a thirty-five hour work week is standard or at least
one thousand forty hours in a calendar year in a work unit in which a forty hour work week
is standard, that due to the nature of the work have predictable periods of inactivity
exceeding one month. Where the standard work week falls between thirty-five and forty
hours, the director, in consultation with the department, is responsible for determining
what hour threshold will apply; and

6. Temporary placement in regular positions: These are positions used to back
fill regular positions for six months or more due to a career service employee’s absence
such as extended leave or assignment on any of the foregoing time-limited projects.

All appointments to term-limited temporary positions will be made by the appointing
authority in consultation with the director before the appointment of term-limited
temporary employees.

QQQ. "Volunteer for the county" means an individual who performs service for the
county for civic, charitable or humanitarian reasons, without promise, expectation or
receipt of compensation from the county for services rendered and who is accepted as a
volunteer by the county, except emergency service worker volunteers as described by
chapter 38.52 RCW. A 'volunteer for the county" may receive reasonable reimbursement
of expenses or an allowance for expenses actually incurred without losing status as a
volunteer. "Volunteer for the county" includes, but is not limited to, a volunteer serving as
a board member, officer, commission member, volunteer intern or direct service
volunteer.

RRR. "Volunteer intern" means volunteers who are either:

1. Enrolled during the regular school year in a program of education, internship
or apprenticeship and receiving scholastic credit or scholastic recognition for participating
in the internship; or

2. Legal interns who have graduated from law school but have not yet been
admitted to the Washington State Bar Association.

SSS. "Washington state registered domestic partner" means persons who have
met the requirements for a valid state-registered domestic partnership as established by
RCW 26.60.030 and who have been issued a certificate of state-registered domestic
partnership by the Secretary of State's office.

TTT. "Work study student" means a student enrolled or accepted for enrollment
at a post-secondary institution who, according to a system of need analysis approved by
the higher education coordinating board, demonstrates a financial inability, either
parental, familial or personal, to bear the total cost of education for any semester or
quarter. (Ord. 18799 § 14, 2018: Ord. 18793 § 7, 2018: Ord. 18727 § 1, 2018: Ord.
18621 § 1, 2017: Ord. 18618 § 73, 2017: Ord. 18431 § 1, 2016: Ord. 18408 § 1, 2016:
Ord. 18197 § 1, 2015: Ord. 18191 § 2, 2015: Ord. 18028 § 2, 2015: Ord. 17450 § 2,
2012: Ord. 16962 § 3, 2010: Ord. 16735 § 3, 2009: Ord. 16640 § 2, 2009: Ord. 16391
§ 18, 2009: Ord. 16339 § 3, 2008: Ord. 16054 § 1, 2008: Ord. 14801 § 2, 2003; Ord.
14233 § 1,2001: Ord. 13377 § 2, 1998: Ord. 12943 § 1, 1997: Ord. 12498 § 3, 1996;
Ord. 12014 § 5, 1995).

3.12.020 General provisions - conflicts of interest.
A. All employees shall hold their positions subject to the conditions stated in the
charter, this chapter, other applicable ordinances, and the personnel guidelines.



B. No employee may engage in any occupation or outside activity which is
incompatible with the proper discharge of official county duties or which would impair
independence of judgment or action in the performance of such official duties. All
employees are specifically referred to the conflict of interest provisions contained in
K.C.C. 3.04.

C. The employment of members of the same family or other close relatives of
employees shall not be limited except where required by business or job-related
necessity. For purposes of this section, "business or job-related necessity" includes those
circumstances where the county’s actions are based upon a compelling and essential
need to avoid business or job-related conflicts of interest, or to avoid the reality or
appearance of improper influence or favor. For purposes of this section, "same family or
other close relatives" means the mother, father, child, sister, brother, wife, husband, aunt,
uncle, niece, nephew, grandparent, grandchild, in-laws, domestic partner, children of a
domestic partner and relatives of a domestic partner to the same extent such relatives
would be included in this paragraph if the employee and the domestic partner were
married. Nothing in this subsection shall be construed to prevent or impede the
advancement or promotion of any person employed by the county prior to January 1,
1996. (Ord. 12014 § 6, 1995).

3.12.030 Classes of employees. County employees shall either be members of
the career service or be exempt from the career service. (Ord. 9498 § 3, 1990: Ord. 4324
§7,1979).

3.12.040 Benefits.

A. Full-time regular, part-time regular, provisional, probationary and term-limited
temporary employees shall receive the comprehensive leave benefits provided in this
chapter. Short-term temporary employees and administrative interns do not receive
comprehensive leave benefits and are only eligible for the sick leave benefits outlined in
K.C.C. 3.12.220.

B. Full-time regular, part-time regular, provisional, probationary, term-limited
temporary employees and those employees who meet the definition of full time employee
under the Patient Protection and Affordable Care Act of 2010, as amended, and including
applicable regulations promulgated under the Patient Protection and Affordable Care Act
of 2010, as amended, and their spouses or Washington state registered domestic
partners, each of their dependent children and each of the dependent children of their
spouses or Washington state registered domestic partners shall be eligible for medical,
dental, life, disability and vision benefits, except in those instances where contrary
provisions have been agreed to in the collective bargaining process and to the extent
such benefits are available through insurers selected by the county. The director shall
establish specific provisions governing eligibility for these benefits as part of the personnel
guidelines and consistent with budget requirements. The provisions may include waiting
periods for employees newly-hired to the county.

C. Part-time and temporary employees, other than probationary, provisional and
term-limited temporary employees, who exceed the calendar year working hours threshold
defined in this chapter shall receive compensation in lieu of leave benefits at the rate of
fifteen percent of gross pay for all hours worked less the value of any sick leave benefits
provided under K.C.C. 3.12.220.A.2, paid retroactive to the first hour of employment and
for each hour worked thereafter. If an employee has not previously received insured
benefits provided under K.C.C. 3.12.040.B, the employee shall also receive a one-time only
payment in an amount equal to the direct cost of three months of insured benefits, as
determined by the director, and, in lieu of insured benefits, in an amount equal to the direct
cost to the county for each employee for whom insured benefits are provided, prorated to



reflect the affected employee’s normal work week, for each hour worked thereafter. The
additional compensation shall continue until termination of employment or hire into a full-
time regular, part-time regular or term-limited position. Further, employees receiving pay
in lieu of insured benefits may elect to receive the medical component of the insured benefit
plan, with the cost to be deducted from their gross pay, but an employee who so elects
shall remain in the selected plan until: termination of employment; hire into a full-time
regular, part-time regular or term-limited position; or service of an appropriate notice of
change or cancellation during the employee benefits annual open enroliment.

Part-time and temporary employees, other than probationary, provisional and term-
limited temporary employees, who exceed the applicable threshold are also eligible for
cash in lieu of the bus pass benefit provided to regular employees. The value shall be
determined based on the average annual cost per employee as determined in the adopted
budget, prorated to an hourly equivalent based on the employee’s normal work week, and
shall be paid retroactive to the first hour worked and for each-hour worked thereafter until
termination of employment or hire into a full-time regular, part-time regular or term limited
position. (Ord. 18727 § 2, 2018: Ord. 18621 § 2, 2017: Ord. 17948 § 2, 2014, Ord.
12943 § 2, 1997: Ord. 12014 § 7, 1995).

3.12.042 Dependent care assistance benefit.

A. The county shall offer to those employees who are qualified to receive medical
benefits the opportunity to participate in a qualifying Internal Revenue Code Sections 125
and 129 dependent care assistance program. The department of human resources shall
incorporate the dependent care assistance program in its employee flexible benefit
program.

B. The costs of administering the dependent care assistance program shall be fully
borne by the county and existing and future employee benefits shall not be reduced as a
result of the cost of administering the program. Savings in county paid payroll taxes, if any,
resulting from this program shall accrue to the county.

C. Non-represented employees who are qualified to receive medical benefits shall
be offered the dependent care assistance program whether or not represented employee
groups choose to participate in the program. (Ord. 18793 § 8, 2018: Ord. 12014 § 8, 1995).

3.12.044 Benefits eligibility for spouse/domestic partner.

A. Employees who receive medical, dental, life and disability insurance, and vision
benefits shall designate their spouse, their domestic partner, their dependent children and
the dependent children of their spouse or domestic partner in an Affidavit of
Marriage/Domestic Partnership in order for such spouse, domestic partner and/or children
to receive such benefits, to the extent such benefits are available to them. The director
shall prescribe the form of the affidavit. In the affidavit, the employee shall:

1. Attest to the following:
a. if married, that the employee is currently married to the individual identified by
name on the affidavit, or
b. if participating in a domestic partnership, that:
(1) the employee is currently in a domestic partnership with the individual
identified by name on the affidavit;
(2) the employee meets all the qualifications of a domestic partnership, as
defined by this chapter; and
(3) any prior domestic partnership in which the employee or the employee’s
domestic partner participated with a third party was terminated at least ninety days prior to
the date of said affidavit or by the death of that third party, and if such prior domestic
partnership had been acknowledged pursuant to this chapter, that notice of the termination



of the prior domestic partnership, whether by death of the domestic partner or otherwise,
was provided to the county at least ninety days prior to the date of said affidavit;

2. Agree to notify the county if there is a change of the circumstances attested to
in the affidavit; and

3. Affirm, under penalty of law, that the assertions in the affidavit are true.

B. The employee shall provide the county with a notice of termination of marriage
or domestic partnership, on a form prescribed by the director, upon dissolution of a
marriage or termination of a domestic partnership, within thirty days of termination of the
marriage or domestic partnership. A marriage shall be deemed terminated as provided
under state law. A domestic partnership shall be deemed terminated:

1. When the domestic partners no longer meet one or more of the qualifications of
a domestic partnership, as defined by this chapter; or
2. Upon the death of a domestic partner.

C. All affidavits of marriage/domestic partnership, notices of termination of
marriage/domestic partnership, and any information contained in said affidavits submitted
to the county shall be confidential and subject to disclosure only upon express written
authorization by the persons identified in the forms or if otherwise required by law. (Ord.
18618 § 74, 2017: Ord. 12014 § 9, 1995).

3.12.050 Career service system. All career service employees shall be members
of the county career service mandated by Section 510 of the charter. The recruitment,
selection and promotion of such employees shall be competitive and shall be based on
merit. Career service employees shall have such rights, working conditions and benefits
as are specified by this chapter. (Ord. 12014 § 10, 1995).

3.12.060 Assumption of functions and personnel of another governmental
entity. If the functions of another governmental entity are assumed by the county, and if
former employees of that entity become county employees, then the director shall
determine whether such employees will be members of or exempt from the career service.
In making this determination, the director shall apply the standards contained in Section
550 of the charter. The status of each employee shall be equivalent to that which the
employee would have had, had the employee been a county employee during the term of
the former employment. Nothing in this section shall derogate from the county's power to
eliminate positions and lay off employees because of lack of work, lack of funds or
considerations of operational efficiency. (Ord. 18618 § 75, 2017: Ord. 12014 § 11, 1995).

3.12.080 Appointing authorities. Appointment of county employees within the
executive branch shall be accomplished by the executive, department directors and division
managers. In all cases, the appointing authority shall have the power to remove. The
appointing authority shall be responsible for the merit evaluation of all employees under
that authority. (Ord. 4324 § 14, 1979).

3.12.090 Selection procedure.

A. The director shall establish examination selection procedures for filling existing
and anticipated vacant positions in the career service. Examinations may be open or
promotional, depending upon which will best serve the interests of the county.

B. All examinations for career service positions shall be competitive. (Ord. 12014 §
12, 1995).

3.12.100 Probationary period.
A. There shall be a probationary period during which time a probationary employee
shall be evaluated by the appointing authority to determine qualification for entry into the



career service. Except as otherwise provided in this section, an individual's appointment,
promotion, demotion or transfer to a career service position is not final unless the employee
successfully completes the probationary period. The probationary period shall be
determined by the director, but shall be not less than six months or more than one year of
actual service, and shall be served by those employees who have been newly hired or
reemployed or have moved from another career service position, whether through
promotion, demotion or transfer except:

1. A furloughed employee's probationary period shall not be extended as a result
of a budgetary furlough; and

2. A career service employee who transfers to a position within the employee's
same classification, pay range and department or agency shall not be required to serve a
probationary period unless the director of the department of human resources or its
successor or the director's designee makes a written finding, in advance of the transfer,
that the essential functions of the new position are substantially different from those of the
employee’s previous position, taking into consideration: the specific duties of the position:
the work setting; the skills, training, and experience needed; the level of available support
and supervision; and any other factors the director or designee deems relevant.

B. A probationary employee may be separated from county service at any time
during the probationary period without right of appeal to the personnel board.
Notwithstanding any other provisions of this section, an employee who does not
successfully complete the probationary period in a position to which the employee had been
promoted or transferred may be restored to the employee’s former position. Such
restoration is not mandatory, but is optional at the discretion of the former appointing
authority within the limits of available authorized positions. Such restoration shall include
restoration of the employee’s former salary and all other benefits to which the employee
would have been entitled if the promotion or transfer had not occurred. (Ord. 18793 § 9,
2018: Ord. 18618 § 76, 2017: Ord. 18028 § 3, 2015: Ord. 16735 § 3, 2009: Ord. 16339
§ 4, 2008: Ord. 12014 § 13, 1995).

3.12.110 Training.

A. It shall be the policy of the county to provide, within budgeted appropriations,
training opportunities for employees. The objective of the training policy shall be guided
by, but not limited to, the overall objectives of encouraging and motivating employees to
improve their personal capabilities in performance of their assigned job duties.

B. The director shall be responsible for planning and executing an adequate training
program for employees.

C. The county shall pay for any training, certification or license, except for a driver's
license, that is required by the county for the employee's position. This includes necessary
release time for training that is preapproved by the employee's supervisor.

D. The county shall not reimburse employees for unauthorized training.

E. Employees wishing to complete educational programs may request a leave of
absence without pay for this purpose. (Ord. 18727 § 3, 2018: Ord. 12014 § 14, 1995).

3.12.120 Working conditions.

A. Nothing contained in this chapter shall prevent, relieve or otherwise excuse any
county officer or employee from the performance of any duty imposed upon the officer or
employee by any other law of this county, or from the rendering of service at such times
and places as are necessary in order to properly perform the functions of the officer or
employee’s office or employment.

B. Except as otherwise provided by ordinance, the official workday shall consist of
eight hours of work for all full-time regular and full-time probationary employees. The lunch
hour shall not be considered as part of the workday. The official workday for other



employees shall be determined by the director. In the case of service reductions resulting
in a budgetary furlough, departments may reduce work hours or county offices may be
closed.

C. Except as otherwise provided by ordinance, the official workweek shall consist
of five working days for all full-time regular and full-time probationary employees. The
official workweek for other employees shall be determined by the director. In the case of
service reductions resulting from a budgetary furlough, county offices may be closed,
resulting in the reduction of the workweek.

D. The county recognizes that there is an occasional need for an employee to return
to work outside of the employee’s normal workday. The personnel guidelines shall contain
procedures relating to call duty.

E. The county recognizes a responsibility for action regarding on-the-job injuries.
The personnel guidelines shall contain procedures relating to on-the-job injury.

F. A career service employee who accepts an appointment to an exempt position
effective on or after January 1, 1996, and which position and appointment resulted from the
reorganization of the executive branch as reflected in the creation of certain new positions
contained in Attachment A to Ordinance 12013* shall retain the employee’s career service
status and rights while holding such exempt position and have the restoration rights set
forth in this section. This provision is not intended to provide the career service employee
with a right to the exempt position. But, such employee, if selected for the exempt position,
could be terminated from the position only for just cause.

G. A career service employee who accepts a transfer or promotion to an exempt
position before December 1, 1979, shall, upon separation from the exempt position, be
allowed to re-enter career service at a position comparable in terms of responsibilities and
salary or wage (including normal cost-of-living increases) to the career service position
formerly held by the employee. A career service employee accepting such a transfer or
promotion on or after December 1, 1979, shall have such a right to restoration, but only if:

1. The right to restoration is exercised within four calendar years from the effective
date of the transfer or promotion to an exempt position; and

2.a. the former appointing authority, at the appointing authority's discretion,
approves the restoration within the limits of available authorized positions; or

b. a different appointing authority, having jurisdiction over comparable authorized
positions, and at the different appointing authority's discretion, approves the restoration
within the limits of available authorized positions.

H. Matters involving wages and hours, including but not limited to minimum wage
and overtime compensation, shall be determined in accordance with applicable state and
federal laws and regulations.

|. Overtime work may be authorized by the department director where necessary to
maintain or perform vital county services and shall be paid in accordance with appropriate
state and federal law.

J. If a county agency or the benefits, payroll and retirement operations section of
the finance and business operations division has determined that an overpayment of wages
to a nonrepresented employee has occurred, the agency or the benefits, payroll and
retirement operations section of the finance and business operations division shall provide
written notice to the nonrepresented employee consistent with state law.

K. The following adjudicative process is available, subject to subsection K.1. though
12. of this section, after a decision regarding a nonrepresented employee's challenge to an
initial determination of an overpayment of wages:

1. A nonrepresented county employee who is dissatisfied with the decision
regarding the employee's challenge to the overpayment determination must submit to the
manager of the benefits, payroll and retrement operations section of the finance and



business operations division a written request for an adjudicative proceeding consistent
with RCW 49.48.210;

2. The request must comply with RCW 49.48.210:

3. A county agency's determination concerning an overpayment to a
nonrepresented employee shall be final if the nonrepresented employee fails to request an
adjudicative proceeding in the manner prescribed by RCW 49.48.210;

4. The manager of benefits, payroll and retirement operations section of the
finance and business operations division shall log the date and time of the request and
forward the request to the agency and to the manager of the finance and business
operations division, who shall be responsible for the adjudicative proceeding;

5. Within forty-five business days of receipt of the nonrepresented employee's
written request for an adjudicative hearing, the manager of the finance and business
operations division shall conduct an adjudicative hearing to review the decision regarding
the challenge to the overpayment determination and to determine the final amount of the
overpayment, if any, received by the nonrepresented employee. However, the manager of
the finance and business operations division may, under extenuating circumstances,
schedule the adjudicative hearing at a time that is more than forty-five days after the receipt
of the request for a hearing. The manager of the finance and business operations division
shall set the time and place of the hearing and give not less than fifteen business days
advance written notice to all parties; notice to the nonrepresented employee shall be by
certified mail, return receipt requested;

6. At the hearing, evidence may be presented by the nonrepresented employee,
the agency and the benefits, payroll and retirement operations section of the finance and
business operations division, but any documents must be provided to the other parties at
least five business days before the hearing;

7. If the nonrepresented employee fails to attend or participate in the hearing, upon
a showing of valid service, the manager of the finance and business operations division
may enter an administrative order declaring the amount claimed, in the notice sent to the
employee after the employer's review of the employee's challenge to the overpayment
determination, to be assessed against the employee and subject to collection action by the
employer as provided in RCW 49.48.200;

8. Within thirty business days after the hearing, the manager of the finance and
business operations division shall issue an administrative order that determines the final
amount of the overpayment, if any, received by the nonrepresented employee. The
manager of the finance and business operations division shall send a copy of the
administrative order, by certified mail, return receipt requested, to the nonrepresented
employee at the employee's last known address, to the agency and to the manager of
benefits, payroll and retirement operations section of the finance and business operations
division; however, the manager of the finance and business operations division may, under
extenuating circumstances, issue an administrative order more than thirty days after the
hearing;

9. The administrative order issued by the manager of the finance and business
operations division shall be final;

10. Once a final administrative order determining the final overpayment amount
owed by the nonrepresented employee has been entered, a payroll deduction to recover
the overpayment may begin as authorized by state law;

11. Nothing in this section precludes an agency or the benefits, payroll and
retirement operations section of the finance and business operations division from entering
into a voluntary agreement with a nonrepresented employee to repay any overpayment of
wages, consistent with state law; and

12. The manager of the finance and business operating division may be recused
from conducting an adjudicative hearing, at the manager’s discretion, to avoid any real



conflict of interest. If this occurs, the county administrative officer or designee shall assume
responsibility for the hearing. (Ord. 18618 § 77, 2017: Ord. 17895 § 1, 2014. Ord. 16735
§ 5,2009: Ord. 16339 § 5, 2008: Ord. 12014 § 15, 1995).

*Available in the King County Archives.

3.12.123 Weapons. The council desires to continue the weapons policy
established by the Municipality of Metropolitan Seattle prior to assumption of metropolitan
functions on January 1, 1994, by the county and continued by the council during the 1994
- 1995 ftransition period. The council recognizes that employees in the Metro transit
department interact daily with the public in providing public transportation services, are
expected to avoid any potentially volatile situation or confrontation, and are required to
contact the appropriate authority for assistance when necessary. In conjunction with the
behavior expected of such employees, it is also the policy that the use, threatened use, or
possession of a weapon concealed, licensed or otherwise, by such an employee while in
the performance of the employee’s official duties or while on county property is strictly
prohibited and will result in termination. This policy does not apply to commissioned police
officers under contract with or employed by the county for investigatory, undercover or
enforcement reasons. (Ord. 18777 § 12, 2018: Ord. 18618 § 78, 2017: Ord. 12014 § 34,
1995).

3.12.125 Change in work week -- adjustment to sick leave and vacation
accruals.

A. Notwithstanding any other provision of this chapter, in the event the number of
hours in the standard work week of a position occupied by a full-time regular employee,
part-time regular employee or, term-limited temporary employee is increased, the sick
leave and vacation leave accruals of such employee at the time of the increase shall be
adjusted upward so as to insure that the equivalent number of sick leave and vacation leave
days accrued does not change. For example, if the standard work week of such a position
is increased from thirty-five to forty hours, and if at the time of such change the employee
occupying the position had accrued seven hours of sick leave, the sick leave accrual of that
employee would be adjusted upward to eight hours. This section shall apply to all
employees eligible for comprehensive leave benefits occupying positions where the
standard work week of the position was increased on or after July 1, 1991. After such an
increase, such employees shall accrue vacation and sick leave in accordance with the
otherwise applicable provisions of K.C.C. chapter 3.12.

B. Separate accounts shall be maintained for any vacation or sick leave accrued
before an increase in the number of work-week hours. The "adjusted leave account” shall
be used for leave accrued before an increase in the number of work-week hours. The
"unadjusted leave account" shall be used for leave accrued subsequent to an increase in
the number of work-week hours. Leave in the adjusted leave account shall be used first.

C. Inthe event the number of work-week hours is reduced for any employee whose
vacation and sick leave accruals have been adjusted upward under the terms of this
section, the remaining hours in the adjusted leave account shall be reduced in the same
proportion as the work-week hours are reduced. Under no circumstances shall the
adjusted leave account be reduced by a greater proportion than the proportion of the
previous upward adjustment. Any leave accrued in the unadjusted leave account shall not
be affected by this reduction.

D. No adjustment to reduce sick leave or vacation accruals for a furloughed
employee shall be made as a result of a budgetary furlough. (Ord. 18621 § 3, 2017: Ord.
16735 § 6, 2009: Ord. 16339 § 6, 2008: Ord. 12943 § 3, 1997: Ord. 12077 § 3, 1995).



3.12130 Salary ordinance. The executive shall prepare and submit a
recommended salary ordinance to the council, which shall adopt a salary ordinance. The
salary ordinance shall establish a standardized salary schedule for all classifications,
excluding classifications for temporary employees other than provisional employees and
probationary employees, part-time employees, administrative interns, elected officials and
employees of the council. (Ord. 12014 § 16, 1995).

3.12.140 Cost-of-living increase. Cost-of-living increases as passed by the
council annually for county employees shall include elected officials whose salaries are not
set by the state. (Ord. 4324 § 38, 1979).

3.12.150 Compensation other than salary and wages. Compensation may
include items other than salary and wages, including but not limited to rent subsidized
housing, utility costs, meals at reduced rates. (Ord. 4324 § 37, 1979).

3.12.160 Unemployment compensation. All services performed for the county
by county employees subsequent to December 31, 1977, shall be deemed to be services
in employment subject to the provisions of the State Unemployment Compensation Law,
RCW Title 50, as amended. The unemployment compensation program of the county shall
be administered, with respect to such services in employment, in accordance with the
mandatory provisions of RCW Title 50, as amended. In the event that the mandatory
coverage feature of state law ceases, through judicial decision or otherwise, to be in
compliance with valid and constitutional federal law, the county may legislate a self-insured
form of unemployment compensation. (Ord. 4324 § 34, 1979).

3.12.170 Equal pay for equal work—policy--findings. It is the general policy of
the county that compensation for all county employees shall be equitably provided on the
basis of equal pay for equal work consistent with state and federal law. The council finds
that federal, state and local laws against discrimination provide adequate and appropriate
remedies for any pay that is unequal on the basis of unlawful discrimination. Consistent
with state and federal law, the equal pay policy in this section is intended to set forth general
county policy for equitable pay in county government. Pay for represented employees is
determined in accordance with the collective bargaining procedures established by law.
This section shall not affect the collective bargaining position of the exclusive bargaining
representatives of any employee or of the county. This general equal pay policy does not
constitute an express or implied contract; it is a general statement of county policy that
cannot form the basis of a private right of action. (Ord. 14801 § 1, 2003: Ord. 12014 § 17,
1995).

3.12.180 Equality of county employment - reporting requirements.
A. For purposes of this section:

1. "County work force" means persons employed by King County executive
depariments;

2. "Job group" means a grouping of jobs as defined by the United States
Department of Labor;

3. "Labor force availability rate" means the percentage of persons of color or
women with requisite job skills in King County as reported by the United States Census
Bureau;

4. "Persons of color" means persons in each of the following groups: Blacks;
Hispanics, Asian/Pacific Islanders; and Native Americans; and

5. "Placement goal"” shall equal the labor force availability rate.



B. The county is an equal opportunity employer and shall carry out federal, state
and local laws and regulations prohibiting discrimination in employment on the basis of
race, color, religion, religious affiliation, creed, national origin, ancestry, sex, sexual
orientation, gender identity or expression, age (except by minimum age and retirement
provisions), marital status, honorably discharged veteran or military status, or the presence
of a sensory, mental or physical disability. Further, it is the intent of the county to ensure
that employment is based on the principle of equal opportunity and that such a principle
shall be implemented in all county personnel-related actions including, but not limited to,
recruitment, hiring, testing, training, promotion, compensation, transfer and all other terms
and conditions of employment in all job classifications.

C. In order to comply with federal contracting requirements and to ensure equal
opportunity for all persons, all county departments shall establish and maintain an
effective equal employment opportunity affirmative action plan, as adopted by the council
by ordinance. Such an equal employment opportunity affirmative action plan shall
promote the objectives of public policy set forth in applicable federal and state laws
relating to nondiscrimination, equal employment opportunity, affirmative action and civil
rights. Specifically, the plan shall promote the objectives of the State Law Against
Discrimination, chapter 49.60 RCW (applicable parts), and provisions of the Washington
Administrative Code adopted thereunder. As part of the county's equal employment
opportunity affirmative action plan, the executive shall submit by June 1 of every fourth
year, commencing with 2018, a proposed ordinance for the approval of an equal
employment opportunity affirmative action plan pertaining to executive county
departments and agencies to be approved, or modified, by the council by ordinance, or
rejected by the council, by January 1 following the plan's submittal to council. The equal
employment opportunity affirmative action plan shall include:

1. Information related to county work force statistics, which shall include:

a. a comparison of labor force availability for women and persons of color to the
county's actual labor force for women and persons of color as a summary across all
departments. The plan shall also compare labor force availability for women and persons
of color to the county's actual labor force for women and persons of color by departments
and job group. The plan shall also summarize the percentage of total goal setting areas
which meet or exceed the labor force availability rate;

b. a summary of the county work force by job group and by race and gender;

c. a discussion of the methodology by which the labor force availability and
county work force data is developed and a listing of the county job classifications that are
included in each job group;

d. the total number of persons with disabilities in each job group within the
county work force and the total number of persons with disabilities by department
voluntarily reported by individuals for equal employment opportunity affirmative action
purposes. The plan shall include the number of positions for which an accommodation is
currently in effect;

e. the total number and percentage of employees by salary range and by race
and gender. Salary ranges shall be reported in a manner consistent with the equal
employment opportunity data reported by the United States Census Bureau. The plan
shall include data reported by the United States Census bureau on the total number and
percentage of the labor force working in King County by salary range and by race and
gender;

f. an analysis by race and gender of the positions filled by promotion during the
prior plan period. For the purposes of this subsection, "promotions" means those
instances in which an individual advances in salary level because the individual changed
to a position with a higher pay range assignment;



g. a summary by year for the prior plan period on executive branch
discrimination complaints by basis of complaint and complaint status. The summary shall
also include data by department on the number of complaints filed by complaint type and
the number of people filing complaints: and

h. historical data on the county work force by race and gender. Historical data
before 2014 is required only to the extent it is readily available;

2. Placement goals for the plan period. For those job groups within departments
where the actual number of women and persons of color employed is less than projected
by labor force availability, a placement goal by race and gender shall be established for
the entire plan period. A placement goal shall equal the labor force availability rate.
Placement goals are used to measure progress toward achieving equal employment
opportunity. Placement goals may not be quotas, which must be met, nor do they create
set-asides for specific groups. Placement goals may hot be used to supersede merit
selection principles. Further, existence of a placement goals does not constitute evidence
of discrimination. If a placement goal has been established, the plan shall identify the
labor force availability rate;

3. Implementation plans for departments. Each implementation plan shall:

a. identify the activities proposed each year during the plan period to meet the
department's placement goals. The plan shall discuss how the proposed activities will
help the department achieve its placement goals;

b. identify the activities proposed during the plan period by year to recruit, retain
and promote women and persons of color in the work force; and

c. identify the specific activities during the plan period, by year, that each
department will undertake to increase its hiring, retention and promotion of persons with
disabilities; and

4. A'summary of the results of the prior equal employment opportunity affirmative
action plan, which shall include:

a. Adescription of the progress of each department in completing the activities
listed in subsection C.3. a. through c. of this section proposed in the previous
implementation plan. The outcomes of each activity shall be reported. The department
of human resources shall provide an evaluation of the effectiveness of each department's
implementation activities during the plan period;

b. the status of each placement goal established in the prior equal employment
opportunity affirmative action plan. For each identified placement goal, the status report
shall report the:

(1) labor force availability rate;

(2) total number of positions filled for the corresponding job group within a
department;

(3) of the total number reported under subsection C.4.b.(2) of this section, the
number of positions that were filled by each race and gender category; and

(4) an actual hiring rate for each race and gender category calculated by
dividing the number of positions filled by the number of positions filled by each race and
gender category; and

c. a separate listing of those placement goals for the plan period that were not
achieved. Placement goals are considered not achieved when the actual hiring rate is
less than the availability rate for the overall plan period. For each placement goal not
achieved, the plan shall provide an analysis of why the goals were not met including
whether the planned implementation activities were completed. Placement goals shall
only be considered not achieved in those instances in which the total number of hires is
large enough such that it is statistically reasonable to expect under conditions of equal
employment opportunity that the number of hires by race and gender will reflect work
force availability.



D. A progress report on each year's placement goals and implementation plans
shall be delivered to the council annually on June 1. Eleven copies of the report shall be
filed with the clerk of the council, for distribution to all councilmembers. For each category
where a placement goal is established, the following shall be reported:

1. Labor force availability rates as proposed in the equal employment opportunity
affirmative action plan by department, job group, race and gender;

2. Data by department and job group of the total number of positions filled;

3. For each department and job group, the number of positions that were filled
by each race and gender category;

4. For each department and job group, the percentage of positions that were
filled by each race and gender category;

5. A separate listing of placement goals not achieved. Placement goals are
considered not achieved when the availability rates are greater than the hiring rates.
Placement goals shall only be considered not achieved in those instances in which the
total number of hires is large enough such that it is statistically reasonable to expect under
conditions of equal employment opportunity that the number of hires by race and gender
will reflect work force availability;

6. Beginning in the second year, cumulative data for the plan period for the
information required under subsection D. 1. through 5. of this section; and

7. The status of each activity proposed in each department's implementation plan
as required by subsection C.3. a. through c. of this section. The progress report shall
include updates to the implementation plans in order that the plans consist of more than
repeating the same activities which have previously produced inadequate results.

E. The executive shall submit a proposed ordinance approving a new four-year
equal employment opportunity affirmative action plan to the council within twelve months
of the publication of the appropriate data from the ten-year United States census. (Ord.
18793 § 10, 2018: Ord. 18635 § 15, 2017: Ord. 17631 § 1, 2013: Ord. 15777 § 1, 2007:
Ord. 12014 § 18, 1995).

3.12.184 Ruth Woo emerging leaders fellowship.

A. The Ruth Woo emerging leaders fellowship is hereby created. The fellowship
shall be a paid, full-time, term-limited temporary position and shall be awarded to a
person who has demonstrated a commitment to public service. Priority in selection will
be given to economically disadvantaged college graduates from backgrounds that have
historically lacked equitable access to education, employment, and professional
development opportunities. There shall be at least five fellows at a time in county
employment, who shall serve for a term of one year.

B. The fellow shall be an employee of the department of human resources. The
fellow shall be assigned to work in various county agencies for periods of three to four
months at a time with the written approval of the presiding elected official or designee of
such agency. The assignments shall include periods with the council and with
executive branch agencies. While assigned to an agency the fellow shall be subject to
the administrative supervision of that agency.

C. The Ruth Woo fellow shall have the following responsibilities:

1. Assignments may include following a piece of legislation through the
legislative process, preparing briefings, correspondence or other documents,
communicating with constituents and other county departments, assisting in outreach
and executive branch policy administration;

2. The work in the branches and departments shall include:

a. working on projects related to each branch or department and seeing them
to completion;



b. experiencing buy directly working on how policies are developed and
implemented and how they relate to the communities served by the county;

c. participating in internship orientations, workshops and policy exercises: and

d. maintaining professional, nonpartisan conduct.

D. Each agency shall reimburse the department of human resources for the cost
of the fellow for the period assigned to the agency.

E. Annually, a committee to review applicants for the fellowship shall be formed,
composed of members appointed by the executive and the chair of the council. The
committee shall recommend to the department of human resources criteria for the
selection of applicants, shall screen, interview and score the applicants and shall
recommend to the department of human resources appointment of the fellow. (Ord.
18839 § 1, 2018: Ord. 18793 § 11, 2018: Ord. 18572 § 1, 2017).

3.12.187 Apprenticeship training program.

A. The King County council finds as a fact that minorities, women and disabled
persons are underrepresented in the construction trades. The council also finds as a fact
that a major reason for the underrepresentation of minorities, women and disabled
persons in the construction trades is the lack of opportunity for those persons to serve
apprenticeships in state-approved apprenticeship programs designed to have them earn
the hours necessary to reach journey-level status. Further, the council finds that the
traditional methods for persons to find opportunities as apprentices in the construction
trades serve as a barrier to minorities, women and disabled persons. Therefore, the
council finds that the temporary employment of these individuals as construction trade
apprentices enrolled in state-approved apprenticeship programs will serve to benefit the
public by assisting minority, women and disabled persons gain entry to the construction
trades by their earning a portion of the hours needed to reach the journey level while
placed with King County.

B. Notwithstanding any King County ordinance to the contrary, persons who are
enrolled in state approved apprenticeship programs and are employed by King County to
earn hours to complete such apprenticeship programs, shall be classified as temporary
employees. Such person shall be entitled to only such rights, working conditions and
benefits as are granted by ordinance to other temporary employees of King County.

C. All persons who are enrolled in state approved apprenticeship programs and
who are employed by King County to earn hours towards completing such programs shall,
prior to becoming a temporary employee of King County, sign a sworn statement, in
substantially the same form contained in Attachment A to Ordinance 11149° and
indicating an understanding as to the temporary nature of the employment, the absence
of career service rights and entitlements, the right of the county to terminate employment
at any time without just cause, the absence of appeal rights for any action pertaining to
appointment, promotion, suspension, discipline, reduction in pay or rank, removal and the
absence of the right to grieve under any collective bargaining agreement, and recognition
and understanding that upon termination of temporary employment no right exists to any
career service or other position with King County.

It shall be the responsibility of the department of human resources to retain the
originals of such sworn statements.

D. If any provision of this section or its application to any person or circumstance
is held invalid, the remainder of the section or the application of the provision to other
persons or circumstances is not affected. (Ord. 18793 § 12, 2018: Ord. 11149 § 1-4,
1993).

*Available in the King County Archives.



3.12.188 Transit passes.

A. Employees eligible for comprehensive leave benefits under this chapter,
administrative interns, volunteer interns, work study students, AmeriCorps members and
eligible department of transportation or Metro transit department retirees shall be issued
a transit pass entitling the holder to ride without payment of fare on public transportation
services operated by or under the authority of the county. In addition, those employees
shall be entitled to use the transit pass to ride without payment of fare on public
transportation services operated by or under the authority of Pierce Transit, Kitsap
Transit, Sound Transit, Everett Transit and Community Transit, subject to agreements
with such agencies as may be entered into by the executive. Use of transit passes shall
be restricted to such employees, administrative interns, volunteer interns, work study
students, AmeriCorps members and department of transportation or Metro transit
department retirees and any unauthorized use shall, at a minimum, result in forfeiture of
the passes. With the exception of administrative interns, volunteer interns, work study
students and AmeriCorps members, employees not eligible for comprehensive leave
benefits under this chapter shall not receive transit passes or any transit pass subsidy.

B. The executive shall cause an appropriate survey to be conducted biennially of
the use of public transportation services by county employees and volunteer interns.
Based on the results of the survey, the projected usage of public transportation services
by county employees, the county’s commute trip reduction objectives and other factors
determined appropriate by the executive, the executive shall recommend in the annual
budget an amount to be paid to the public transportation operating account for transit
passes. The amount recommended by the executive shall not include any payment for
transit passes for commissioned police officers, eligible department of transportation or
Metro transit department retirees and employees whose positions are determined by the
director of the Metro transit department to be dedicated exclusively to the public
transportation function. The final amount to be transferred to the public transportation
operating account for transit passes shall be determined by the council as part of the
annual budget and appropriation process consistent with the requirements of the King
County Charter and applicable state law.

C. For purposes of this section, "eligible department of transportation or Metro
transit department retiree" means an employee eligible for comprehensive leave under
this chapter who:

1. Separates from employment with the county before January 1, 2019, while
holding a position in the department of transportation determined by the director of the
department of transportation to be dedicated exclusively to the public transportation
function or separates from employment with the county on or after January 1, 2019, while
holding a position in the Metro transit department determined by the director of the Metro
transit department to be dedicated exclusively to the public transportation function; and

2. On the date of the separation is eligible to receive benefits from a retirement
system established pursuant to state law. (Ord. 18777 § 13,2018 Ord. 18621 § 4, 2017
Ord. 18197 § 2, 2015: Ord. 17398 § 1, 2012: Ord. 17197 § 1, 2011: Ord. 16054 § 2,
2008: Ord. 12933 § 2, 1997: Ord. 12077 § 6, 1995: Ord. 12014 § 36, 1995).

3.12.190 Vacation leave.
A. Employees eligible for comprehensive leave benefits shall accrue vacation
leave benefits as described in and further qualified by this section.

Months of Service

Hourly Accrual Rate

Approximate Days/Year

0 0.04620 12.01200
60 0.05770 15.00200
96 0.06160 16.01600




120 0.07700 20.02000
192 0.08080 21.00800
204 0.08470 22.02200
216 0.08850 23.01000
228 0.09240 24.02400
240 0.09620 25.01200
252 0.10010 26.02600
264 0.10390 27.01400
276 0.10780 28.02800
288 0.11160 29.01600
300 0.11540 30.00400

B. Vacation accrual rates for an employee who works other than the full time
schedule standard to the employee’s work unit shall be prorated to reflect the employee’s
normally scheduled work week. No adjustment to vacation accrual rates for a furloughed
employee shall be made as a result of a budgetary furlough.

C. Employees eligible for vacation leave shall accrue vacation leave from their
date of hire into a benefit eligible position.

D.1. Employees hired before December 31, 2017, who are eligible for vacation
leave may accrue up to four hundred eighty hours of vacation leave, prorated to reflect
their normally scheduled work schedule.

2. Employees hired January 1, 2018, or thereafter, who are eligible for vacation
leave may accrue up to three hundred twenty hours of vacation leave, prorated to reflect
their normally scheduled work schedule.

3. All employees shall use vacation leave beyond the employee's maximum
accrual amount before December 31 of each year. Failure to use vacation leave beyond
the employee’'s maximum accrual amount shall result in forfeiture of the vacation leave
beyond the employee's maximum accrual amount unless the appointing authority has
approved a carryover of the vacation leave because of cyclical workloads, work
assignments or other reasons as may be in the best interests of the county.

E. Employees eligible for comprehensive leave benefits may use vacation leave
hours in the pay period after they are accrued. Employees who leave county employment
before successfully completing their first six months of county service shall forfeit their
vacation leave hours and are excluded from the payout provisions in this section.

F. A furloughed employee shall not be eligible to take or be paid for vacation in
lieu of taking a budgetary furlough day.

G. In lieu of the remuneration for fifty percent of unused accrued vacation leave
at retirement, the director may, with equivalent funds and in accordance with the
procedures in K.C.C. 3.12.220.G.2.b, provide eligible employees with a voluntary
employee beneficiary association plan that provides for reimbursement of retiree and
other qualifying medical expenses.

H. An employee who is eligible for comprehensive leave benefits shall be paid for
accrued vacation leave to the employee's date of separation up to the employee's
maximum accrual amount if the employee has successfully completed the employee’s
first six months of county service and is in good standing. Except with the written approval
of the executive, the position, if vacated by a nonrepresented employee, shall not be filled
until salary savings for the position are accumulated in an amount sufficient to pay the
cost of the cash out. Payment shall be the accrued vacation leave multiplied by the
employee’s rate of pay in effect upon the date of leaving county employment less
mandatory withholdings.

l. Employees shall not work for compensation for the county in any capacity during
the time that the employees are on vacation leave.



J. For employees covered by the overtime requirements of the Fair Labor
Standards Act, vacation leave may be used in fifteen-minute increments, at the discretion
of the appointing authority.

K. In cases of separation from county employment by death of an employee with
accrued vacation leave and who has successfully completed the employee’s first six
months of county service, payment of unused vacation leave up to the employee's
maximum accrual amount shall be made to the employee's estate, or, in applicable
cases, as provided for by state law, Title 11 RCW. Except with the written approval of
the executive, the position, if vacated by a nonrepresented employee, shall not be filled
until salary savings for the position are accumulated in an amount sufficient to pay the
cost of the cashout.

L. If an employee resigns from a full-time regular or part-time regular position with
the county in good standing or is laid off and subsequently returns to county employment
within two years from the resignation or layoff, as applicable, the employee's prior county
service shall be counted in determining the vacation leave accrual rate under subsection
A. of this section. (Ord. 18727 § 4, 2018: Ord. 18621 § 5, 2017: Ord. 18618 § 79, 2017:
Ord. 16735 § 7, 2009: Ord. 16592 § 1, 2009: Ord. 16339 § 7, 2008 Ord. 12943 § 4,
1997: Ord. 12422 § 1, 1996: Ord. 12014 § 19, 1995).

3.12.200 Leave - examinations. Employees eligible for comprehensive leave
benefits shall be entitled to necessary time off with pay for the purpose of taking county
qualifying or promotional examinations. This shall include time required to complete any
required interviews. (Ord. 18621 § 6, 2017: Ord. 12943 § 5, 1997: Ord. 12077 § 4, 1995).

3.12.210 Leave - bereavement.

A. Employees eligible for comprehensive leave benefits shall be entitled to up to
five working days, with a maximum of forty hours, of bereavement leave for each death
of the following family members: the employee's spouse or domestic partner; the parent,
grandparent, child, son or daughter-in-law, grandchild or sibling of the employee, the
employee's spouse or the employee's domestic partner; or the employee's legal guardian,
ward or any person whom the employee has legal custody. Part-time employees'
bereavement leave benefits shall be prorated to reflect their work week.

B. A furloughed employee shall not be eligible to take or be paid for bereavement
leave in lieu of taking a budgetary furlough day.

C. Employees who are not eligible for comprehensive leave benefits may be
granted leave without pay or be allowed to use compensatory time, if available, for
bereavement leave.

D. In the application of any of subsections A., B. and C. of this section, holidays
or regular days off falling within the prescribed period of absence shall not be charged.

E. Any additional paid leave, including sick leave, may be approved by mutual
agreement between the county and the employee. (Ord. 18727 § 5, 2018: Ord. 18621 §
7,2017: Ord. 16735 § 8, 2009: Ord. 16339 § 8, 2008: Ord. 12943 § 6, 1997: Ord. 12052
§ 1, 1995).

3.12.215 Leave - organ donors.

A.1. The appointing authority shall allow an employee eligible for comprehensive
leave benefits who is voluntarily participating as a donor in a life-giving or life-saving
procedure such as, but not limited to, a bone marrow transplant, kidney transplant or
blood transfusion to take five days paid leave without having the leave charged to family
leave, sick leave, vacation leave or leave of absence without pay, but only if the employee:

a. gives the appointing authority reasonable advance notice of the need to
take time off from work for the donation of bone marrow, a kidney or other organs or



tissue where there is a reasonable expectation that the employee’s failure to donate
may result in serious illness, injury, pain or the eventual death of the identified recipient;
and
b. provides written proof from an accredited medical institution, organization or

individual as to the need for the employee to donate bone marrow, a kidney or other
organs or tissue or to participate in any other medical procedure where the participation
of the donor is unique or critical to a successful outcome.

2. A furloughed employee shall not be eligible to take or be paid for an organ
donor leave in lieu of taking a budgetary furlough day.

B. Time off from work for the purposes set out above in excess of five working
days shall be subject to existing leave policies in this chapter or in any applicable
collective bargaining agreement. (Ord. 18621 § 8, 2017: Ord. 16735 § 9, 2009; Ord.
16339 § 9, 2008: Ord. 12014 § 20, 1995).

3.12.218 Leave - smallpox vaccinations.

A. Any employee who is immunized for smallpox and who subsequently misses
work for medical reasons related to the smallpox immunization shall be granted paid leave
without having such charged to vacation or sick leave for the period the employee is
unable to work due to medical complications from the immunization. Paid leave shall be
granted if:

1. The employee is a member of one or more categories of individuals covered
by a declaration by the United States Secretary of Health and Human Services specifying
the administration of smallpox countermeasures.

2. The employee has been authorized by the county to receive the immunization
in order to participate in the county's response under Section 304 of the Homeland
Security Act.

B. Any part of the leave that is covered by worker's compensation time loss shall
be paid from that fund. If the amount of worker's compensation time loss payment is less
than the employee's regular net pay, the county will supplement the time loss payment
up to the level needed to equal the employee's regular net pay.

C. A furloughed employee shall not be eligible to take or be paid for smallpox
vaccination leave in lieu of taking a budgetary furlough day. However, any part of the
leave that is covered by worker's compensation time loss shall be paid from that fund.
(Ord. 16735 § 10, 2009: Ord. 16339 § 10, 2008: Ord. 14591 § 2, 2003).

3.12.219 Parental leave program.

A. Employees eligible for comprehensive leave benefits who have been employed
with the county for at least six months of continuous service at the time of a birth, adoption
or foster-to-adopt placement of a child, and are either nonrepresented or represented by
a union that has signed a paid parental leave memorandum of agreement with the county,
are eligible for up to twelve weeks of paid parental leave.

B. If both parents work for King County, then each employee is entitled to up to
twelve weeks of paid parental leave.

C. An employee’s supplemental paid parental leave benefit shall be calculated
based on the employee’s accrued paid leave balances at the time of the qualifying event.
The employee shall receive the equivalent of the employee's full salary for up to a total of
twelve weeks, when combined with the employee's accrued leaves, except for one week
of sick leave and one week of vacation leave, or the equivalent for benefit time off. For
example, if an employee has two weeks of accrued vacation and three weeks of accrued
sick leave at the time of the qualifying event, the employee shall be granted nine weeks
of supplemental paid leave, bringing the total available paid parental leave to twelve
weeks.



D. An employee may use supplemental paid leave and accrued paid leave in any
order and is not required to use any of the accrued paid leave as paid parental leave.

E. An employee on paid parental leave shall be compensated at the employee's
base pay rate.

F. An employee should provide notice to the designated representative of the
employee's department that the employee intends to participate in the program. The
notice should meet the notice requirements for taking family and medical leave under
federal law.

G. Paid parental leave must begin and end within twelve months after the
qualifying event.

H. The employee and the employee's supervisor shall agree upon a schedule for
taking paid parental leave that is consistent with the county's operational needs. An
employee may use the paid parental leave on a part-time or intermittent basis as long as
it is consistent with the county's operational needs and is approved in writing by the
supervisor before the leave begins.

|. Paid parental leave shall run concurrently with King County family and medical
leave, as well as federal and state family and medical leave, to the extent permitted by
law.

' J. During the time that an employee is on leave in the program, the employee's
job shall be protected to the same extent that an employee's job is protected while the
employee is on family or medical leave under federal or state law. No retaliatory action
may be taken against an employee for participating or planning to participate in the
program or for exercising the employee's rights under this ordinance. In particular,
permission to use accrued paid leave shall not be denied or delayed on the basis that the
employee intends to participate in the program. This is a general statement of county
policy that cannot form the basis of a private right of action.

K. Taking leave under the paid parental leave program shall not affect an
employee's health benefits or an employee's accrual of paid leave, which shall continue
during the period of paid parental leave.

L. Employees shall not be compensated in any manner for not using the
supplemental paid parental leave.

M. An employee who does not return to work for at least six months of continuous
service following the paid parental leave, shall be required to reimburse King County for
the supplemental paid parental leave funds received. (Ord. 18727 § 6, 2018: Ord. 18621
§ 9, 2017: Ord. 18408 § 2, 2016).

3.12.220 Sick leave and time off for medical and family reasons.

A.1. Except for employees covered by subsection A.3. of this section, employees
eligible for comprehensive leave shall accrue sick leave benefits at the rate of 0.04616
hours for each hour in pay status exclusive of overtime up to a maximum of eight hours
per month; except that if an hourly employee works in excess of seventy-four hours in
one week, the employee shall accrue sick leave at the rate of 0.025 hours for each hour
worked in excess of seventy-four. No adjustment to reduce sick leave accruals for
furloughed employee shall be made as a result of a budgetary furlough.

2. Short-term temporary employees and administrative interns shall accrue sick
leave at the rate of 0.025 hours for each hour in pay status.

3. Employees who are members of the Law Enforcement Officers and
Firefighters (LEOFF) 1 retirement system and short-term temporary employees who are
employed in social service programs designed to help youth gain basic work training
skills, such as Work Experience (WEX) participants and Division of Youth Services (DYS)
youth employment workers, shall not accrue sick leave.

B. Employees are entitled to use sick leave after it is accrued.



C. For employees covered by the overtime requirements of the Fair Labor
Standards Act, sick leave may be used in fifteen-minute increments.

D. There shall be no limit to the number of sick leave hours accrued and carried
over to the following year by employees eligible for comprehensive leave benefits. Short-
term temporary employees and administrative interns may carry over forty hours of
unused sick leave to the following year, all other unused accrued sick leave shall be
forfeited.

E. For employees covered by the overtime requirements of the Fair Labor
Standards Act, sick leave may be used in fifteen-minute increments.

F.1. Separation from or termination of county employment except by reason of
retirement or layoff due to lack of work, funds, efficiency reasons or separation for medical
reasons, shall cancel all sick leave accrued to employees eligible for comprehensive
leave benefits as of the date of separation or termination.

2. Separation from, retirement from or termination of county employment shall
cancel all sick leave accrued to short-term temporary employees and administrative
interns as of the date of the separation, retirement or termination.

3. Should an employee return to county employment within two years, accrued
sick leave shall be restored. If a retiree is rehired, that employee is not entitled to have
any sick leave restored.

G.1. Except for short-term temporary employees, administrative interns, and
employees covered by the Law Enforcement Officers and Firefighters (LEOFF) 1
retirement system, employees eligible to accrue sick leave who have successfully
completed at least five years of county service and who retire as a result of length of
service or who terminate by reason of death shall be paid, or their estates paid or as
provided for by Title 11 RCW, as applicable, an amount equal to thirty-five percent of
their unused, accumulated sick leave multiplied by the employee’s rate of pay in effect
upon the date of leaving county employment less mandatory withholdings. This
provision is predicated on the requirement that, except with the written approval of the
executive, the position, if vacated by a nonrepresented employee, shall not be filled until
salary savings for the position are accumulated in an amount sufficient to pay the cost of
the cash out. For the purposes of this subsection G.1., "retire as a result of length of
service" means an employee is eligible, applies for and begins drawing a pension from
the Law Enforcement Officers and Firefighters (LEOFF), Public Employees' Retirement
System (PERS), Public Safety Employees' Retirement System (PSERS) or the city of
Seattle Retirement Plan immediately upon terminating county employment.

2.a. In lieu of the remuneration for unused sick leave at retirement, the director
may, with equivalent funds, provide eligible employees with a voluntary employee
beneficiary association plan that provides for reimbursement of retiree and other
qualifying medical expenses. Under K.C.C. 3.12.190.G., in lieu of the remuneration for
fifty percent of unused vacation leave at retirement, the director may also fund the
voluntary employee beneficiary association plan.

b. The director shall adopt procedures for the implementation of all voluntary

employee beneficiary association plans. Ata minimum, the procedures shall provide that:

(1) each group of employees hold an election to decide whether to implement

a voluntary employee beneficiary association plan for a defined group of employees. The

determination of the majority of voting employees in a group shall bind the remainder.

Elections for represented employees shall be conducted by the appropriate bargaining

representative.  Elections for nonrepresented employees shall be conducted in
accordance with procedures established by the director;

(2) the director has discretion to determine the scope of employee groups

voting on whether to adopt a voluntary employee beneficiary association plan. The



director shall consult with bargaining representatives and elected officials in determining
the scope of voting groups;

(3) any voluntary employee beneficiary association plan implemented in
accordance with this subsection G.2. complies with federal tax law. Disbursements in
accordance with this subsection G.2. shall be exempt from withholdings, to the extent
permitted by law; and

(4) employees shall forfeit remuneration under subsection G.1. and 2. of this
section if the employee belongs to a group that has voted to implement a voluntary
employee beneficiary association plan and the employee fails to execute forms that are
necessary to the proper administration of the plan within twelve months of retirement by
reason of length of service, as defined in subsection G.1. of this section.

H.1. An employee must use all of the employee’s accrued sick leave and any
donated sick leave before taking unpaid leave for the employee’s own health reasons. If
the employee has an injury or iliness that is compensable under the county’s workers
compensation program, then the employee has the option to augment or not augment
wage replacement pay with the use of accrued sick leave. A furloughed employee shall
not be eligible to take or be paid for sick leave in lieu of taking a budgetary furlough day.

2. For a leave for family reasons, the employee shall choose at the start of the
leave whether the particular leave would be paid or unpaid, but when an employee
chooses to take paid leave for family reasons the employee may set aside a reserve of
up to eighty hours of accrued sick leave. A furloughed employee who is on county family
medical leave as provided for in this section shall retain county benefits during furlough
days.

3. An employee who has exhausted all of the employee’s accrued sick leave may
use accrued vacation leave before going on leave of absence without pay, if approved by
the employee’s appointing authority. A furloughed employee shall not be eligible to take
or be paid for vacation leave in lieu of sick leave in lieu of taking a furlough day.

I. Sick leave may be used for the following reasons:

1. An absence:

a. resulting from the employee's mental or physical iliness, injury, or health
condition;

b. to accommodate the employee's need for medical diagnosis, care or
treatment of a mental or physical illness, injury or health condition; or

c. for the employee's need for preventive medical care;

2. To allow the employee to provide care:

a. for a family member with a mental or physical illness, injury or health
condition;

b. for a family member who needs medical diagnosis, care or treatment of a
mental or physical iliness, injury or health condition; or

c. for a family member who needs preventive medical care;

3. When a King County facility is closed by order of public official for any health-
related reason, or when an employee's child's school or place of care is closed by order
of a public official for a health-related reason;

4. For absences that qualify for leave under the domestic violence leave act,
chapter 49.76 RCW,

5. For absences to increase the safety of the employee or a family member when
the employee or a family member has been a victim of trafficking under RCW 9A.40.100;
and

6. For family and medical leave available under federal law, state law or King
County ordinance.

J. For purposes of sick leave, "family member" means any of the following:



1. A child, including a biological, adopted or foster child, a stepchild or a child to
whom the employee stands in loco parentis, is a legal guardian or is a de facto parent,
regardless of age or dependency status, or the child of the employee's domestic partner;

2. The parent of an employee, employee's spouse or employee's domestic
partner. Parent includes:

a. a biological parent;

b. an adoptive parent;

c. a de facto parent;

d. a foster parent;

e. a stepparent;

f. alegal guardian; or

g. a person who stood or stands in loco parentis to the employee, employee's
spouse or employee's domestic partner.

3. A spouse;

4. A domestic partner;

5. A grandparent;

6. A grandchild; or

7. Asibling.

K.1. An employee injured on the job may not simultaneously collect sick leave and
workers’ compensation payments in a total amount greater than the net regular pay of the
employee, though an employee who chooses not to augment the employee’s workers’
compensation wage replacement pay through the use of sick leave shall be deemed on
unpaid leave status.

2. An employee who chooses to augment workers' compensation payments with
the use of accrued sick leave shall notify the safety and workers' compensation program
office in writing at the beginning of the leave.

3. An employee may not collect sick leave and workers' compensation wage
replacement pay for physical incapacity due to any injury or occupational illness that is
directly traceable to employment other than with the county;

L. Management of the employee’s department is responsible for the proper
administration of sick leave benefits. Management of the employee's department may
require an employee to provide reasonable notice of an absence from work, so long as
the notice does not interfere with an employee's lawful use of sick leave.

M. Verification that an employee's use of sick leave is for an authorized purpose
may be required for absences exceeding three days. Verification may not result in an
unreasonable burden or expense on the employee and may not exceed privacy or
verification requirements otherwise established by law. (Ord. 18727 § 7, 2018: Ord.
18621 § 10, 2017: Ord. 18618 § 80, 2017: Ord. 18191 § 3, 2015: Ord. 16735 § 11,
2009: Ord. 16592 § 2, 2009: Ord. 16339 § 20, 2008: Ord. 15557 § 1, 2006: Ord. 13377
§ 3,1998: Ord. 12943 § 7, 1997: Ord. 12422 § 2, 1996: Ord. 12014 § 21, 1995).

3.12.221 Family and medical leave — up to eighteen weeks for certain
circumstances.

A. An employee may take a total of up to eighteen weeks of King County family
and medical leave within a twelve-month period for either the employee's own serious
health condition or to care for a family member with a serious health condition, if the
employee has been employed by the county for twelve months or more and has worked
a minimum of nine hundred ten hours for a thirty-five-hour employee and one thousand
forty hours for a forty- hour employee, and:

1. The family member is the employee's spouse or domestic partner, the
employee's child, a child of the employee's spouse or domestic partner, the parent of the



employee or the employee's spouse or domestic partner, or an individual who stood in
loco parentis to the employee or the employee's spouse or domestic partner; and

2. The reason for the leave is one of the following:

a. the birth of a son or daughter and care of the newborn child, or placement
with the employee of a son or daughter for adoption or foster care, if the leave is taken
within twelve months of the birth, adoption or placement;

b. the care of the employee's child or child of the employee's spouse or
domestic partner whose iliness or health condition requires treatment or supervision by
the employee;

c. the care of a family member with a serious health condition; or

d. any qualifying reason under federal family and medical leave law, 29 U.S.C.
Sec. 2601 et seq., or state family and medical leave law, chapter 49.78 RCW.

B. King County family and medical leave may be taken intermittently to the same
extent permitted under federal and state family and medical leave laws.

C.1. King County family and medical leave shall run concurrently with leave under
29 U.S.C. Sec. 2601 et seq., and chapter 49.78 RCW, and any other leaves that are
available under federal or state law.

2. When leave is taken for the serious health condition of the employee in
conjunction with an occupational injury or illness for which the employee is receiving
workers’ compensation wage replacement payments, the leave shall run concurrently
with leave under the federal and state family and medical leave and King County family
and medical leave.

D. The department is responsible for the proper administration of the King County
family and medical leave benefit. Verification from a health care provider may be required
to certify the health condition of the employee or family member for leave requests.

E. The county shall continue its contribution toward health care benefits when an
employee is on King County family and medical leave, regardless of whether the
employee is in a paid or unpaid status during the leave.

F. An employee who returns from King County family and medical leave within the
time provided in this section is entitled to the same job protection as an employee
returning from leave under 29 U.S.C. Sec. 2601 et seq., subject to reductions-in-force
provisions as specified in K.C.C. 3.12.300.

G. Failure of an employee to return to work by the expiration date of a leave of
absence may be cause for termination of the employee from county service. (Ord. 18191
§ 4, 2015).

3.12.222 Donation of vacation or compensatory hours to nonprofit
organizations.

A. Annually, from the first business day in October through the last business day
in November, an employee eligible for comprehensive leave benefits may sign a written
authorization subject to approval by the employee's department director to convert
accrued vacation or accumulated compensatory hours, or both, into cash to benefit up to
three nonprofit organizations participating in the King County employee annual drive in
accordance with K.C.C. chapter 3.36, of the employee's choice.

B. Notwithstanding K.C.C. 3.12.190, an employee eligible for comprehensive
leave benefits may convert accrued vacation or accumulated compensatory hours, or
both, into cash to benefit natural disaster relief efforts. Upon the occurrence of a natural
disaster and with the exception of the employee annual drive-related period designated
under subsection A. of this section the executive may authorize a forty-five-day
opportunity for employees eligible for comprehensive leave benefits to sign a written
authorization to convert accrued vacation or accumulated compensatory hours, or both,
into cash to benefit up to three nonprofit organizations designated by the executive. The



employee's written authorization is subject to approval by the employee's department
director. The designated nonprofit organization must be a King County employee annual
drive participant in accordance with K.C.C. chapter 3.36. This section shall be
administered in accordance with K.C.C. chapter 3.36.

C. The hours converted under subsection A. or B. of this section must be in full-
hour increments. The employee's donation must be a minimum of four hours and no
more than forty hours per calendar year with the exception of the conditions described in
subsection D. of this section.

D. An employee eligible for comprehensive leave benefits who earned excess
vacation leave or compensatory hours, or both, beyond the amount that may be carried
over into the next fiscal year may donate greater than forty hours under subsection A. or
B. of this section with approval from the employee's department director.

E. All King County [benefit-eligible]* employees eligible for comprehensive leave
benefits may donate in accordance with this section voluntarily.

F. The finance and business operations division shall value the hours donated
under this section based on the regular hourly rate of the employee in effect at the time
the approved conversion authorization is processed. The finance and business
operations division shall process leave donations authorized under subsection A. of this
section within the first two full weeks in December. The finance and business operations
division shall process leave donations authorized under subsection B. of this section
within the first two full weeks after the forty-five-day period designated in accordance with
subsection B. of this section.

G. The net cash value of the accrued vacation or compensatory hours, or both,
after all mandatory withholdings, including, but not limited to, withholding in accordance
with retirement plans, federal income tax and the Federal Insurance Contributions Act,
have been deducted must be distributed by the finance and business operations division
to the designated nonprofit organization or organizations. (Ord. 18727 § 8, 2018: Ord.
17698 § 2, 2013: Ord. 17332 § 11, 2012: Ord. 15558 § 2, 2006).

“Reviser's note: In double parentheses but not struck through in Ordinance 18727.
See K.C.C. 1.24.075.

3.12.223 Donation of vacation or sick leave to other employees.

A.1. Any employee eligible for comprehensive leave benefits may donate a portion
of the employee’s accrued vacation leave to another employee eligible for comprehensive
leave benefits. Such a donation may only occur upon written request to and approval of
the donating and receiving employees' department director or directors.

2. The number of hours donated shall not exceed the donor’s accrued vacation
leave as of the date of the request. No donation of vacation hours shall be permitted
where it would cause the employee receiving the transfer to exceed that employee’s
maximum vacation accrual.

3. A furloughed employee shall not be eligible to take or be paid for donated
vacation in lieu of taking a furlough day, except as provided in K.C.C. 3.12F.040.

4. Donated vacation leave hours remain with the recipient. Donated vacation
leave hours shall be excluded from vacation leave payoff provisions in this chapter.

B.1. Any employee eligible for comprehensive leave benefits may donate a portion
of the employee’s accrued sick leave to another employee eligible for comprehensive
leave benefits upon written request to and approval of the donating and receiving
employees' department director or directors.

2. No donation of sick leave hours shall be permitted unless the donating
employee's sick leave accrual balance immediately subsequent to the donation is one



hundred hours or more. No employee may donate more than twenty-five hours of the
employee’s accrued sick leave in a calendar year.

3. Donated sick leave hours remain with the recipient. Donated sick leave hours
shall be excluded from the sick leave payoff provisions contained in this chapter, and sick
leave restoration provisions contained in this chapter.

C. All donations of vacation and sick leave made under this chapter are strictly
voluntary. Employees are prohibited from soliciting, offering or receiving monetary or any
other compensation or benefits in exchange for donating vacation or sick leave hours.

D. All vacation and sick leave hours donated shall be converted to a dollar value
based on the donor’s straight time hourly rate at the time of donation. Such dollar value
shall then be divided by the receiving employee’s hourly rate to determine the actual
number of hours received. Vacation leave donated to a furloughed employee, who is
designated by a department director and confirmed by the chief administrative officer as
eligible to use donated leave on a furlough day, is donated on an hour-for-hour basis,
without an hourly rate conversion. (Ord. 18727 § 9, 2018: Ord. 18621 § 11, 2017: Ord.
18618 § 81, 2017: Ord. 16735 § 12, 2009: Ord. 16339 § 12, 2008: Ord. 12943 § 8, 1997:
Ord. 12014 § 22, 1995).

3.12.224 Leave - donation to an account or program to benefit children of
deceased employee. Notwithstanding K.C.C. 3.12.190, if an employee dies while
engaged within the scope of the employee’s employment, the executive may implement
a process providing a one-time opportunity to allow employees eligible for comprehensive
leave benefits to convert either accrued vacation or accumulated compensatory time
hours, or both, to cash to benefit any children of the deceased employee who are under
twenty-three years old at the time of the employee's death. This process must conform
to the following requirements:

A. The executive shall establish a forty-five-day period during which time
employees may sign a written request, subject to approval by the executive, to convert
either accrued vacation or accumulated compensatory time hours, or both, to cash and
to authorize a payroll deduction of the cash to benefit the children of the deceased
employee who are under twenty-three years old at the time of the employee's death. The
hours must be in full-hour increments, with a minimum of four;

B. The executive shall determine the maximum hours that any employee can
convert to cash, but the maximum may not be greater than a total of forty by each
employee;

C. The value of the hours must be determined based on the regular hourly rate of
the employee in effect at the time the approved conversion request is received by the
county's payroll office;

D. If employees elect to convert either accrued vacation or accumulated
compensatory time hours, or both, to cash as set forth in this section, the executive shall
identify one or more support accounts or programs to which the cash may be paid for the
benefit of the children. Unless the executive determines that another support account or
program is more suitable given the circumstances of the children, the executive shall first
insure the establishment of a Washington state college tuition prepaid program-
guaranteed education tuition (GET) account with the state of Washington treasury to
benefit the children of the deceased employee. In addition to or in lieu of the GET
program, the executive may direct that some or all of the cash collected under this section
be paid to other support accounts or programs that the executive has determined:

1. Are established in the names of the children or their legal guardian for the
benefit of the children;

2. Are held by a governmental agency, nonprofit organization, bank, trust or
lawful entity other than an individual;



3. Contain adequate safeguards against theft, diversion, loss or wasting of the
funds paid under this section; and

4. Restrict the permissible use of funds paid under this section to paying for
minimal, if any, administrative expenses and providing for the children's reasonable food,
shelter and educational expenses; and

E. The cash resulting from converted accrued vacation or compensatory time

hours, or both, net of all mandatory deductions, including, but not limited to, deductions
for retirement plans and federal income tax and the Federal Insurance Contrlbutlons Act,
must be transmitted to the Washington state college tuition prepaid program-guaranteed
education tuition (GET) account established by the executive, or such other accounts or
programs as may be determined by the executive, under subsection D. of this section];
and]*. (Ord. 18727 § 10, 2018: Ord. 18621 § 12, 2017: Ord. 18618 § 82, 2017: Ord.
14750 § 1, 2003: Ord. 13743 § 1, 2000).

*Reviser's note: In double parentheses but not struck through in Ordinance 18727.
See K.C.C. 1.24.075.

3.12.225 Leave for volunteer service.

A. Division managers shall allow the division's employees who are eligible for
comprehensive leave benefits the use of up to three days of sick leave each calendar year
to perform volunteer services at a local school or at a nonprofit organization on the
approved list for the employee giving program. During a calendar year, an employee may
use sick leave for volunteer service for both school and nonprofit organization participation.
The aggregate number of sick leave days used for those purposes shall not exceed three
days in a calendar year.

B. A furloughed employee shall not be eligible to take or be paid for volunteer sick
leave in lieu of taking a furlough day.

C. Employees requesting to use sick leave for this purpose shall submit such a
request in writing specifying the name of the school or organization and the nature of the
volunteer services to be performed. The employee's supervisor may request in advance
that the employee obtain written proof of the service from the school or organization. (Ord.
18727 §12,2018: Ord. 18621 § 13, 2017: Ord. 16735 § 13, 2009: Ord. 16339 § 13, 2008:
Ord. 7956 § 6, 1987).

3.12.230 Holidays.
A. All employees eligible for comprehensive leave benefits shall be granted the
following designated holidays with pay:
January 1, New Year's Day;
Third Monday in January, Martin Luther King, Jr. Day;
Third Monday in February, President's Day;
Last Monday in May, Memorial Day;
July 4, Independence Day;
First Monday in September, Labor Day;
November 11, Veteran's Day;
Fourth Thursday in November, Thanksgiving Day;
Friday after Thanksgiving, Day after Thanksgiving;
10 December 25, Christmas Day; and
11. For an employee who is eligible for comprehensive leave benefits, two
personal holidays, which shall be added to the employee's vacation bank in the second full
pay period of the calendar year or upon hire.
B. For holidays falling on a Saturday, the Friday before shall be a paid holiday. For
holidays falling on a Sunday, the Monday following shall be a paid holiday.

©ENDOA®N S



C. An employee must be eligible for comprehensive leave benefits and in a pay
status on the day before and the day following a holiday to be eligible for holiday pay.
However, an employee who has successfully completed at least five years of county
service and who retires at the end of a month in which the last regularly scheduled working
day is observed as a holiday, shall be eligible for holiday pay if the employee is in a pay
status the day before the day observed as a holiday. An employee otherwise eligible for
holiday pay shall not be ineligible as a result of not being in a pay status on the day before
or after the holiday due to budgetary furlough.

D. When a holiday falls on the scheduled day off of a full time employee entitled to
comprehensive leave benefits who works other than a five-day, eight-hour schedule, the
employee shall be given a deferred holiday. The employee's supervisor shall jointly select
another day, preferably within the same pay period, for the employee to take as holiday.
Deferred holidays for a part-time employee eligible for comprehensive leave benefits shall
be prorated to the employee's schedule. (Ord. 18727 § 13, 2018: Ord. 18621 § 14, 2017:
Ord. 18618 § 83, 2017: Ord. 16735 § 14, 2009: Ord. 16339 § 14, 2008: Ord. 12943 § 9,
1997: Ord. 12014 § 23, 1995).

3.12.240 Leave - jury duty.

A. An employee eligible for comprehensive leave benefits who is ordered on a jury
shall be entitled to the employee’s regular county pay but only if any fees received for jury
duty are deposited, exclusive of mileage, with the finance and business operations division
of the department of executive services.

B. An employee who is not eligible for comprehensive leave benefits shall be
released, unpaid, from work duties for the duration of the employee's jury duty, and may
retain any fees paid for jury service.

C. Afurloughed employee shall not be eligible to take or be paid for jury duty leave
in lieu of taking a furlough day.

D. Employees shall report to their work supervisor when dismissed from jury
service. (Ord. 18727 § 14, 2018: Ord. 18621 § 15, 2017: Ord. 18618 § 84, 2017: Ord.
16735 § 15, 2009: Ord. 16339 § 15, 2008: Ord. 12943 § 10, 1997: Ord. 12077 § 5, 1995).

3.12.247 Limited duty assignment policy due to pregnancy.

A. The council finds that:

1. The county is committed to affirmative action in hiring and the full participation
of pregnant county employees in all occupations throughout the county's work force.

2. Pregnancy is a normal occurrence.

3. The county has already established maternity and parental leaves for its
employees.

4. ltis desirable to establish a policy to reasonably accommodate pregnant
county employees in a medically approved limited duty assignment.

B. For the purpose of this section, "employee"” means a full-time regular employee
or a part-time regular employee. Promotional probation may be extended at the discretion
of the director and after consultation with an employee's appointing authority so an
employee who utilizes the limited duty provisions of this section has the opportunity to
perform for the established promotional probationary period.

C.1. ltis the policy of the county to recognize that pregnancy is a normal event and
that provisions shall be made to provide every employee the opportunity to continue to
participate in the work force during and up to three months after the employee’s pregnancy.

2. An employee, who upon the advice of the employee’s physician, cannot safely
perform all of the normal duties of the employee’s job due to pregnancy and who indicates
a desire to continue working before taking sick or maternity leave for which the employee
may otherwise be eligible, shall upon concurrence of the director receive consideration for



temporary reassignment. The county shall, where reasonably possible, accommodate an
employee's desire for medically approved continued employment during the employee’s
pregnancy and up to three months thereafter via one or more of the three alternatives listed.
The first alternative shall have preference, and either assignments or reassignments, or
both, shall be given within the employee's department where possible. The department of
human resources shall be responsible for coordination of the following limited duty
alternatives:

a. temporary assignment to limited duties within the employee's classification;

b. temporary reassignment of the employee to a similar classification with equal
pay for which the employee is qualified;

c. only if the director concurs that an employee cannot reasonably be
accommodated by subsection C.2.a. or b. of this section, temporary reassignment of the
employee can be made to another classification for which the employee is qualified but with
lesser pay, to be assigned at the pay step closest to that which the employee was receiving
in the employee’s normal job classification.

3. The executive shall determine and facilitate any necessary interfund transfers
when an employee is temporarily reassigned to another department.

4. Because of the separate and unique retirement system for police, either the
temporary assignment or temporary reassignment, or both, for pregnant police personnel
shall be provided as in subsection C.2.a. and b. of this section for LEOFF | members. All
three alternatives listed in subsection C.2. of this section can apply to LEOFF Il members.

D.1. Temporary assignments or reassignments, or both, made pursuant to this
section shall be limited to the period of temporary incapacity caused by pregnancy both
before childbirth and upon return to work, all prior to the time when released by the
employee's physician to return to full duty.

2. Forthe purposes of this section, “temporary incapacity” means the period during
which because of pregnancy the employee cannot perform all of the employee’s regular
duties but is capable of performing a temporary limited duty assignment provided by the
county as listed in subsection C. of this section and, for purposes of this policy, in no
instance shall such a temporary incapacity extend more than three months after termination
of the pregnancy.

3. Employees shall continue to be eligible for paid accrued vacation and sick leave
and leave of absence without pay pursuant to the personnel rules during the period of
temporary incapacity due to pregnancy, pregnancy related conditions, and parenting.

E. The director shall develop procedures to implement this policy, which shall
include verification of the medical basis for the limited duty request.

F. Should any subsection, paragraph, sentence, clause or phrase of this section be
declared unconstitutional or invalid for any reason, such decision shall not affect the validity
of the remaining portions of this chapter. (Ord. 18793 § 13, 2018: Ord. 18618 § 85, 2017:
Ord. 12014 § 24, 1995).

3.12.250 Leave of absence - without pay.

A. An employee eligible for comprehensive leave benefits may take a leave of
absence without pay for thirty calendar days or less if authorized in writing by the
employee's division manager.

B. An employee eligible for comprehensive leave benefits may take a leave of
absence without pay for more than thirty calendar days for nonmedical reasons if
authorized in writing by the employee's division manager.

C. An employee eligible for comprehensive leave benefits may take a leave of
absence without pay for more than thirty days for medical reasons if authorized in writing
by the director.



D. Leaves of absence without pay shall be for periods not to exceed one year except
that the director may, in special circumstances, grant an extension beyond one year.

E. Other employee benefits as provided in this chapter shall not be provided to or
accrue to the employee while on leave of absence without pay, except as provided in K.C.C.
3.12.220 or K.C.C. 3.12.040.

F. If a leave of absence without pay was granted for purposes of recovering health,
the employee shall be required to submit a physician's statement concerning the
employee's ability to resume duties prior to return to work.

G. An employee on leave of absence without pay may return from the leave before
its expiration date if the employee provides the division manager with a written request to
that effect at least fifteen days prior to resuming duties.

H. Failure to return to work by the expiration date of a leave of absence without pay
shall be cause for removal and shall result in automatic termination of the employee from
county service.

I. Aleave of absence without pay may be revoked by the employee's division
manager or the director upon evidence submitted to the director by the division manager
of the employee indicating that such leave was requested and granted under false
pretenses, or that the need for such leave has ceased to exist. (Ord. 18727 § 15, 2018:
Ord. 18621 § 15, 2017: Ord. 13377 § 5, 1998: Ord. 12014 § 25, 1995).

3.12.260 Leave of absence - United States Uniformed Services.

A.1. Aleave of absence shall be granted, in accordance with applicable provisions
of state or federal law, to any employee who voluntarily or upon demand by the Washington
state or the United States government leaves the employee’s position with the county,
either to determine the employee’s physical fitness to enter or to actually enter active duty
or training in the United States Uniformed Services, which includes, but is not limited to, the
Armed Services, the Washington National Guard and the United States Public Health
Service Commissioned Corps and its reserve. Under the Uniform Services Employment
and Reemployment Rights Act of 1994, 38 U.S.C. Secs. 4301 through 4335, Uniformed
Services may also include an appointee when the National Disaster Medical System is
activated.

2. The leave of absence shall continue until the employee has exhausted the
employee’s employment and reemployment rights under the Uniform Services Employment
and Reemployment Rights Act of 1994, 38 U.S.C. Secs. 4301 through 4335, which is
generally up to five years, subject to certain exceptions provided under federal law.

B. Employees are required to give their employing county agency advance notice
of the need for military leave, preferably in writing, though oral notification is sufficient.
Notice should be provided as soon as is reasonable under the circumstances, and, if
feasible to do so, service members should provide thirty days advance notice; however,
advance notice is not required if prevented by military necessity or otherwise impossible or
unreasonable under the circumstances, to the extent provided in federal law and
regulations. Written notice should be accompanied by a validated copy of the military
orders. Oral notice should be supplemented as soon as is reasonable with a validated
copy of the military orders.

C. An employee who is eligible for comprehensive leave benefits under K.C.C.
3.12.040 and volunteers or is ordered to serve in the United States Uniformed Services, as
described in subsection A.1. of this section, or to receive associated training that requires
a leave of absence from the employee's county position, and has exhausted annual military
leave provided pursuant to state and federal law or a collective bargaining agreement, shall
be granted a paid leave of absence from the employee's county position at the employee's
regular base rate of county pay less the amount of the employee's regular base rate of
military pay to which the employee is entitled. The paid leave of absence shall continue



until the lesser of the conclusion of the employee’s service in the United States Uniformed
Services, or until the employee has exhausted the employee’s employment and
reemployment rights under the Uniform Services Employment and Reemployment Rights
Act of 1994, 38 U.S.C. Secs. 4301 through 4335, which is generally up to five years, subject
to certain exceptions provided under federal law.
D. Receipt of the pay provided for in the preceding section is contingent upon the

employee providing the employing county agency with supporting documentation verifying:

1. The employee’s rank;

2. That the employee is on active duty; and

3. The employee's military pay grade statement and military pay grade change
statement. (Ord. 18621 § 17, 2017: Ord. 18618 § 86, 2017: Ord. 17605 § 2, 2013: Ord.
17223 § 2,2011: Ord. 12422 § 3, 1996: Ord. 12014 § 26, 1995).

3.12.262 Extension of benefits - United States Uniformed Services.

A. An employee who is eligible for comprehensive leave benefits under K.C.C.
3.12.040 and who volunteers or is ordered to serve in the United States Uniformed
Services, as described in K.C.C. 3.12.260.A.1, or to receive associated training that
requires a leave of absence from the employee's county position, shall continue to receive
medical, dental, vision and life insurance benefits, and shall continue to accrue vacation
and sick leave. Receipt of medical, dental, vision and life insurance benefits and vacation
and sick leave accruals shall continue until the lesser of the conclusion of the employee’s
service in the United States Uniformed Services, or until the employee has exhausted the
employee’s employment and reemployment rights under the Uniform Services Employment
and Reemployment Rights Act of 1994, 38 U.S.C. Secs. 4301 through 4335, which is
generally up to five years, subject to certain exceptions provided under federal law.

B. Receipt of medical, dental, vision and life insurance benefits and leave accruals
is contingent upon the employee providing the employing county agency with supporting
documentation verifying that the employee is in service. The documentation shall be
provided by the employee upon commencing military leave, annually in September and
upon leaving military service. (Ord. 18621 § 18, 2017: Ord. 18618 § 87, 2017: Ord. 17605
§ 3, 2013: Ord. 17223 § 3, 2011: Ord. 12943 § 11, 1997: Ord. 9967 § 2, 1991).

3.12.270 Disciplinary action.
A. A career service employee may be disciplined by the appointing authority for
any of the following causes, or for any other justifiable cause:
Dishonesty, including but not limited to dishonesty in securing appointment;
Incompetency;
Inefficiency;
Unauthorized absence, including patterns of continual tardiness;
Neglect of duty;
insubordination;
Consumption of alcoholic beverages or use of illegal drugs while on duty
during the workday;
8. Conviction of a crime;
9. Disorderly conduct while on duty;
10. Negligent, reckless or knowing damage to or waste of public property:
11. Violation of any of the provisions of applicable federal or state law relating to
political activities;
12, Negligent, reckless or knowing violation of any of the provisions of the
personnel guidelines;
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13. Violation of any lawful order, directive, or policy of a superior, including but
not limited to the executive, department directors and division managers, or a violation of
the employee code of ethics, K.C.C. 3.04.

B. Prior to the disposition of any suspension or discharge, a career service
employee shall be advised of the employee’s right to seek assistance through the
county’s employee assistance program as described in the personnel guidelines.

C. Disciplinary action shall be the primary responsibility of the appointing authority
and may include but is not limited to reduction in rank or pay, suspension without pay,
and/or discharge of the employee from county employment. The appointing authority
shall consult with the director prior to the discharge of any career service or exempt
employee.

D. In any disciplinary action against a career service employee, pertinent
information shall be reduced to written form by the appointing authority and a copy
provided to the employee and to the director. Such written notice shall state the following:

1. The reason for discipline;

2. The facts supporting the discipline;

3. The form of discipline to be imposed,;

4. The effective date of the discipline;

5. Unless otherwise provided in an applicable collective bargaining agreement,
the right of the employee to appeal the following disciplinary action to the personnel board:

a. Suspension of more than sixty days;
b. Reduction in rank or pay; or
c. Discharge;

6. Unless otherwise provided in an applicable collective bargaining agreement,
the right of the employee to appeal any disciplinary action to appropriate authorities
through the initiation of grievance procedures, as authorized by or approved under this
chapter.

E. Written notice of the discipline shall be delivered to the career service employee
or mailed to the employee's last known address by certified mail, return receipt requested.
An employee shall be deemed notified of the disciplinary action on the date the notice
was delivered to the employee or the date on the return receipt, as applicable. (Ord.
18618 § 88, 2017: Ord. 12014 § 27, 1995).

3.12.280 Grievance procedures.

A. The county recognizes the importance and desirability of settling grievances of
career service employees promptly and fairly in the interest of continued good employee
relations and morale. To accomplish this, every effort will be made to settle grievances at
the lowest possible level of supervision.

B. Employees shall be unimpeded and free from restraint, interference, coercion,
discrimination or reprisal in seeking adjudication of their grievances.

C. Appropriate grievance procedures designed to accomplish the intent of this
section shall be developed and incorporated by the director into the personnel guidelines
authorized by this chapter. Such grievance procedures shall apply to career service
employees only. (Ord. 12014 § 28, 1995).

3.12.290 Personnel board appeals.

A. In the case of an appeal by a career service employee to the board, written
notice of appeal shall be filed by the employee with the chair of the board and the director
within thirty calendar days of the employee having been notified of the disciplinary action
as provided for by this chapter or within ten calendar days of completion of the grievance
or appeal process contained in this chapter or any applicable collective bargaining
agreement. For appeals not involving disciplinary action, the applicable period shall be



fourteen calendar days from the action from which the appeal is taken, or fourteen
calendar days from the time the employee should reasonably have known of the action,
whichever is longer. The written notice of appeal shall contain a statement of the
following:

1. The action or alleged action from which the appeal is taken;

2. The grounds for appeal; and

3. The relief requested.

The board may only hear appeals which are within its jurisdiction, as set forth by
Section 540 of the charter.

B. All decisions of the personnel board shall be final unless appealed to a court of
competent jurisdiction within fourteen calendar days.

C. The personnel board or the court shall award a career service employee
reasonable attorney's fees incurred in any appeal in which the employee is the prevailing
party, provided, that the employee shall be considered the prevailing party only where the
county has a written settlement offer in effect thirty calendar days prior to the hearing of
the personnel board or court and the award obtained by the employee exceeds the
terms of that settlement offer; provided further, that such reasonable attorney’s fees shall
not exceed the actual fees paid by the employee.

D. Upon request, the director shall provide the council with a status report of
appeals filed with the personnel board. (Ord. 18635 § 16, 2017: Ord. 12014 § 29, 1995).

3.12.300 Reductions in force. In the event of a reduction in force due to lack of
work, lack of funds or considerations of efficiency, layoffs shall be conducted at a
department, division or section level. The order of layoff shall be conducted by class on
the basis of merit. Where two or more career service employees within a class are of
equal merit, county seniority shall determine the order of layoff as between those
employees. Where there is an applicable collective bargaining agreement, the order of
layoff shall be determined by the collective bargaining agreement. In lieu of laying off a
career service employee, the director may reassign the employee to a comparable,
vacant position, when the director determines the reassignment to be in the best interests
of the county. (Ord. 16962 § 2, 12010: Ord. 12014 § 30, 1995).

3.12.310 Tenure. The tenure of each employee shall be subject to the rendering
of efficient service. Career service employees may be removed only for cause, as
specified by this chapter; provided, that such cause need not be demonstrated where an
employee is retired or is laid off in accordance with the provisions of this chapter. Exempt
employees serve at the pleasure of the appointing authority. Nothing in this section shall
derogate from the county's power to abolish positions and lay off employees because of
lack of work, lack of funds, or considerations of efficiency. (Ord. 4324 § 9, 1979).

3.12.320 Retirement. Retirement from county employment shall be administered
in accordance with the provisions set forth in state law, RCW Chapter 41.40. Former
employees who have retired from county employment shall be eligible for temporary and
part-time employment on the same basis as other applicants; provided that PERS Plan |
retirees shall not be hired on such basis into retirement eligible positions. Per RCW
41.60.690, no PERS Plan |l retiree shall be eligible to receive a monthly retirement
allowance if the retiree is performing service for any nonfederal public employer in the
state. (Ord. 8097, 1987: Ord. 4324 § 33, 1979).

3.12.330 Administration - responsibility. The executive shall be responsible
for the administration of the county personnel system in accordance with the policies and
standards established by this chapter, which shall constitute the personnel rules of the



county. The director as the executive's designee shall be responsible to administer the
personnel system and directly-related affairs of the county to include collective
bargaining; provided, that such a role will not infringe on the authority of the county
administrative officer to exercise supervisory authority on those matters not directly
relating to the formal administration of the county's personnel system; provided further,
that the equal employment officer and program, to include the affirmative action program,
shall be directly responsible to the county administrative officer in all applicable affairs in
which there has not been a formally defined relationship, by virtue of council action or
personnel guideline, between said office and the director. (Ord. 14199 § 29, 2001: Ord.
12014 § 31, 1995).

3.12.335 Supported employment.

A. It is the policy of King County to provide opportunities for paid, competitive
employment for individuals with developmental disabilities, as defined in this chapter, in
integrated work settings. The executive shall seek the cooperation, assistance and
participation of all county departments in the successful implementation of this policy.

B. Persons with developmental disabilities as defined in RCW 71A.10.020(5), as
amended, shall be eligible for supported employment pursuant to this section.

C. The department of human resources, or its successor agency, is designated
as the lead agency responsible for the management of the supported employment
program, with technical support provided by the developmental disabilities division, or its
successor agency.

D. The executive is authorized to adopt administrative rules to implement this
section pursuant to K.C.C. 3.12.350. (Ord. 18793 § 14, 2018: Ord. 18727 § 16, 2018:
Ord. 15777 § 3, 2007: Ord. 12498 §§ 1, 4 - 7, 1996).

3.12.340 Administration - employer-employee relations. Employer-employee
relations shall be maintained and conducted in a manner which will assure the rights of
employees, through, or independent of, their organizations, to communicate their desires
to the agencies and officers of county government, and at the same time, to insure the
orderly process of governmental operations. (Ord. 4324 § 4, 1979).

3.12.350 Administration - personnel guidelines.

A. The director shall adopt personnel guidelines for the purpose of implementing
the directives, policies and standards contained in this chapter and in Article 5 of the
charter.

Such personnel guidelines shall be subject to approval by the executive. Before
adoption, amendment or repeal of any guideline, the department shall give at least forty-
five days' notice of its intended action by filing notice with the clerk of the council and
mailing notice of the intended action to each member of the council, each department
director and agency head, each collective bargaining unit that has a collective bargaining
agreement with the county, the chief of staff of the council and the council policy staff
director, or their successors. After adoption of the guideline, the department shall post
all guidelines to the Internet.

B. The personnel guidelines shall include, but not be limited to, the following
subjects:

1. Purpose, objectives and intent;

2. Definitions;

3. Preemployment administration:
a. role of the director and the department;
b. recruitment procedures;
c. application procedures;



d. examinations;
e. employment lists;
f. certification:;
g. appointment; and
h. process requirements of equal employment opportunity;
4. Postemployment administration:
a. role of the department of human resources;
b. probationary periods;
c. classification system;
d. employee performance evaluation;
e. disciplinary procedures;
f. separation, including reductions in force;
g. employee relations; and
h. process requirements of equal employment opportunity;
5. Special duty;
6. Grievance and appeals procedures:
a. role of the department of human resources and other departments, including
relationship and processes of the equal employment program;
b. role of the director;
c. grievance procedures;
d. appeals procedures; and
e. role of the personnel board;
7. Conditions of employment;
8. Employee benefits;
9. Procedures for leaves of absence; and
10. Procedures for salary and administration. (Ord. 18793 § 15, 2018: Ord. 14233
§ 2,2001: Ord. 12014 § 32, 1995).

3.12.360 Effect of collective bargaining. When a collective bargaining agreement
establishes a condition of employment, benefit or procedure which conflicts with a
condition, benefit or procedure established by this chapter or otherwise by ordinance, the
collective bargaining agreement shall take precedence with respect to those employees
covered by the agreement, so long as the following conditions are met:

A. The condition of employment, benefit or procedure created by the agreement is
lawful; and

B. The agreement has been adopted by the council by ordinance.

Adoption of the agreement by ordinance shall be deemed an amendment of this
chapter only with respect to the affected employees and subject condition, benefit or
procedure. (Ord. 12014 § 33, 1995).

3.12.365 Effect on sheriff's civil service. In the event of a conflict between the
provisions of this chapter and any statute or regulation governing members of the sheriff's
civil service system, such statute or regulation shall take precedence. (Ord. 9498 § 14,
1990)

3.12.400 Volunteers for the county.

A. ltis the policy of the county to support the endeavors of volunteers for the county
in a manner that benefits the community and is in the best interest of the county, and
provides scope of work direction to its volunteers.

B. Volunteers for the county are expected to act within the scope of assigned
volunteer work responsibilities. Volunteers for the county are authorized agents of the
county only when acting within the scope of their assigned volunteer work responsibilities.



Volunteers for the county are entitled to defense and indemnification as provided in K.C.C.
chapter 2.21.
C. Volunteers for the county shall be administered as follows:

1. A county employee may be a volunteer for the county only if the service as a
volunteer for the county is not the same type of services that the employee is employed to
perform for the county;

2. A volunteer for the county may be asked by an agency to enter into a volunteer
agreement, waiver or other type of liability mitigation protection agreement;

3. The county retains the sole right to accept, decline or terminate the services of
a volunteer for the county for any reason. A volunteer for the county is expected to comply
with all federal, state and local laws and to adhere to all county policies and procedures
related to workplace conduct and use of county resources, including all those applicable to
the specific department, division, section and work place that oversees their volunteer work.
If the volunteer for the county violates any law, county policy or procedure, or any workplace
expectation, including those related to workplace conduct or the use of county resources
the county, at its sole discretion, may impose corrective measures upon the volunteer for
the county. Such corrective measures may include, but not be limited to, verbal counseling
in an effort to achieve acceptable compliance up to and including dismissal the volunteer
for the county. Progressive measures are not required and there shall be no formal right
of appeal for any corrective action taken by the county. The services of a volunteer for the
county may be terminated at any time by either the volunteer for the county or by the county
for any reason without cause or notice;

4. The use of county resources and property by a volunteer for the county is limited
to the conduct appropriately required to deliver the volunteer services within the scope of
work identified for the volunteer and uses that are available to the general public as
provided in K.C.C. 3.04.020;

5. For each program that uses volunteers for the county, departments shall develop
a code of conduct. The department shall provide volunteers for the county with a copy of
the relevant code of conduct or post the code of conduct in an area where volunteers report
for work. Codes of conduct shall include the principles of behaving with respect toward
other volunteers for the county, behaving with respect toward members of the public,
behaving with respect toward county employees and behaving with respect for individuals,
animals or property that are the focus of the program using volunteers for the county.
Individuals who violate the code of conduct shall be subject to the corrective measures in
subsection C.3. of this section; and

6. The departments, in consultation with the director of the department of human
resources, shall be responsible for the administration of volunteer programs and the
management of volunteers for the county in accordance with the policies and standards
established by this chapter. (Ord. 18793 § 16, 2018: Ord. 16640 § 3, 2009).

3.12A CAREER SERVICE REVIEW

Sections:
3.12A.010  Findings and policy statement.
3.12A.020  Definitions.
3.12A.030  Annual review
3.12A.040  Effect of exceeding threshold hours.
3.12A.050  Appeal procedure.
3.12A.060 Termination.

3.12A.010 Findings and policy statement. The council finds that both operational
efficiency and fair and equitable employment practices are advanced by the use of regular,



career service employees where appropriate. Therefore, it is the policy of King County to
have ongoing, relatively stable, and predictable bodies of work necessary to the provision
of services to the public performed by career service employees, and to minimize its use of
part-time and temporary employees. To achieve that goal, the council hereby adopts the
procedures set forth in this chapter. (Ord. 12943 § 13, 1997).

3.12A.020 Definitions. The definitions set forth in K.C.C. chapter 3.12 are hereby
incorporated in this chapter. Words not defined in K.C.C. chapter 3.12 or in this chapter
shall have their ordinary and usual meanings. In the event of conflict, the specific definitions
set forth in this chapter shall presumptively, but not conclusively, prevail.
A. "Committee” means the career service review committee, which shall consist of:
1. The following three permanent members:
a. the county executive or designee;
b. the chief officer of the office of budget or successor organizational unit or
designee; and
c. the director of the department of human resources or successor organizational
unit or designee; and
2. One member representing the department whose body of work or employees
are then under review. (Ord. 18793 § 17, 2018: Ord. 18618 § 89, 2017: Ord. 14199 § 30,
2001: Ord. 12943 § 14, 1997).

3.12A.030 Annual review. The executive shall conduct an annual review as
described herein. By March 1 of each year, beginning March 1, 1999, each executive
department and administrative office shall prepare and submit to the committee a
comprehensive report documenting its use of part-time and temporary employees, other
than probationary and provisional employees, in the preceding calendar year.

Within 60 days of submission of the above reports, the committee shall make a
factual determination as to whether an ongoing, relatively stable and predictable body of
work on an annualized basis has been identified. If the committee determines that such
a body of work exists, the committee may recommend: (1) the creation of any new part-
time or full-time regular career service position(s); or (2) the filling of an existing vacant
career service position in which the work is being performed by a temporary or part-time
employee(s); or (3) the creation of a term-limited temporary employee position; or (4) the
cessation of the work. If the committee identifies such a body of work, but the committee
does not make any of the recommendations described above, the department must
discontinue the use of part-time or temporary employees to perform that work. If the
committee recommends creation of a regular career service position, but the executive
does not recommend or the council does not create such a position, the department shall
discontinue performance of the pertinent body of work by temporary or part-time
employees.

Any regular career service position created as a result of this process will be filled
by a competitive hiring process.

The reports of each department and of the committee and the records of their
proceedings shall be considered disclosable public records and shall also be made
available to the council upon request. (Ord. 12943 § 15, 1997).

3.12A.040 Effect of exceeding threshold hours. Part-time and temporary
employees, other than probationary, provisional and term-limited temporary employees,
who exceed the calendar year working hour thresholds set forth in the definitions contained
in K.C.C. 3.12 shall receive pay in lieu of benefits as provided in K.C.C. 3.12. Provided,
that exceeding the threshold hours does not confer career service status on any employee.



3.12A.050 Appeal procedure.

A. Part-time and temporary employees, other than probationary and provisional
employees, who exceed the calendar-year working-hour thresholds set forth in the
definitions contained in K.C.C. chapter 3.12 may seek conversion of a body of work in which
they perform into a part-time or full-time regular career service position by appeal to the
committee. Conversion decisions shall be based on whether the work performed by the
employee is an ongoing, relatively stable, and predictable body of work that is half time or
more, even though the work was not perceived as such previously, and whether it should
be performed by a regular part-time or full-time career service employee. The committee
shall also decide, if the body of work does not warrant a career service position, whether
the position should be converted to a term-limited temporary employee position. The
committee shall determine whether the work performed by the employee shall:

1. Remain outside career service as part-time or temporary[;]

2. Be converted to a term-limited temporary employee position that receives
benefits[;] or

3. Be converted to a part-time or full-time regular career service position.

The committee shall make its determination within forty-five days of the employee’s
request. In the event of a tie vote by the committee, where half the committee finds that
the body of work should be converted, the appeal shall be deemed to have prevailed. The
committee shall make a recommendation to the executive for recommendation to the
council. The executive’s recommendation shall be submitted to the council if the executive
decides the body of work should be performed by a career service employee and that
further position authority is required. If the council does not approve the additional position,
the work shall promptly be discontinued and not performed by temporary or part-time
employees.

If the committee finds that the work performed by the employee should remain part-
time or temporary, the employee may appeal within ten days from the date of receipt of the
committee’s finding by filing a notice of appeal with the committee. The committee shall
direct the appeal to be considered by a hearing examiner of the county or, at its option, the
committee may direct the appeal be considered by an independent, neutral arbitrator who
will make a final determination. The arbitrator shall be chosen by the director and the
appellant, and shall be paid by the employing department or administrative office. The
hearing examiner's or arbitrator's decision shall be limited to either upholding the
committee’s finding or overturning the committee’s finding. The decision shall be based on
whether the work performed by the employee is an ongoing, relatively stable, and
predictable body of work and is half-time or more, under the same standards applicable to
the committee, or on whether the work meets the definition of term-limited temporary
position. Employees covered by a grievance procedure contained in a collective bargaining
agreement may elect either to use the grievance procedure, if the applicable collective
bargaining agreement permits it, or to use the appeal procedure described above, but not
both procedures.

If the hearing examiner or arbitrator overturns the committee’s findings, any new
career service or term-limited temporary position must be absorbed by the department
within its authorized position level, or within funds available for term-limited temporary
position work, provided that the department may request additional position or budget
authority. The appealing employee will be placed in the career service position as a
provisional appointee, with insured benefits and leave benefits, until a competitive hiring
process, which substantially takes into account and weighs the experience of the employee
performing the tasks of the position, is completed. If the appealing employee is selected
for the position, the employee’s start date will be the date of the provisional appointment
for all purposes, including seniority and/or a probationary period, except that those
employees covered by a collective bargaining agreement the date of the appointment shall



be determined in accordance with the collective bargaining agreement or by the collective
bargaining process. If the employee is placed in a term-limited temporary position, the
employee’s start date will be the date of the [employee’s]* appointment to the term-limited
temporary position for all purposes, except for those employees covered by collective
bargaining agreements, whose start date will be determined by the collective bargaining
agreement or by the collective bargaining agreement process.

B. Appeal Procedure For Term-Limited Temporary Employees. A term-limited
temporary employee who exceeds the employee’s term may appeal to the committee to
have the body of work converted to a career service position. The committee shall decide
whether the body of work still warrants a term-limited temporary position designation or
should be converted to a career service position. If a majority of the committee finds that
the body of work should continue as a term-limited temporary position, the employee may
appeal within ten days from the date of receipt of the committee’s finding by filing a notice
of appeal with the committee. In the event of a tie vote, the appeal shall be deemed to
prevail. The appeal process shall be the same as for part-time and temporary employees
(other than probationary and provisional employees), provided, however, if the employee
prevails in the appeal, the employee shall be placed in a career service position, not a
provisional appointment, and the employee shall not be required to serve a probationary
period. (Ord. 18618 § 90, 2017: Ord. 12943 § 17, 1997).

*Reviser’s note: Added but not underlined in Ordinance 18618 § 90. See K.C.C.
1.24.075.

3.12A.060 Termination. Nothing in this chapter shall restrict King County's ability
fo terminate part-time and temporary employees who exceed the calendar year working
hour thresholds or term-limited temporary employees who exceed the calendar years
threshold set forth in the definitions contained in K.C.C. 3.12; provided, however, that if an
employee seeks conversion of their position by appeal to the committee, termination of that
employee for reasons related to the appeal shall be deferred until the conclusion of the
appeal process described herein. If the employee’s appeal is successful, the employee
shall not be terminated but rather be assigned to a position as required by the appeal
process described herein. (Ord. 12943 § 18, 1997).

3.12D DISCRIMINATION, HARASSMENT, AND INAPPROPRIATE CONDUCT

Sections:

3.12D.010  General policy ~ revision of policies, new policies, procedures and
training — training and communications options development —
addressing power dynamics.

3.12D.020  Biennial reports (in effect until April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met).

3.12D.020  Biennial reports (takes effect April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met).

3.12D.010 General policy — revision of policies, new policies, procedures and
training — training and communications options development — addressing power
dynamics.

A. ltis the policy of King County to promote a respectful, nondiscriminatory work
environment, free of behavior that is illegal or contributes to interpersonal conflicts, poor
performance or poor morale. Therefore, King County prohibits discrimination and
harassment, including sexual harassment, and inappropriate conduct, toward any
employee on the basis of the employee's race, color, gender, age, creed, disability,



marital status, national origin, religion, pregnancy, gender identity or expression, domestic
violence victimization, sexual orientation, honorably discharged veteran or military status,
use of a service or assistive animal by a person with a disability, or any other status
protected by federal, state or local law. Additionally, King County prohibits retaliation of
any kind against anyone who in good faith reports incidents of harassment, discrimination
or inappropriate conduct.

B. The executive, assessor, director of elections, sheriff, council and prosecuting
attorney, shall revise their current policies or develop new policies, procedures and
training to prevent and respond to discrimination and harassment, including sexual
harassment, and inappropriate conduct. The policies, procedures and training shall be
developed in consultation with subject matter experts and employees and are intended
to promote respectful, nondiscriminatory work environments throughout the King County
government. The policies, procedures and training should reflect the recommendations
included in the Report of the Co-Chairs of the EEOC Select Task Force on the Study of
Harassment in the Workplace. The policies and procedures shall include:

1. Definitions of discrimination and harassment, including sexual harassment,
and inappropriate conduct;

2. A clear and easy-to-understand nondiscrimination, antiharassment and
inappropriate conduct policy that includes:

a. adescription of prohibited conduct, including examples;

b. a statement that the reporting system will provide a prompt, thorough and
impartial investigation;

c. a statement that the identity of an individual who submits a report, a witness
who provides information regarding a report and the subject of the complaint, will be kept
confidential to the extent possible;

d. an assurance that King County will take prompt and proportionate corrective
action if it determines that harassment or discrimination has occurred;

e. an assurance that an individual who submits a report or a witness who
provides information regarding a report will be protected from retaliation; and

f. a statement that any employee who retaliates against any individual who
submits a report or provides information regarding a report will be disciplined
appropriately;

3. A description of a reporting system for employees that encourages those who
experience workplace discrimination and harassment, including sexual harassment, and
inappropriate conduct as well as those who observe such behavior to report it. The
reporting system shall provide multiple options for reporting such behavior, including
county, state and federal reporting options, as well as an informal mechanism, such as
the county's employee assistance program, that allows employees to make inquiries and
to resolve issues informally when appropriate;

4. Guidelines for how to handle a complaint. The guidelines should cover: how
to handle a complaint promptly, effectively and in way that respects the vulnerability and
privacy of the individual reporting the incident, the application and limitations of
confidentiality; the legal duties required as an employer; and how to determine the
appropriate scope of the investigation process; and

5. A plan to require managers and supervisors to promote an inclusive and
respectful workplace culture that is free of discrimination and harassment, including
sexual harassment, and inappropriate conduct. The executive, assessor, director of
elections, sheriff, council and prosecuting attorney, shall assist each manager and
supervisor within their department with compliance with this subsection B.5. and evaluate
their progress and performance either independently or as part of the agency's
performance evaluation process.

C.1. The executive, assessor, director of elections, sheriff, council and prosecuting



attorney shall develop options, including cost information, to deliver training and
communications on the county's policies and procedures and on recognizing and
preventing discrimination and harassment, including sexual harassment, and
inappropriate conduct, and educating employees on the resources and procedures
available if such behavior is experienced or observed. Each option may be phased in
over time and shall:

a. address how the policies and procedures will be regularly communicated to
all employees, as well as to all new employees. Resources for employees to understand
the policy and procedures shall be easily locatable on-line;

b. include training to foster an equitable, respectful and inclusive workplace:
and

c. include training for those handling complaints.

2. At least one of the training options must be a plan for a regular, interactive
training program that includes all of the following:

a. in-person or interactive on-line training;

b. a plan to address the specific needs of the county’s workplaces, considering
risk factors of harassment and discrimination, including those identified in the Report of
the Co-Chairs of the EEOC Select Task Force on the Study of Harassment in the
Workplace, such as those with a disproportionate number of males among its employees
and youth employed in a workplace;

C. supervisor and manager training that specifically addresses power dynamics
and building a healthy workplace culture; and

d. a plan to partner with unions representing county employees in order for
unions to become aware of county policies and procedures and be encouraged to foster
an environment that is free from discrimination and harassment, including sexual
harassment, and inappropriate conduct.

D. The policies, procedures and training developed by the executive, assessor,
director of elections, sheriff, council and prosecuting attorney shall specifically address
the power dynamics involving staff and elected officials and how to respond to and
prevent discrimination, harassment, sexual harassment, and inappropriate conduct by
their elected officials. (Ord. 18757 § 2, 2018).

3.12D.020 Biennial reports (in effect until April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met*). The executive, assessor, director of elections,
sheriff, council and prosecuting attorney shall report biennially on the number of workplace
discrimination and harassment complaints, including sexual harassment, and inappropriate
conduct complaints and, when possible, informal inquiries, received by each department
each year. The report shall indicate the basis or bases of the complaint, which may be
race, color, gender, age, creed, disability, marital status, national origin, religion,
pregnancy, gender identity or expression, domestic violence victimization, sexual
orientation, honorably discharged veteran or military status, use of service or assistive
animal by a person with a disability, or any other status protected by federal, state or local
law. The office of civil rights shall report on the number of unfair employment practice
complaints filed, the basis or bases of the complaint, the number of investigations of unfair
employment practices in the reporting year and the number of findings that reasonable
cause exists to believe that an unfair employment practice occurred. The first report shall
be transmitted to the council by December 31, 2019. All reports under this section shall be
in the form of a paper original and an electronic copy filed with the clerk of the council who,
who shall retain the original and provide an electronic copy to all councilmembers, the
council chief of staff and the policy staff director. (Ord. 18757 § 4, 2018).



*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study as
required in this section, a feasibility study and recommendations establishing the
human and civil rights commission and a motion approving the feasibility study, and
a motion approving the feasibility study is passed by council. The motion should
reference the subject matter, this ordinance, ordinance section in both the title and
body of the motion. The executive should file the feasibility study and motion
required by this section by February 1, 2021, in the form of a paper original and an
electronic copy with the clerk of the council, who shall retain the original and provide
an electronic copy to all councilmembers, the council chief of staff and the lead staff
for the law and justice committee, or its successor.” (Ord. 19047 § 59 (part)).

3.12D.020 Biennial reports (takes effect April 1, 2021, if contingencies in
Ordinance 19047, Section 59, are met*). The executive, assessor, director of elections,
sheriff, council and prosecuting attorney shall report biennially on the number of
workplace discrimination and harassment complaints, including sexual harassment, and
inappropriate conduct complaints and, when possible, informal inquiries, received by
each department each year. The report shall indicate the basis or bases of the complaint,
which may be race, color, gender, age, creed, disability, marital status, national origin,
religion, pregnancy, gender identity or expression, domestic violence victimization, sexual
orientation, honorably discharged veteran or military status, use of service or assistive
animal by a person with a disability, or any other status protected by federal, state or local
law. The human and civil rights commission shall report on the number of unfair
employment practice complaints filed, the basis or bases of the complaint, the number of
investigations of unfair employment practices in the reporting year and the number of
findings that reasonable cause exists to believe that an unfair employment practice
occurred. The first report shall be transmitted to the council by December 31, 2019. All
reports under this section shall be in the form of a paper original and an electronic copy
filed with the clerk of the council who, who shall retain the original and provide an
electronic copy to all councilmembers, the council chief of staff and the policy staff
director. (Ord. 19047 § 15, 2019: Ord. 18757 § 4, 2018).

*Reviser's note: "This ordinance takes effect April 1, 2021, but only if by that date
the executive has transmitted a status report on the status of the feasibility study as
required in this section, a feasibility study and recommendations establishing the
human and civil rights commission and a motion approving the feasibility study, and
a motion approving the feasibility study is passed by council. The motion should
reference the subject matter, this ordinance, ordinance section in both the title and
body of the motion. The executive should file the feasibility study and motion
required by this section by February 1, 2021, in the form of a paper original and an
electronic copy with the clerk of the council, who shall retain the original and provide
an electronic copy to all councilmembers, the council chief of staff and the lead staff
for the law and justice committee, or its successor." (Ord. 19047 § 59 (part)).

3.12F FURLOUGHS

Sections:
3.12F.010  Definitions.
3.12F.020  Proclamation of emergency budget crisis - ratification — powers -
notice.
3.12F.040 Administration of furlough - duties - principles - filling of orders -
exceptions.



3.12F.050  Collective Bargaining position not affected.
3.12F.060 Reports.

3.12F.010 Definitions. The definitions in this section apply throughout this
chapter unless the context clearly requires otherwise.

A. "Budgetary furlough" has the same meaning as found in K.C.C. 3.12.010.

B. "Emergency budget crisis" or "financial emergency" means a circumstance in
which projected county revenues are determined to be insufficient to fully fund county
agency operations and significant cost savings must be achieved through reductions in
services and pay.

C. "Furlough day" has the same meaning as found in K.C.C. 3.12.010.

D. "Furloughed employee" has the same meaning as found in K.C.C. 3.12.010.

E. "Furlough administrator" means: the county executive for the executive
departments; the chair of the council for the legislative branch; the prosecutor for the office
of the prosecuting attorney; the presiding judges of the district and superior courts; the
sheriff for the sheriff's office; the assessor for the department of assessments; the director
of elections for the department of elections: the chair of the forecast council for the office of
economic and financial analysis; or the official or officials designated by that branch or unit
of county government.

F. "Furlough replacement time" means leave time that benefit-eligible
nonrepresented furloughed employees receive which is an amount equivalent to the time
that they were furloughed in 2009.

G. "Salaried employee" means an employee whose position is normally exempt
from wage and hours regulations. (Ord. 16788 § 2, 2010: Ord. 16735 § 16, 2009: Ord.
16391 § 19, 2009: Ord. 16339 § 17, 2008).

3.12F.020 Proclamation of emergency budget crisis - ratification - powers -
hotice.

A. Whenever the executive determines that an emergency budget crisis exists in
King County, the executive may proclaim in writing the existence of such an emergency.
The executive shall transmit a proclamation and proposed ratifying ordinance to the
council within seven days of the proclamation. A proclamation is effective only if ratified
by ordinance. A proclamation of an emergency budget crisis remains in effect for all or a
portion of one annual budget cycle.

B. Whenever the council determines that an emergency budget crisis exists in
King County, it may by ordinance declare the existence of such an emergency. A
declaration of an emergency budget crisis remains in effect for all or a portion of one
annual budget cycle.

C. Upon a proclaimed and ratified or declared emergency budget crisis, the
executive may:

1. Order a budgetary furlough, including the furlough of employees of the
executive branch and closure of county offices;

2. Order the reduction in hours or the closure of county offices on specific days
associated with a budgetary furlough; or

3. Order any other actions relating to employees in K.C.C. Title 3.

D. If an emergency budget crisis has been proclaimed and ratified or declared and
furlough days are ordered, the executive shall notify the public of days that county offices
are closed by posting the information on the county buildings or offices that are closed,
by posting a notice on the Internet, by advertising in the official county newspaper and by
issuing press releases. (Ord. 16735 § 17, 2009: Ord. 16339 § 18, 2008).



3.12F.040 Administration of furlough - duties - principles - filing of orders -
exceptions.

A.1. When a furlough administrator other than the executive has determined that
a budgetary furlough is necessary, the furlough administrator shall designate a person to
administer the budgetary furlough and to provide for the effective direction, control and
coordination of a budgetary furlough in a manner to preserve county functions.

2. The county administrative officer shall be responsible for budgetary furlough
administration in the executive branch and shall provide for the effective direction, control
and coordination of a budgetary furlough in a manner to preserve county functions.

B. In order to achieve budget savings, a furlough administrator may implement a
budgetary furlough for designated nonrepresented employees, and implement reductions
in operating and office hours, closure of offices or departments or reductions in levels of
operations or service. A furlough administrator shall seek and document the views of
affected nonrepresented employees when determining whether and how to implement a
budgetary furlough.

C. If a furlough administrator directs reductions in operating and office hours,
closures of offices or departments or reductions in levels or service that result in
budgetary furloughs for represented employees, the executive shall fulfill all applicable
bargaining obligations with labor unions representing the employees in those
departments before the implementation of a furlough.

D. In administering a budgetary furlough, the following principles should apply:

1. An employee who is furloughed should be notified of furlough in writing when
possible, although any reasonable notice is permissible;

2. During a furlough period, a furloughed employee remains a King County
employee subject to K.C.C. chapter 3.04;

3. A furloughed employee shall not volunteer to do what the county otherwise pays
any employee to do;

4. Medical, dental, vision and any other insured benefits shall remain in effect for
a furloughed benefit-eligible employee during a furlough period,

5. A furloughed employee shall not be eligible to take or be paid for vacation or
sick leave on a budgetary furlough day. The furlough administrator may designate that
paid vacation leave is available for the following employees:

a. those employees earning equal or less than two times the federal poverty
index; and

b. those employees enrolled in the Public Employees' Retirement System or
the city of Seattle retirement systems who submit to the chief administrative officer or the
furlough administrator a letter of intent to retire during the succeeding two calendar years;
and

6. A salaried employee is considered an hourly employee for each week in which
the employee observes one or more furlough days and must track and report the
employee’s hours and follow standard hourly work practices.

E. Benefit-eligible nonrepresented employees furloughed in 2009 will receive the
equivalent of the time on furlough in furlough replacement time. In administering furlough
replacement time for benefit-eligible nonrepresented employees, the following principles
apply:

1. Furlough replacement time may not be provided to employees when the
county is in an officially declared and council-sanctioned emergency budget crisis;

2. One half of the furlough replacement time will be awarded in the first year
following an emergency budget crises and one half of the furlough replacement time will
be awarded in the second year following an emergency budget crisis, unless the county
is in an officially declared and council sanctioned financial emergency;



3. Furlough replacement time must be used by the employee in the year that it
is issued to the employee. An employee who was not employed by King County in 2009
shall not receive furlough replacement time. An employee who left King County
employment before April 11, 2010, shall not receive furlough replacement time. Furlough
replacement time may not be carried over to another calendar year, it may not be cashed
out, it has no cash value and it may not be donated: and

4. The furlough administrator must provide for the effective direction, control and
coordination of furlough replacement time. (Ord. 18618 § 91, 2017: Ord. 16788 § 3, 2010:
Ord. 16735 § 19, 2009: Ord. 16339 § 20, 2008).

3.12F.050 Collective bargaining position not affected. No provision of this
chapter affects the collective bargaining position of the exclusive bargaining
representatives of any employee or of the county. (Ord. 16339 § 21, 2008).

3.12F.060 Reports.

A. Inany year for which an emergency budget crisis has been proclaimed and ratified
or declared, or for which any furlough administrator orders budgetary furlough days, the
furlough administrator shall provide the council with a report of the implementation plan for
the budget furlough by January 30. The report shall include:

1. Efforts to notify the public of the budget furlough and the closure of county offices
or sites;

2. The number of employees who have been furloughed;

3. The length of the furlough;

4. The number of employees exempted from the furlough and the reasons for the
exemption;

5. The anticipated budget savings from the furlough;

6. The anticipated effects of the furlough on both workload and service to the public
and other county agencies; and

7. A summary of input received from nonrepresented employees on whether and
how to implement a budgetary furlough.

B. A furlough administrator who orders a budget furlough shall provide the council
with a report on the effects of the furlough by June 30 of the furlough year. The report shall
contain the same information required by subsection A. of this section.

C. The reports required by this section must be filed in electronic format and in the
form of twelve paper copies with the clerk for the council, who shall retain the original and
forward the paper copies to each councilmember and the chief of staff. (Ord. 16735 § 20,
2009).

3.12S VOLUNTARY SEPARATION PROGRAM

Sections:
3.128.010  Program authorized — requirements - eligibility.

3.128.010 Program authorized — requirements — eligibility.

A. The executive is hereby authorized to establish a program in agencies identified
by the executive that incentivizes retirement-eligible employees to voluntarily leave
county employment, but only if;

1. The voluntary separation program will enable the agency to avoid a budget
shortfall that would result in program cuts or reductions in force, or the voluntary
separation program will result in labor cost savings; and



2. The agency will not fill the separating employee's position or will fill the position
at a lower wage rate that is expected to result in a net twenty percent annual salary cost
savings.

B. The executive is further authorized to enter into or extend agreements with
labor organizations to provide the same incentive program as provided for
nonrepresented employees under this chapter. If such an agreement addresses no other
subject or additional terms, it shall have the force of law upon execution by the parties,
without enactment by ordinance.

C. In order to be eligible for the program, the employee must have at least five
years of county service, must not be a temporary employee and must be eligible to apply
for a pension from the Law Enforcement Officers and Firefighters Retirement System,
Public Employees Retirement System, Public Safety Employees Retirement System or
the city of Seattle Retirement Plan, before December 31 of the calendar year in which the
employee applies for the program. While the employee must be retirement-eligible and
must separate from the county, the employee need not actually begin drawing a pension
to be considered eligible for the program. An employee who has resigned, retired or
submitted written notification of the employee's intent to do so before the employee's
employing agency has announced its intention to participate in the program, is ineligible
to participate in the program.

D. Participation in the program by employees is entirely voluntary.

E. As a financial incentive, the county shall pay to currently employed, retirement-
eligible employees who request, and are authorized by the executive, to voluntarily
separate from county service, a one-time payment equal to twenty-six-weeks of the
Washington state employment security department’'s maximum weekly unemployment
benefit amount in effect as of January 1 of each calendar year. This one-time payment
amount issued to the eligible participant will be in the amount effective for the year the
participant was approved for the program and separates from the county. For part-time
employees, this one-time payment will be prorated based on the percentage that
employee works as measured against a full-time employee.

F. The program shall require that participating employees enter into a written
agreement with King County that sets forth the terms and conditions of their voluntary
separation, including but not limited to:

1. Any employee approved to participate in the program must leave county
employment by written resignation or retirement no later than December 31 of the yearin
which the employee applies for the program. Agencies may establish deadlines and
procedures, which may vary by agency for employee participation in the program;

2. The employee will not seek reemployment with the county in any county
position;

3. The employee agrees that the employee is not eligible for, and will not apply
for, unemployment compensation and signs a waiver of any claim for unemployment
compensation; and

4. The employee must sign a waiver or release of any claim under the Age
Discrimination in Employment Act and the Older Worker Benefit Protection Act.

G. The executive's approval of any employee request to participate in the program
is discretionary, and consideration will be given to the impact to service delivery, retention
of a skilled employee or employees, cost of refilling a position or positions, short-term and
long-term budget savings and the employee's length of service with the county.

H. All decisions to approve or deny the requests of individual employees to
participate in the program shall be in writing and shall report the savings impacts, either
short-term or long-term or both, if the request is approved or denied. Decisions to approve
or deny a request shall not be the subject of a grievance.



|. The executive shall include, as part of the program, a clear designation of who
is authorized in each agency to approve or deny employee requests to participate in the
program. Employees of agencies headed by elected officials, other than the executive,
are ineligible to participate in the program unless their request is approved by both the
executive and the head of the applicable agency. (Ord. 18696 § 2, 2018)

3.13A DEPARTMENT OF ADULT DETENTION®

Sections:
3.13A.080 Training - Correction officers.

3.13A.060 Training - Corrections officers. The department of adult detention
shall operate in accordance with the following policies:

A. Aninitial 120 hours of training will be provided after appointment in which the
new corrections officer will be assigned to the training supervisor and will not be available
for regular shift assignment. During this initial training period, the new corrections officer
will be trained in the field of adult detention and corrections with attention given to the
procedures and policies of the county jail.

B. Newly hired corrections officers will receive training as required by the State of
Washington. (Ord. 9684 § 1, 1990).

3.14 CIVIL SERVICE COMMISSION
*Renamed department of adult and juvenile detention in Ordinance 14561 § 8, 2002.

Sections:
3.14.010  Powers assigned.
3.14.020 Removals, suspensions, and demotions.
3.14.030  Secretary/chief examiner.
3.14.040 Rules and regulations.

3.14.010 Powers assigned. The powers and duties of the sheriff's civil service
commission under chapter 41.14 RCW are hereby assigned to the department of human
resources except those powers and duties set forth in RCW 41.14.120. (Ord. 18793 § 18,
2018: Ord. 12014 § 46, 1995).

3.14.020 Removals, suspensions, and demotions. The sheriff's civil service
commission shall continue to hear and decide cases regarding removals, suspensions, and
demotions as provided in RCW 41.14.120. (Ord. 8179 § 2, 1987).

3.14.030 Secretary/chief examiner. The position of secretary/chief examiner of
the sheriff's civil service commission is hereby abolished as of January 1, 1996. Any
functions that have heretofore been performed by the secretary/chief examiner are hereby
assigned to the director of the department of human resources. (Ord. 18793 § 19, 2018:
Ord. 12014 § 47, 1995).

3.14.040 Rules and regulations.

A. Rules and regulations for the administration of the sheriffs personnel system
shall be adopted and amended by the county council by ordinance. The director of the
department of human resources is directed to promulgate administrative guidelines for the
purpose of implementing such rules and regulations and the requirements of chapter 41.14
RCW.



B. Except to the extent they are inconsistent with the provisions of this chapter,
the current rules and regulations of the sheriff's civil service commission, which are on
file with the clerk of the council, are hereby incorporated by this reference and made a
part hereof and adopted for the administration of the sheriff's personnel system. The
executive shall review such rules and regulations and report periodically to the council
proposing such amendments thereto as may be appropriate to bring such rules into
substantial conformance with general county personnel rules insofar as permitted by
chapter 41.14 RCW. (Ord. 18793 § 20, 2018: Ord. 12014 § 48, 1995).

3.15 PAY PLAN AND CLASSIFICATIONS OF POSITIONS

Sections:

3.15.005 Definitions

3.15.020 Procedures—schedule of pay ranges—salary schedule— within-range
pay increases.

3.15.025 Classification plan.

3.15.030 Reclassification and reassignment of pay ranges.

3.15.040 Classification changes.

3.15.050 Designations or professional licenses.

3.15.060 Administration.

3.15.070 Confirmation.

3.15.080 Court Commissioners and Administrators.

3.15.100 Minimum wages.

3.15.110 Salary limitations.

3.15.120 Pay on initial employment.

3.15.130 Pay on promotion.

3.15.140 Assignment to special duty.

3.15.145 Working out of classification.

3.15.150 Biweekly pay cycle - transition.

3.15.160 Biweekly pay cycle - transition payments.

3.15.170 Biweekly pay cycle - transition payment amount.

3.15.180 Biweekly pay cycle - transition payment amount — repayment by
deductions - recourse.

3.15.200 Chapter not a contract.

3.15.005 Definitions. The definitions in K.C.C. 3.12.010 apply to this chapter.
(Ord. 14233 § 3, 2001).

3.15.020 Procedures—schedule of pay ranges—salary schedule—within-
range pay increases. This section applies to all positions in the executive branch,
noncommissioned positions in the office of the sheriff and the department of assessments
allocated to a classification approved by the council.

A.1. Except as otherwise provided by ordinance, the schedule of pay ranges shall
consist of ninety-nine pay ranges, each containing ten steps as approved by ordinance
annually.

2. On a continuing three-year cycle, the executive shall assess market conditions
and determine whether to make adjustments, if any, to pay ranges assigned to existing
classifications.

B.1. The director may reassign pay ranges to existing classifications.

2. When the director adjusts the pay range of a classification, the incumbent
employee shall be placed at the same step in the new pay range as the employee was in
the previous pay range.



3. Implementation of any pay range adjustment shall be prospective and shall take
effect at the start of the pay period following the approval by the director or, if required by
K.C.C. 3.15.040, by the appropriate council committee.

C. Consistent with K.C.C. 3.12.350, the director shall establish guidelines for pay
increases in accordance with the following:

1. Employees may receive within-range increases from one step to the next higher
step upon satisfactory completion of the probationary period. All probationary-period pay
increases must be supported by documented performance appraisal. Probationary-period
pay increases exceeding Step 5 must have prior written approvals by the department
director and the director. When a division of human resources employee completes the
employee's probationary period, the county administrative officer must provide prior written
approval for probationary-period pay increases exceeding Step 5;

2. Employees may be eligible to receive increases annually in accordance with the
following principles:

a. An incentive increase must be supported by an annual documented
performance appraisal approved by the department director and the documented
performance appraisal must be maintained in the employee's personnel file. Incentive
increases shall be prospective only and shall be effective on January 1 following the year
on which the appraisal was based;

b. For employees currently in Steps 1 through 4 in the pay range, the appointing
authority may grant an increase of a single step for standard performance and may grant
an increase exceeding a single step for above-standard or outstanding performance, as
defined by the director;

c. For employees currently in Steps 5 through 7 in the pay range, the appointing
authority may grant an increase of one or more steps for above-standard performance; and

d. Foremployees currently in Steps 8 through 9 in the pay range, the appointing
authority may grant an increase of one step, not to exceed the top of the pay range, for
outstanding performance;

3. An appointing authority may grant an employee incentive pay up to five percent
above the top step of the range for a period of twelve months, if all of the following
conditions are met:

a. the employee is not a department director;

b. the employee has been at the top step of the prior or current range for two
years before the award of the increase; and

c. the employee has demonstrated continuous outstanding performance;

4. All incentive increases are subject to the availability of funds. Within-range
incentive increases are not automatic but shall be given only upon the written direction of
the appointing authority, as defined in K.C.C. 3.12.010.B., within the guidelines established
by the director. (Ord. 18727 § 17, 2018: Ord. 18635 § 17, 2017: Ord. 18618 § 92, 2017:
Ord. 14801 § 3, 2003: Ord. 14233 § 4, 2001: Ord. 14012 § 1, 2000: Ord. 12014 § 50,
1995).

3.156.025 Classification plan.

A. The director of the department of human resources shall develop and maintain
a classification plan for all positions within the career service system. The plan shall provide
that all positions that are substantially similar as to kind, difficulty and responsibility of work
are included in the same classification.

B. The classification plan should set forth for each career service classification a
title, a definition, distinguishing characteristics, representative examples of work and the
knowledge and skills necessary to perform the work.



C. The director of the department of human resources should, on a continuing three-
year cycle, review the classification plan, and may add, combine, abolish or revise the
specifications or establish new classifications, as provided in K.C.C. 3.12.040.

D. Whenever reorganization, change in job content or council action causes the
duties of a position to change, or a position appears to have been incorrectly classified, the
director of the department of human resources may reclassify the position to a more
appropriate classification. (Ord. 18791 § 21, 2018: Ord. 14801 § 7, 2003: Ord. 12014 §
51, 1995. Formerly K.C.C. 3.15.045).

3.15.030 Reclassifications and reassignment of pay ranges.

A. The director may reclassify any position to an existing or new classification.

B. An employee or a group of employees may request that a position or
group of positions be reclassified for the following reasons:

1.  The employee's position is not assigned to the appropriate
classification;

2. A significant or gradual change has occurred in the employee's on-
going duties or responsibilities over a period of at least one-year; or

3. A departmental reorganization or council action has caused the duties
of the position to change.

C. Group reclassifications may be submitted if all of the employees'
positions are in the same classification in the same section of a division. The
director shall evaluate each position individually, reserving the right to place
individual positions into different classifications.

D. An employee is not eligible to submit a reclassification request if:

1. It has been less than twelve months since the date of a previous
classification determination for the position;

2. The employee is on probation;

3. The employee is on a performance improvement plan; or

4. The employee is asking for the reclassification of a special duty
position. ’

E. When the director reclassifies a position to a higher classification, the
pay rate of the incumbent employee shall be increased to the first step of the pay
range of the new classification or the step that is at least five percent above the
former rate of pay, whichever is greater.

F. When the director reclassifies a position to a lateral classification, the
pay rate of the incumbent employee shall remain at the same step of the pay range.

G. When the director reclassifies a position to a lower classification, the
pay rate of the incumbent employee shall be the highest step in the new pay range
that does not exceed the employee's current pay rate.

H. A pay increase as a result of a reclassification may not exceed the top
step of the new range, unless the employee's former pay includes above-Step-10
incentive pay. If the employee's former pay includes an above-Step-10 incentive
pay, the employee's new pay is calculated upon the above-Step-10 amount. If the
increase from reclassification results in pay that is above the top step of the new
range, the pay shall be reduced to the top step of the new range at the end of the
incentive period, unless the employee requalifies for an above-Step-10 incentive
award.

I. Implementation of a reclassification and any related pay change shall be
effective at the start of the pay period following receipt of the completed
reclassification request form at the department of human resources, except a
reclassification to a lower pay grade shall be effective at the start of the pay period
at least thirty calendar days after notification of the classification determination



from the department of human resources.

J. Areclassified employee shall not serve a probationary period in the new
classification.

K.1. When an employee’s position is reclassified retroactively into a
classification with a different Fair Labor Standards Act of 1938 status, the change
in status shall be prospective only.

2. When an employee’s position is reclassified from a Fair Labor
Standards Act of 1938 exempt classification to a Fair Labor Standards Act of 1938
non-exempt classification, the employee will be paid overtime pay from the date of
the reclassification decision.

3. When an employee’s position is reclassified from a Fair Labor
Standards Act of 1938 non-exempt classification to a Fair Labor Standards Act of
1938 exempt classification, the employee shall receive a cash out of all accrued
compensatory time. (Ord. 18793 § 22, 2018: Ord. 18727 § 18, 2018: Ord. 14801
§ 4, 2003: Ord. 12014 § 52, 1995).

3.15.040 Classification changes. The director of the department of human
resources may abolish, amend or create new classifications, except as provided in this
section. The assignment or reassignment of pay ranges to a classification or classifications
is subject to K.C.C. 3.15.020. A request for the creation of any classification applicable to
regular exempt positions, as defined in K.C.C. 3.12.010, or any pay range adjustments for
classifications exceeding Range 54 or movements of four or more pay ranges for an
existing classification or any pay range adjustment affecting two or more classifications in
a classification series, shall be filed with the clerk of the council for distribution to the chair
of the labor, operations and technology committee, or its successor committee, and
confirmed by the committee before implementation. (Ord. 18793 § 23, 2018: Ord. 14801
§5,2003: Ord. 7996 § 10, 1987: Ord. 7394 § 10, 1985: Ord. 6627 § 15, 1983: Ord. 6142
§ 11, 1982: Ord. 5443 § 10, 1981: Ord. 4871 § 12, 1980: Ord. 4160 § 11, 1979: Ord.
3632 § 11, 1978: Ord. 3083 § 12, 1977: Ord. 2685 § 12, 1976: Ord. 2277 § 11, 1975:
Ord. 2179§ 11, 1974: Ord. 1892 § 11, 1974: Ord. 1780 § 4, 1973: Ord. 1282 § 5, 1972).

3.15.050 Designations or professional licenses. An employee who has a valid
Washington State Professional Civil Engineering license, a registered architect's license or
a professional designation of CPA, MAI, RM, SSA, CPM or SR/WA, shall be paid an
additional twenty-five dollars per month if such designation or professional license is a
requirement of the job assignment. (Ord. 7996 § 11, 1987: Ord. 7394 § 11, 1985: Ord.
6627 § 16, 1983: Ord. 6142 § 12, 1982: Ord. 5443 § 11, 1981: Ord. 4871 § 13, 1980:
Ord. 4160 § 12, 1979: Ord. 3632 § 12, 1978: Ord. 3083 § 13, 1977: Ord. 2685 § 13, 1976:
Ord. 2277 §12,1975: Ord. 2179 § 12, 1974: Ord. 1892 § 12, 1974: Ord. 1780 § 3, 1973).

3.15.060 Administration. The administration of the pay provisions set forth herein
will be the responsibility of the county executive. (Ord. 7996 § 12, 1987: Ord. 7394 § 12,
1985: Ord. 6627 § 17, 1983: Ord. 6142 § 13, 1982: Ord. 5443 § 12, 1981: Ord. 4871 §
14,1980 Ord. 4160 § 13, 1979: Ord. 3632 § 13, 1978: Ord. 3083 § 14, 1977: Ord. 2685
§ 14, 1976: Ord. 2277 § 13, 1975: Ord. 2179 § 13, 1974: Ord. 1892 § 13, 1974: Ord.
1282 § 6, 1972).

3.15.070 Confirmation. Pay range assignments shall be subject to confirmation
by ordinance by the King County council at least annually. (Ord. 7996 § 13, 1987: Ord.
7394 § 13, 1985: Ord. 6627 § 18, 1983: Ord. 6142 § 14, 1982: Ord. 5443 § 13, 1981:
Ord. 4871 § 15, 1980: Ord. 4160 § 14, 1979: Ord. 3632 § 14, 1978: Ord. 3083 § 15, 1977:



Ord. 2685 § 15, 1976: Ord. 2277 § 14, 1975: Ord. 2179 § 14, 1974: Ord. 1892 § 14, 1974:
Ord. 1282 § 7, 1972).

3.15.080 Court Commissioners and Administrators.

A. Effective September 1, 1987 the annual salary for the Superior Court
Commissioners shall be ninety-five (95%) per cent of that set by law for Superior Court
Judges. The Superior Court Administrator's salary will be determined by the Superior Court
Judges at ninety-five (95%) per cent of that set for Superior Court Commissioners.

B. Effective September 1, 1987, the annual salary for the District Court
Administrator shall be 90 (90%) per cent of that set by law for the District Court Judges.
(Ord. 8299, 1987).

3.15.100 Minimum wages.

A. No employee of the county working full-time, part-time or temporary shall be paid
at any rate less than that mandated by King County ordinance or federal or state law,
whichever is higher.

B. No contractor or subcontractor doing business with the county or furnishing
workers or services in connection thereof shall pay any employee performing any work for
such business with the county less than that mandated by King County ordinance or state
law, whichever is higher. (Ord. 17909 § 2, 2014: Ord. 12014 § 53, 1995).

3.15.110 Salary limitations. Except for annual step incentive increases provided
for in this chapter or as otherwise provided by ordinance, no employee’s salary shall be
greater than the amount applicable to the top step of the pay range assigned to the
employee’s classification. (Ord. 12014 § 54, 1995).

3.15.120 Pay on initial employment.

A.1. New county employees shall start at the first step of the pay range. If
necessary for recruitment, however, a department director may authorize an offer of a
higher pay step.

2. At least one of the following criteria must be met to hire an employee above
the first step:

a. The candidate's education and experience are significantly above the
minimum requirements for the position;

b. The candidate has an especially desirable skill, talent, knowledge or ability;

c. The candidate has a current salary that is above the first step of the of the
salary range; or

d. The candidate has a competing written, formal offer of employment that is
above the first step of the salary range.

3. If a department director determines it is necessary to hire an employee above
the first step, a copy of the appointment letter, together with a statement of the reason for
hiring the employee above the first step, must be provided to the director of the
department of human resources at the time of hire.

B. The director of the department of human resources may approve the hiring of
an employee above Step 5. In such cases, the director of the department of human
resources must issue prior written approval to the department director and send a copy
of the written notification to the executive. (Ord. 18793 § 24, 2018: Ord. 18635 § 18,
2017: Ord. 14801 § 9, 2003: Ord. 14233 § 5, 2001).

3.15.130 Pay on promotion.
A. If a promotion results from something other than a reclassification, the pay rate
of the incumbent employee shall be increased to the first step of the pay range of the new



classification or the step that is at least five percent above the former rate of pay,
whichever is greater. The promoted employee may be placed at a higher step in the pay
range if the employee’s department director determines the action is warranted, if the
criteria and procedures in K.C.C. 3.15.120 are met and if funds are available in the
agency.

B. A pay increase as a result of a promotion may not exceed the top step of the
new range, unless the employee's former pay includes an above-Step-10 amount as a
result of an incentive increase. If the employee's former pay includes above-Step-10
incentive pay, the employee's new pay is calculated upon the above-Step-10 amount. If
the increase from a promotion results in pay that is above the top step of the new range,
the pay shall be reduced to the top step of the new range at the end of the incentive period
unless the employee requalifies for an above-Step-10 incentive award.

C. Implementation of a promotion and any related pay change shall be prospective
and is effective when the promotion is approved by the director. (Ord. 18727 § 19, 2018:
Ord. 14801 § 10, 2003: Ord. 14233 § 6, 2001).

3.15.140 Assignment to special duty.

A.1. A department director and, when required, the director of the department of
human resources may assign an employee in a regular position to an existing higher-
level classification for a limited term when the higher-level duties and responsibilities
comprise the majority of the work performed for a minimum of thirty calendar days.

2. Temporary employees, including term-limited temporary employees, are not
eligible for special duty assignments.

B. Depending upon the type of special duty assignments needed for business
operations, special duty assignments may be made for up to a maximum of five years.

1. Assignments may be approved for up to a term of twelve months if authorized
in advance by the department director to backfill for a vacant regular position, or to provide
additional staffing needed:

a. due to work that exceeds either the volume or complexity, or both, than what
is routinely expected, but the work is of a limited duration;

b. due to work that is unanticipated due to unique circumstances that are not
expected to reoccur; or

c. to either develop or implement, or both, a new function, system or proposal.

2. Assignments may be approved for up to a term of up to three years if
authorized in advance by the director to perform a significant or substantial body of work,
such as a nonroutine project or work related to the initiation or cessation of a county
function, project or department.

3. Assignments may be approved for up to a term of five years if authorized in
advance in writing by the director:

a. to backfill a regular position, when:
(1) an employee is absent because of an extended leave of absence for a
medical reason;
(2) an employee is absent because of military service; or
(3) an employee is absent because of a special duty or another assignment;
and
b. to staff or backfill staff on a clearly defined grant-funded, capital improvement
or information systems technology project.

4. A special duty backfill assignment may not exceed the term of the incumbent
employee’s absence.

5. Special duty assignments to salaried classifications shall be made in full-week
increments, from Saturday through Friday.

6. An employee's special duty assignment shall end when management



becomes aware that the employee's absence will exceed thirty calendar days or at the
conclusion of a thirty-day absence, whichever occurs first.

C. A special duty assignment must be made in writing to the employee before the
beginning of the assignment. The written notice must provide the classification title and
description and must list the specific duties that the employee is to perform and the
duration of the assignment. The written notice must also include a statement that the
assignment does not confer on the employee any new privilege, right of appeal, right of
position, transfer, demotion, promotion or reinstatement. A special duty assignment may
be revoked at any time at the discretion of the appointing authority. Special duty pay may
not be assigned retroactively.

D. The special duty increase shall be to the first step of the pay range of the higher-
level job classification or a flat five percent above the base rate of pay, whichever is
greater.

E. If the employee was receiving above-Step-10 incentive pay, the pay for the
special duty assignment is calculated using the incentive pay and may result in incentive
pay while in the special duty assignment.

F. While on special duty assignment, the employee shall continue to be
eligible for step increases in the employee's regular position. [f the employee is at
Step-10 in the employee's regular position, the employee shall be eligible for step
increases in the special duty classification.

G. Any accrued compensatory time shall be cashed out before an hourly
employee begins a salaried special duty assignment, and before an employee in an
hourly special duty assignment returns to a salaried regular position.

H. When the special duty assignment is completed, the employee’s pay shall
revert to the pay rate the employee would have received if the employee had not been
assigned to special duty.

|. Special duty pay shall not be considered part of an employee's base pay rate
for purposes of placement within a salary range as a result of promotion or
reclassification, for purposes of cashing out vacation or sick leave or when making
vacation or sick leave donations.

J. When the special duty assignment is hourly, the employee’s special duty
pay will be used for the computation of overtime and compensatory time.

K. If the special duty position is converted to a regular position and the
employee who served in the special duty position is hired into the regular position,
the time served in the special duty position will count toward any required
probationary period. If the time served in the special duty position was longer than
the required probationary period, the employee’s probationary period shall be
considered served.

L. The executive shall notify the council each year in writing of the total number of
county employees on special duty assignment by department. The executive shall file a
paper original and electronic copy of each memorandum with the clerk of the council, who
shall retain the original and provide an electronic copy to all councilmembers and the lead
staff for the government accountability and oversight committee or its successor. (Ord.
18793 § 25, 2018: Ord. 18727 § 20, 2018: Ord. 17020 § 2, 2011: Ord. 14801 § 11,
2003: Ord. 14233 § 7, 2001).

3.15.145 Working out of classification.

A. For the purposes of this section, "working out of classification" means
an employee in a regular position is assigned in writing some or all of the duties of
a higher-paid classification for a period of less than thirty calendar days.

B. Working-out-of-classification assignments must occur in full day or full
shift increments.



C. While working out of classification, the employee shall receive a flat five
percent pay premium. Any overtime the employee earns while working out of
classification shall include the five percent premium. Paid leaves taken while an
employee is working out of classification shall not include the pay premium.

D. If a working-out-of-classification assignment exceeds twenty-nine
consecutive calendar days, the assignment shall be prospectively converted to a
special duty assignment. (Ord. 18727 § 21, 2018).

3.15.150 Biweekly pay cycle - transition. County officers and employees
currently paid on a semimonthly pay cycle shall be transitioned to a biweekly pay cycle in
one or more groups on or after January 1, 2011. The biweekly payroll process shall
provide that county officers and employees receive their compensation not later than
thirteen days following the end of each two-week pay period for services rendered during
that pay period. (Ord. 16818 § 1, 2010).

3.15.160 Biweekly pay cycle - transition payments.

A. When a county officer or employee's payroll is transitioning from a semimonthly
pay cycle to a biweekly pay cycle, the executive is authorized to allow county officers and
employees the option to elect to receive a transition payment, as set forth in K.C.C.
3.16.170, if they meet the qualifications in subsection B. of this section.

B. County officers and employees who meet the following qualifications, on the
date or dates selected by the county administrative officer are eligible to elect a transition
payment. Eligible county officers and employees are those who:

1. Are eligible for leave and insured benefits as provided for in K.C.C. 3.12.040;

2. Are not serving a probationary period, unless the probationary period is due
to promotion, demotion or lateral transfer;

3. Are in a paid status;

4. Are employed in a position that is scheduled to be funded and filled for
approximately one year after the date or dates selected by the county administrative
officer;

5. Have elected to receive the transition payment by the date or dates selected
by the county administrative officer; and

6. Have agreed and, if applicable, whose spouse or state registered domestic
partner have agreed, in writing, to repay the county for the amount of the transition
payment as set forth in section 4 of this Ordinance. (Ord. 17174 § 1, 2011: Ord. 16818
§ 2, 2010).

3.15.170 Biweekly pay cycle - transition payment amount. The amount of the
transition payment for an eligible employee shall be equivalent to the dollar amount
reached by multiplying the employee’s base rate of pay by the number of standard work
hours in one work week, not inclusive of overtime. In calculating the transition payment,
an employee's base rate of pay excludes any type of premium pay. Excluded premium
payments include but are not limited to payments for shift differential, certification, merit,
or any other type of additional pay. (Ord. 16818 § 3, 2010).

3.15.180 Biweekly pay cycle - transition payment amount - repayment by
deductions - recourse.

A. Repayment of the transition amount shall be made to the county no later than
the end of the fiscal year within which the transition amount was paid. The repayment
shall be by deductions from the employee’s paychecks in equal installments. If
repayment by payroll deductions is insufficient, the outstanding balance shall be paid in
full by a payment directly to the county by the employee, or if applicable, the employee's



spouse or state registered domestic partner. If an employee leaves county employment
before completion of repayment of the full transition payment amount, the outstanding
balance shall be paid in full by the following methods:

1. A deduction from the final paycheck owed to the employee when the employee
leaves employment; and if further payment is owed, then by

2. A deduction from any other payment owed to the employee; and if further
payment is owed, then by

3. A payment directly to the county by the employee or, if applicable, the
employee's spouse or state registered domestic partner.

B. If the deductions or payments under this section do not pay the full outstanding
balance, the county reserves the right to refer any unpaid amount to a collection agency
or to pursue other legal means for repayment. (Ord. 17174 § 2, 2011: Ord. 16818 § 4,
2010).

3.15.200 Chapter not a contract. This chapter does not constitute an express
or implied contract. It is a general statement of county policy that cannot form the basis
of a private right of action. (Ord. 14801 § 12, 2003).

3.16 LABOR AND EMPLOYEE RELATIONS

Sections:
3.16.010 Bargaining agent designated.
3.16.012  Mission.
3.16.015  Definitions.
3.16.020 Powers.
3.16.025 General provisions.
3.16.030  Prior acts confirmed.
3.16.040 Time limit.
3.16.045 Corrections officers.
3.16.050 Labor policy committee functions.
3.16.055 Labor implementation committee functions.
3.16.060 Annual labor summit.
3.16.100 Unclassified and exempt employees - sheriff's employees - designation.

3.16.010 Bargaining agent designated.

A. In accordance with Sections 890 and 898 of the King County Charter, the King
County executive is designated bargaining agent for King County, except as provided in
subsection B. of this section.

B.1. The sheriff is the designated bargaining agent of the county on all department
of public safety matters except for compensation and benefits for employees of the
department of public safety. The county executive is the designated bargaining agent on
compensation and benefits for employees of the department of public safety.

2. The sheriff and the executive shall consult and collaborate with each other in
advance of collective bargaining negotiations with representatives of the employees of the
department of public safety. The sheriff and the executive shall identify respective areas
of bargaining authority, the positions to be taken on issues expected to arise during
collective bargaining and other matters that have the potential to affect collective
bargaining. The sheriff and the executive shall make a good faith effort, including meeting
if necessary, to resolve any disagreements between them concerning such matters.

3. If the sheriff and the executive are unable to resolve any such disagreements,
the sheriff and the executive shall promptly submit to each councilmember a confidential,
detailed, joint written report describing the disagreement.



4. Neither the executive nor the sheriff may propose or agree to the inclusion of
language in any collective bargaining agreement, memorandum of agreement or
memorandum of understanding concerning employees of the department of public safety
without conferring with each other, except regarding compensation and benefits. (Ord.
17233 § 2,2011: Ord. 197 § 1, 1969).

3.16.012 Mission. The mission of the council and the bargaining agent shall be to
develop labor relations policy and other policies affecting county employees in accordance
with the following principles and consistent with the philosophy, objectives and guidelines
found in King County council Motion 9182:

A. Provide a positive climate in King County government where employees feel their
contributions are valued, their ideas are heard and their desires to serve the public are
fulfilled.

B. Help county employees view King County government as a desirable place to
work and as a place where the public business is conducted in a cost-effective manner.

C. Allow the council an adequate and meaningful opportunity to provide policy
direction to the bargaining agent before the collective bargaining process begins.

D. Cause King County management to plan, prepare and be accountable for
obtaining agreements at the bargaining table concerning operating improvements
necessary to best serve the public interest and improve the working conditions for
employees.

E. Create and maintain a collective bargaining and employee relations climate in
King County government that encourages cooperative efforts and joint problem-solving
among bargaining representatives, the bargaining agent, employees and management to
address ways to better serve the public, increase productivity, reduce waste, improve
safety, improve morale, and recruit and retain quality employees.

F.  Acknowledge, encourage and continue the efforts of bargaining units and
management to engage in coilaborative or interest-based bargaining, which has had the
positive effects of reducing the adversarial nature of traditional bargaining and enhancing
consensus-making in labor relations. (Ord. 11480 § 5, 1994).

3.16.015 Definitions. Unless the text clearly indicates otherwise, as used in this
chapter, the following words shall have the meanings set forth in this section:

A. "Corrections officer" means any full-time, fully compensated uniformed
correctional officer or sergeant who works for the department of adult detention (King
County jail).

B. "Bargaining representative” means any lawful organization which has as one of
its primary purposes the representation of employees in their employment relations with
King County.

C. "Bargaining agent" means the designated bargaining agent as determined under
K.C.C. 3.16.010.

D. "Public employer" means King County.

E. "Commission" means the Public Employment Relations Commission.

F. "Executive director" means the executive director of the Commission.

G. "911 operator" means any full-time, fully compensated communications
specialist or communications specialist supervisor who works for the department of public
safety.

H. "Labor policy committee" or "policy committee”" means the King County council.

. "Labor policy" or "policy" means those general principles that work to implement
the intent of this chapter and guide negotiations for wages, benefits, working conditions
and other terms of employment. (Ord. 19013 § 6, 2019: Ord. 17223 § 3, 2011: Ord. 17024
§2,2011: Ord. 14287 § 1, 2002: Ord. 11480 § 3, 1994: Ord. 10631 § 2, 1992).



3.16.020 Powers. The bargaining agent is authorized on behalf of King County to
meet, confer and negotiate with bargaining representatives of the public employees of King
County for the purpose of collective bargaining as contemplated by chapter 41.56 RCW
and Section 890 of the King County Charter, and to timely recommend to the King County
council proposed wages, hours, and employee benefits and other conditions of county
employment for the purposes of county budgets and such collective bargaining agreement
or agreements as may be required and authorized by ordinance. The bargaining agent
shall not negotiate new collective bargaining agreements prior to preparing for bargaining
and conferring with the labor policy committee as required in K.C.C. 3.16.012, 3.16.025
and 3.16.050. (Ord. 14287 § 2, 2002: Ord. 11480 § 4, 1994: Ord. 197 § 2, 1969).

3.16.025 General provisions.

A. The bargaining agent shall establish and conduct a process to prepare for
negotiations that performs at least the following functions:

1. The bargaining agent should continue to use collaborative or interest-based
bargaining where both parties agree, and this chapter shall not be construed to restrict or
inhibit such bargaining;

2. The bargaining agent shall cause to be developed and maintained a database
of information within King County government on wages, hours, employee benefits,
vacation and other leave, job classifications and substantial and factual information to
provide knowledge of working conditions necessary to conduct effective negotiations. Such
information shall be made available to the bargaining representatives to the extent provided
by RCW 41.56.030(4), Public Employees’ Collective Bargaining law of the state of
Washington, as set forth by the collaborative process identified in King County council
Motion 9182; and

3. The labor policy committee shall confer with the bargaining agent to develop
necessary guidelines for the implementation of this section, consistent with this chapter and
King County council Motion 9182.

B. The bargaining agent shall be the sole negotiator for King County government
and shall bargain in good faith as provided by law. The bargaining agent shall commence
and complete collective bargaining negotiations in a timely manner and in accordance with
the overall principles and intent of this chapter. (Ord. 19013 § 7, 2019: Ord. 14287 § 3,
2002: Ord. 11480 § 7, 1994).

3.16.030 Prior acts confirmed. Any act pursuant to the authority and prior to
October 30, 1969, is hereby ratified and confirmed. (Ord. 197 § 3, 1969).

3.16.040 Time limit.

A. Any collective bargaining agreement between King County and a recognized
bargaining representative as defined in RCW 41.56.030 which has been ratified by both
parties shall be transmitted to the King County council no later than seven days after the
tentative agreement has been reached.

B. Failure to meet this deadline shall result in the payment of interest on the
retroactive amount of any negotiated salary or wage increase equal to interest earned on
Federal 90 day treasury bills from the first day following the deadline through the date the
tentative agreement is transmitted to the King County council, unless the seven days have
been extended by mutual agreement by both parties in writing.

C. The interest accrued, if any, shall be divided among the county employees
represented by the collective bargaining unit, based upon each



employees individual retroactive wage rate increase. The computed interest shall be
included in the first pay check which pays out the rate of pay negotiated in the tentative
collective bargaining agreement. (Ord. 1903 § 8, 2019: Ord. 8658 § 1, 1988).

3.16.045 Corrections officers. Application of RCW 41.56.440 - 41.56.470 and
RCW 41.56.480 - 41.56.490. In the furtherance of collective bargaining the provisions of
RCW 41.56.440 - 41.56.470 and RCW 41.56.480 - 41.56.490 shall also be applicable to
corrections officers and 911 operators as defined in this chapter. (Ord. 10631 § 3, 1992).

3.16.050 Labor policy committee functions.

A. The labor policy committee shall meet as it deems necessary to obtain the
testimony of members of the public, the bargaining agent, bargaining representatives or
their designees, county department management and others in order to consider such
testimony in policy decisions before the committee. The labor policy committee shall not
engage in bargaining with bargaining representatives or represented employees. The labor
policy committee shall also meet to consider matters referred to it by the council in
accordance with K.C.C. chapter 1.24.

B. The labor policy committee shall provide an opportunity for bargaining
representatives or their designees to address the committee before the adoption of overall
policy. Overall policy, and all amendments to adopted policies, shall be established only
upon an affirmative vote by a majority of the members of the labor policy committee.

C. The bargaining agent shall recommend to the labor policy committee overall
changes to adopted policies that would be required to implement the changes proposed in
K.C.C. 3.16.055.C., and an overall estimate of the monetary value, if any, of these changes,
including both costs and benefits.

D. Following the establishment of overall policy, and before commencing
negotiations, the labor policy committee shall meet to hear the bargaining agent's
recommended strategies for implementing adopted policies. The labor policy committee
shall confer with the bargaining agent as it deems necessary to ensure compliance with
this chapter and good-faith collective bargaining. The bargaining agent's strategies shall
be generally consistent with the principals contained in this chapter and the overall policy
direction established by the labor policy committee.

E. The bargaining agent may seek further clarification of adopted policies from the
labor policy committee at any time during the negotiations.

F. By June 30 of each year, the executive shall report to the labor policy committee
regarding employment policies applicable to nonrepresented employees.

G. For the purpose of maintaining an effective collective bargaining process, the
strategies and related information presented by the bargaining agent shall be maintained
as confidential. In addition, proposed or adopted policies designated as confidential shall
be considered policy formulation documents and be maintained as confidential and exempt
from public disclosure as provided in RCW 42.56.280. The labor policy committee shall
develop guidelines to assist in accomplishing such confidentiality.

H. Any councilmember may propose the adoption, amendment or repeal of any
labor policy by filing with the clerk of the council a memorandum that includes the proposed
policy. Any proposed amendment shall set for the existing policy and show proposed
changes as in the form required for ordinances by K.C.C. 1.24.075. The clerk shall provide
a copy of the proposal to the executive, each councilmember and the lead staff for the labor
policy committee. The proposal shall be designated by the councilmember either as public
or as confidential pending action by the committee on the policy. Adopted policies may be
designated as confidential by an affirmative vote of a majority of the members of the policy
commitiee.



|. The clerk of the council shall maintain a compilation of adopted policies. The clerk
shall make publicly available all public policies, and shall maintain as confidential all labor
policies designated as confidential policy formulation documents. (Ord. 19013 § 9, 2019:
Ord. 18635 § 19, 2017: Ord. 17262 § 1, 2012: Ord. 14287 § 4, 2002: Ord. 12014 § 55,
1995).

3.16.055 Labor implementation committee functions.

A.1. A bargaining representative may at any time during negotiations forward to the
director of the department of human resources, or its successor, a written complaint that
the collective bargaining process is not being conducted in a timely manner or is not being
conducted in a manner consistent with good faith bargaining. The director shall, within
fifteen calendar days, respond in writing to the complaint and propose such remedies as
may address the complaint.

2. If the bargaining representative is not satisfied with the written response of the
director, or if a written response to the complaint is not received within fifteen calendar days,
the bargaining representative may forward the written complaint to the King County
executive, as the bargaining agent, who shall, within fifteen calendar days, respond to it in
writing and propose such remedies as may address the complaint.

3. If the bargaining representative is not satisfied with the written response of the
bargaining agent, or if a written response is not received from the bargaining agent within
fifteen calendar days, the bargaining representative may request that the bargaining agent
forward the written complaint to the council.

4. If the bargaining agent receives a written request to have the complaint
forwarded to the council, including an explanation of reasons for the request, the
bargaining agent shall forward the request, together with the bargaining agent's written
response, to the council within five calendar days from the receipt of the request. These
materials or any discussion thereof shall remain confidential to the extent allowed by law.

5. The council may request that the bargaining agent meet with the council for
the purpose of reviewing the status of negotiations with regard to the principles contained
in this chapter and the overall policy direction established by the labor policy committee,
but the council shall take no action that would interfere with the lawful role of the
bargaining agent.

B. By June 30 of each year, the prosecuting attorney, in conjunction with bargaining
agent, shall report to the council on all pending unfair labor practice charges and all pending
arbitration involving represented employees.

C. By June 30 of each year, or, in the case of agreements expiring other than
December 31, at least ninety days before the commencement of negotiations, in
preparation for collective bargaining the bargaining agent shall report to the council the
agreements expiring that calendar year. The bargaining agent shall also generally explain
existing policies that, if changed, would further the principles and intent established by
this chapter. County department management concerned with the collective bargaining
process, with the advice of other relevant county departments, shall assist the bargaining
agent in reporting to the implementation committee.

D. By June 30 of each year or, for agreements expiring other than December 31, at
least ninety days before commencing negotiations, the implementation committee shall
meet with the bargaining agent to review the schedule of collective bargaining agreements
expiring in that calendar year and the key issues related to the collective bargaining
process. Methods of consultation with unions, management rights and eliminating the
causes of employee grievances shall also be considered.

E. For the purpose of maintaining an effective collective bargaining process, the
strategies and related information presented by the bargaining agent shall be maintained
as confidential. The council shall develop guidelines to assist in accomplishing such



confidentiality. (Ord. 19013 § 10, 2019: Ord. 18793 § 26, 2018: Ord. 18635 § 20, 2017:
Ord. 14287 § 5, 2002).

3.16.060 Annual labor summit. The chair of the King County council shall annually
convene a summit between the county’s elected officials and the local labor leadership and
the leadership of all collective bargaining units representing the county’s work force. Such
a labor summit shall take place between January 1 and July 1 of each given year. The
intent of convening an annual labor summit shall be to: increase communication between
King County elected officials and the leadership and membership of local labor
organizations and of all the county’s collective bargaining units; identify issues and
problems of mutual concern; identify solutions to problems affecting the memberships of
the county’'s collective bargaining units; delineate ways in which the county’s elected
officials may more closely and effectively work with the county’s collective bargaining units
and local labor organizations to attain mutual goals; and foster a spirit of cooperation in
working to serve the public.

Meeting minutes at the summit shall be recorded and adopted by the King County
council at a subsequent regular meeting of the council. (Ord. 15196 § 1, 2005 Ord. 14337
§ 1,2002: Ord. 14287 § 6, 2002: Ord. 13000 § 2, 1998).

3.16.100 Unclassified and exempt employees - sheriffs employees -
designation.

A. By the power conferred upon the county legislative authority in RCW 41.14.070,
the council authorizes the following number of positions as unclassified and exempt from
the state civil service system for county sheriffs employees:

Office of the sheriff: five positions;

Patrol operations division: six positions;

Support services division: two positions;

Criminal investigation division: one position;

Professional standards division: two positions;

Sound Transit division: one position; and

Metro Transit division: one position.

RCW 41.14.070 grants the sheriff the ability to designate ten unclassified
positions that are exempt from the state civil service system for sheriffs employees. By the
power conferred upon the county legislative authority in RCW 41.14.070(4), the sheriff's
office is authorized two additional unclassified positions for a total of twenty unclassified
positions. (Ord. 16977 § 2, 2010: Ord. 15939 § 3, 2007).

Pioonrowna

3.18 LIVING WAGE FOR EMPLOYEES OF COUNTY AND COUNTY
CONTRACTORS.

Sections:

3.18.010  Definitions.

3.18.020 Employee coverage - application of chapter - exceptions - employees
under eighteen years of age - rules.

3.18.030  Minimum wage for county employees - exceptions.

3.18.035 County employees with disabilities — payment of less than minimum
wage prohibited.

3.18.040  Schedule 1 employers - minimum wage - minimum health benefits plan
payments.

3.18.060  Schedule 2 employers - minimum wage.

3.18.060  Schedule 2 employers - minimum compensation.
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3.18.080 Waiver of chapter - rules - report.
3.18.090 Executive duties - rules - notice and opportunity to cure violations
opportunities - sactions or remedies — administration of chapter.

3.18.010 Definitions.

A. "Actuarial value" means the percentage of total average costs for covered
benefits that a health benefits package will cover.

B. "Bonuses" means non-discretionary payments in addition to hourly, salary,
commission or piece-rate payments paid under an agreement between an employer and
employee.

C. "Commissions" means a sum of money paid to an employee upon completion
of a task, usually selling a certain amount of goods or services.

D. "Compensation" means wages together with the money paid by an employer
towards an individual employee's health benefits plan.

E. "Contract" means a mutually binding legal relationship or any modification
thereof obligating the county to pay a contractor one hundred thousand dollars or more
to provide professional services, technical services or services, as defined in K.C.C
2.93.030 to, or at the direction of, the county. "Contract" does not include: a contract
between a contract-awarding authority and another government or public entity; a
contract that the county enters into as the administrator of grants received from a third
party; a contract for public works; an architectural or engineering contract; or a collective
bargaining agreement.

F.  "Contract-awarding authority" means the county officer, department,
commission, employee or board authorized to enter into or to administer contracts on
behalf of the county.

G. "Contractor" means any person that enters into a contract with the county, or
negotiates the extension of an existing contract with the county, after the effective date of
this ordinance, or that is a subcontractor performing services under such a contract.

H. "Division" means the finance and business operations division of the
department of executive services.

|. "Director" means the manager of the finance and business operations division
of the department of executive services, or the manager's designee.

J. "Employee" means any individual employed by an employer, whether on a full-
time, part-time, temporary or seasonal basis, including temporary workers, contracted
workers, contingent workers and persons made available to work through a temporary
services, staffing or employment agency or similar entity.

K. "Employer" includes King County and any individual, partnership, association,
corporation, business trust or person or group of persons acting directly or indirectly in
the interest of an employer in relation to an employee.

L. "Health benefits plan" means a silver or higher level essential health benefits
package, as defined in 42 U.S.C. Sec. 18022, or an equivalent plan that is designed to
provide benefits that are actuarially equivalent to seventy percent of the full actuarial value
of the benefits provided under the plan, whichever is greater.

M. "Hourly minimum compensation” means the minimum compensation due to an
employee under this chapter for each hour worked during a pay period.

N. "Hourly minimum wage" means the minimum wage due to an employee under
this chapter for each hour worked during a pay period.

O. "Person" means any individual, partnership, corporation, limited liability
company, sole proprietorship, association, joint adventure, estate, trust or other entity,
group or combination acting as a unit, and the individuals constituting the group or unit.

P. "Piece-rate" means a price paid per unit of work.



Q. "Rate of inflation" means one hundred percent of the annual average growth
rate of the bi-monthly Seattle-Tacoma-Bremerton Area Consumer Price Index for urban
wage earners and clerical workers, termed CPI-W, for the twelve month period ending in
August, provided that the percentage increase shall not be less than zero.

R. "Schedule 1 employer" means an employer that employs more than five
hundred employees in the United States, regardless of where those employees are
employed in the United States.

S. "Schedule 2 employer" means an employer that employs five hundred or fewer
employees in the United States, regardless of where those employees are employed in
the United States.

T. "Subcontractor" means any person, not an employee, that enters into a contract
with a contractor or subcontractor, and that employs employees for that purpose, to assist
the contractor or subcontractor in performing a contract with the county.

U. "Wage" means compensation due to an employee by reason of employment,
payable in legal tender of the United States or checks on banks convertible into cash on
demand at full face value, subject to such deductions, charges or allowances as may be
permitted by rules of the director. "Wages" include commissions, piece-rate
compensation and bonuses, all of which shall be counted as wages in the work-week in
which they were earned. An employer payment toward a health benefits plan does not
constitute a "wage." (Ord. 18871 § 1, 2019: Ord. 17909 § 4, 2014).

3.18.020 Employee coverage - application of chapter - exceptions -
employees under eighteen years of age - rules.

A. An employee is covered by this chapter for each hour the employee is
performing a measurable amount of work as a county employee or under a contract with
the county. An employee who is not covered by this chapter is still included in determining
the size of the employer.

B.1. For the purpose of determining whether an employer is a Schedule 1
employer or a Schedule 2 employer, separate entities that form an integrated enterprise
shall be considered a single employer under this chapter. Separate entities are
considered an integrated enterprise and a single employer under this chapter if a separate
entity controls the operation of another entity. The factors to consider in making this
assessment include, but are not limited to:

a. The degree of interrelation between the operations of multiple entities;
b. The degree to which the entities share common management;

c. Centralized control of labor relations; and

d. The degree of common ownership or financial control over the entities.

2. There shall be a presumption that separate legal entities, which may share
some degree of interrelated operations and common management with one another, are
considered separate employers for purposes of this section as long as: the separate legal
entities operate substantially in separate physical locations from one another: and each
separate legal entity has partially different ultimate ownership.

3. The determination of employer schedule for the current calendar year is
calculated based upon the average number of employees employed per calendar week
during the preceding calendar year for any and all weeks during which at least one
employee worked for compensation. For an employer that did not have any employees
during the previous calendar year, the employer schedule is calculated based upon the
average number of employees employed per calendar week during the first ninety
calendar days of the current year in which the employer engaged in business.

C. For purposes of this chapter, temporary employment agency employees who
perform, for a Schedule 1 or Schedule 2 employer, a measurable amount of work under



a contract with the county, shall be paid no less than the minimum wage required to be
paid to covered employees of the Schedule 1 or Schedule 2 employer.

D. This chapter does not apply to the payment of wages to: individuals defined in
RCW 49.46.010(3), individuals employed in the categories listed in RCW 49.46.060(1) or
individuals less than eighteen years of age.

E. The county's human resources director shall establish by rule the minimum
wage for employees under the age of eighteen years, but any percentage of the hourly
rate established by rule shall not be lower than the percentage applicable under state
statutes and regulations. (Ord. 19009 § 2, 2019: Ord. 17909 § 5, 2014).

3.18.030 Minimum wage for county employees - exceptions. The county shall
pay its employees at a rate no less than the hourly minimum wage for Schedule 1
employers, except for short-term temporary employees who are employed in social
service programs designed to help youth gain basic work training skills. (Ord. 18871 § 2,
2019: Ord. 17909 § 6, 2014).

3.18.035 County employees with disabilities — payment of less than minimum
wage prohibited. The county shall not pay any employee with a disability as defined in
K.C.C. 12.16.010. less than any applicable minimum wage. (Ord. 19009 § 1, 2019).

3.18.040 Schedule 1 employers - minimum wage - minimum health benefits
plan payments.

A.1. Except as otherwise provided in subsection B. of this section, beginning April
1, 2015, and ending January 1, 2016, Schedule 1 employers shall pay their employees
who are covered by this chapter an hourly minimum wage of at least eleven dollars.
Except as otherwise provided in subsection B. of this section, beginning January 1 of
each year thereafter, Schedule 1 employers shall pay covered employees an hourly
minimum wage as follows:

Year Hourly Minimum Wage
2016 $13.00
2017 $15.00

2. Beginning January 1, 2018, the hourly minimum wage paid by a Schedule 1
employer to covered employees shall be increased annually on a percentage basis to
reflect the rate of inflation and calculated to the nearest cent on January 1 of each year
thereafter.

B.1. Beginning January 1, 2016, and ending January 1, 2019, Schedule 1
employers that pay toward a covered employee's health benefits plan shall pay the
employee no less than an hourly minimum wage as follows:

Year Hourly Minimum Wage
2016 $12.50
2017 $13.50
2018 $15.00

2. Beginning January 1, 2019, payment by the employer of health benefits for
employees shall no longer affect the hourly minimum wage paid by a Schedule 1
employer. (Ord. 17909 § 7, 2014).

3.18.050 Schedule 2 employers - minimum wage.

A. Beginning April 1, 2015, and ending January 1, 2016, Schedule 2 employers
shall pay their employees who are covered by this chapter an hourly minimum wage of at
least ten dollars. Beginning January 1, 2016, and each year thereafter through January



1, 2025, Schedule 2 employers shall pay covered employees no less than the hourly
minimum wage shown in the following schedule:

Year Hourly Minimum Wage
2016 $10.50
2017 $11.00
2018 $11.50
2019 $12.00
2020 $13.50
2021 $15.00
2022 $15.75
2023 $16.50
2024 $17.25

B. Beginning January 1, 2025, and January 1 of every year thereafter, the hourly
minimum wage paid by a Schedule 2 employer to covered employees shall equal the
hourly minimum wage applicable to Schedule 1 employers. (Ord. 17909 § 8, 2014).

3.18.060 Schedule 2 employers - minimum compensation.

A.1. Beginning April 1, 2015, and ending January 1, 2016, Schedule 2 employers
shall pay their employees who are covered by this chapter an hourly minimum
compensation of at least eleven dollars. Beginning January 1, 2016, 2017, 2018, 2019,
and 2020, Schedule 2 employers shall pay their covered employee no less than
the hourly minimum compensation shown in the following schedule:

Year Hourly Minimum
Compensation
2016 $12.00
2017 $13.00
2018 $14.00
2019 $15.00
2020 $15.75

2. Beginning January 1, 2021, the hourly minimum compensation paid by a
Schedule 2 employer to their covered employees shall equal the hourly minimum wage
applicable to Schedule 1 employers.

B. Schedule 2 employers can meet the applicable hourly minimum compensation
requirement through wages and money paid by an employer towards an individual
employee's health benefits plan, provided that the Schedule 2 employer also meets the
applicable hourly minimum wage requirements.

C. Beginning January 1, 2025, minimum compensation is not applicable. (Ord.
17909 § 9, 2014).

3.18.070 Contracts - compliance with chapter required. A contract-awarding
authority shall not execute a contract with a contractor unless the contract includes
provisions requiring the contractor to comply with the applicable provisions of this chapter
and containing appropriate remedies for the breach of the contracts as prescribed under
K.C.C. 3.18.090. (Ord. 17909 § 10, 2014).

3.18.080 Waiver of chapter - rules - report.
A. The executive may waive this chapter in whole or in part to the extent that any
of the following applies:
1. The award of a contract or amendment to a contract is necessary in an
emergency, as defined in K.C.C. 12.52.010 or RCW 39.04.280;
2. The contract is for a proprietary purchase under K.C.C. 2.93.070;



3. There are no contractors capable of responding to the county's requirements
that can comply with this chapter;
4. The county is purchasing through a cooperative or joint purchasing agreement;
or
5. Application of this chapter would:
a. result in an increased cost to the county that would make it necessary to
reduce services to county residents; or
b. otherwise have a material, adverse impact on the county.

B. A request for a waiver of this chapter must be made to the executive by the
contract-awarding authority in a manner prescribed by the executive by administrative
rule.

C. When any waivers are granted under this section, the executive shall provide
a written report to the council that includes a description of the relevant facts and an
explanation of the reason for each waiver. The executive must file the report covering
the preceding calendar year by April 1 when a waiver was granted in the preceding year,
in the form of a paper original and an electronic copy with the clerk of the council, who
shall retain the original and provide an electronic copy to all councilmembers, the council
chief of staff, and the lead staff to the budget and fiscal management committee or its
successor. If no waivers are granted in a calendar year, no reporting is required in the
following year. (Ord. 18635 § 21, 2017: Ord. 17909 § 11, 2014).

3.18.090 Executive duties - rules - notice and opportunity to cure violations
opportunities - sactions or remedies - administration of chapter. The executive
shall:

A. Adopt public and administrative rules in accordance with this chapter
establishing standards and procedures for effectively carrying out this chapter;

B. Determine when and how any notice and opportunity to cure a violation of this
faw should be afforded;

C. Determine and impose appropriate sanctions or remedies, or both, and
procedures for administrative review, for violation of this chapter by contractors, including
but not limited to:

1. Disqualification of the contractor from bidding on or being awarded a county
contract for up to two years;

2. Remedies allowable by contract including, but not limited to, liquidated
damages and termination of the contract;

3. Remedial action after a finding of noncompliance, as specified by rule; and

4. Other appropriate civil remedies and sanctions allowable by law; and

D. Administer other requirements specified by this chapter or that are necessary
to implement the purposes of this chapter. (Ord. 17909 § 12, 2014).

3.24 TRAVEL AUTHORIZATION AND EXPENSE REIMBURSEMENT

Sections:
3.24.010 Definitions.
3.24.020 Persons authorized to receive expense reimbursement.
3.24.030 Travel authorization.
3.24.050 General rules.
3.24.060 Transportation costs.
3.24.070 Lodging costs.
3.24.080 Per diem meal and incidental rates and refreshment costs.
3.24.090 Miscellaneous reimbursable expenses.
3.24.100 Nonreimbursable expenses.



3.24.105 Travel expense advances.

3.24.110 Leave of absence during travel.

3.24.120  Lobbyist per diem in lieu of reimbursement.

3.24.130 Expense reimbursement.

3.24.140  Repayment of unauthorized reimbursements.

3.24.150  Implementation.

3.24.160 Reporting.

3.24.170  Reimbursement of moving expenses for certain employees.

3.24.010 Definitions. All words in this chapter shall have their ordinary and usual
meanings except those defined in this section which shall have the meaning set forth below:

A. "Day travel" means travel outside of the county that exceeds six hours but does
not include an overnight stay. Travel outside of the county for six hours or less or travel
within the county is not considered day travel.

B. "Emergency" means the occurrence of unforeseen or exigent circumstances
which may result in harm to the public good.

C. "Employee" means any person who is employed in a career service position, an
exempt position, or a temporary position as defined in K.C.C. chapter 3.12, except persons
serving the county without compensation and members of boards and commissions.
"Employee" includes all county elected officials.

D. "Essential employee" means an employee designated by their department
leadership who provides for and maintains the functions of county essential services.

E. "Essential services" means those services stated or implied that are required to
be

1. Performed by statute or executive order for the exercise of civil authority, to
maintain the safety, health and well-being of the county population and to sustain the
county’s industrial and economic base; or

2. Other functions as deemed essential by the heads of county agencies.

F. "Federal lodging limit" means the maximum amount a federal employee may be
reimbursed per day for lodging expenses, excluding applicable taxes, in the respective host
city for travel within the continental United States as published in the Code of Federal
Regulations, 41 CFR Sec. 301, App. A, and as hereafter amended.

G. "Firstresponder" means an employee who protects lives, property, and evidence
and who provides for the restoration of order.

H.  "Government rates" means the discounted rates offered to government
employees, in the course of conducting official business, by lodging establishments, rental
car agencies and other providers of services to government employees.

I. "Moving expenses" means expenses incurred for transportation of family and
common household possessions, including meals and incidentals per diem, automobiles
and lodging expenses.

J. "Official county business" means business that relates directly to a person’s work
function and benefits the county.

K. "Overnight travel" means travel outside of the county that exceeds twelve hours
and includes an overnight stay.

L. "Presiding elected official" means the county executive for the executive branch
departments, agencies and offices except assessments, elections and public safety; the
county assessor for the department of assessments; the director of elections for the
department of elections, the prosecuting attorney for the office of the prosecuting attorney;
the county sheriff for the department of public safety; the chair of the county council for
the legislative branch; and the presiding judges of the superior and district courts, or the
official or officials designated by that branch or unit of county government.



M. "Unanticipated event' means an event necessitating a response due to a
regulator requirement or public safety and health situation that does not rise to the level of
a proclaimed emergency. (Ord. 17351 § 1, 2012: Ord. 13257 § 1, 1998: Ord. 12904 § 2,
1997: Ord. 9206 § 1, 1989).

3.24.020 Persons authorized to receive expense reimbursement. This chapter
applies to all departments, agencies and offices of the executive branch, including but not
limited to the departments of judicial administration, public safety, and assessments; the
council and subordinate units of the legislative branch; the office of the prosecuting
attorney; the superior and district courts; and the office of economic and financial analysis.
For purposes of this chapter, the presiding elected official of the office of economic and
financial analysis is the chair of the forecast council. Within budgetary constraints, the
following persons are authorized to receive expense reimbursement in conformance with
this chapter and are likewise responsible for compliance with the terms of this chapter and
any implementing policies and procedures:

A. County employees;

B. Candidates for positions that are exempt from the career service or candidates
for positions that require a specialized skill not available in the county job market may be
authorized by the presiding elected official, subject to the following restrictions:

1. For travel to the county from their place of residence outside the county to be
interviewed.

2. Maximum of five interview trips for a given position during any twelve month
period.

3. No candidate for employment is eligible for more than two separate interview
trips for a given position.

4. Approval by the presiding elected official is required before an invitation to
interview is issued.

C. Persons otherwise authorized by law, grant or contract, provided that the terms
of such other expense reimbursement authorization shall apply. (Ord. 16391 § 20, 2009:
Ord. 13257 § 2, 1998: Ord. 12077 § 7, 1995).

3.24.030 Travel authorization.

A. Authorization for day or overnight travel or to incur expenses estimated to exceed
one hundred dollars shall be obtained in accordance with the established policies and
procedures of the respective presiding elected official prior to commencing the activity.
Travel plans shall be authorized in advance by the presiding elected official or designee,
except when an emergency arises that requires travel to commence within twenty-four
hours. If expenses are incurred without prior to authorization, the presiding elected official
or designee will determine whether an emergency existed and the expenses are
reimbursable. The person requesting reimbursement will be responsible for payment of
expenses that were incurred without prior authorization and subsequently determined not
to constitute an emergency.

B. Persons authorizing travel shall not be subordinate to the requester, shall ensure
that the traveler is provided information about the applicable travel expense reimbursement
policies prior to incurring travel expenses and shall apply, at a minimum, the criteria outlined
below in making decisions on granting or denying such requests:

1. Requested travel shall be for the conduct of official county business. The travel
request shall describe the relationship between the travel and work functions and indicate
what benefit the county will receive from the travel. Any available printed material indicating
the overall content and quality of the event shall be attached to the travel request. The
number of persons engaging in a given travel activity shall be the minimum necessary to
achieve the expected benefit.



2. Travel requests shall be accompanied by a travel itinerary and itemized list of
anticipated expenditures. Expenditure plans must be reasonable and budgeted monies for
reimbursement must be available and authorized.

3. For nonmandatory attendance at job-related seminars, conferences,
conventions or training, travel may be authorized with reimbursement at less than the rates
otherwise authorized, provided that the reduced reimbursement rates are mutually agreed
to in writing by the person authorizing the travel and the traveler prior to the travel.

4. If the person is to maintain employment/business status during the travel, travel
authorization is required even if the county will not be funding the travel expenses. (Ord.
13257 § 3, 1998: Ord. 9206 § 3, 1989).

3.24.050 General rules.

A. All persons are responsible for exercising prudent judgment to avoid unnecessary
county expense. Travel requests and reimbursement claims shall strictly conform to the
provisions of this chapter and other applicable laws, grants, contracts or policies.

B. The traveler shall be responsible for excess costs and additional travel expenses
resulting from taking an indirect route or delaying the return trip for personal preference or
convenience, except that additional travel expenses may be approved and reimbursed if
an indirect route or delay reduces the county's total costs. Additional travel expenses paid
under this provision are subject to the reimbursement limitations specified in this chapter
and, considering both salary and travel expenses, must not exceed the documented
savings.

C. The provisions of this chapter shall apply to both domestic and foreign travel,
except that the limits on travel expense reimbursements for transportation, lodging, and
meals and incidentals, as provided for in K.C.C. 3.24.060 through 3.24.080, shall apply only
to travel within the continental United States, which shall consist of the forty-eight
contiguous states and the District of Columbia. Transportation, lodging, and meals and
incidental expense reimbursement for travel outside the continental United States shall be
based upon actual expenses to a maximum of the overseas rates established by the federal
General Services Administration for federal travel to the specific location, subject to all other
provisions of this chapter.

D. No travel or meal expense that would not be a reimbursable expense under this
chapter may be the object of a direct expenditure of county funds. (Ord. 13257 § 5, 1998:
Ord. 9206 § 5, 1989).

3.24.060 Transportation costs. The county will pay the actual and necessary
costs of transportation of conducting official county business as follows:

A. Travel shall be by the method of transportation and route that will be most
advantageous to the county, considering the cost of transportation, other travel
expenses and salary. The excess cost of first class or business class fare for a given
mode of travel shall not be reimbursed when less expensive fares are available. When
a private mode of transportation is used in lieu of a more customary form of
transportation to the event site, travel expenses shall be reimbursed at the lesser of the
two costs.

B. When automobile transportation is necessary, a county vehicle or public
transportation shall be used whenever practical. When rental vehicles are authorized,
government rates must always be requested. When use of a private automobile is
authorized, reimbursement for mileage shall be the current Internal Revenue Service (IRS)
rate per mile for business-related travel and reimbursement for parking shall be the actual
cost, except as provided by a collective bargaining agreement, prevailing law or contract.
The department of finance shall be responsible for administering and announcing the
current IRS mileage rate for business-related travel.



C. The starting and ending locations of travel are the official work place or the
residence, depending on the work schedule and the work status of the traveler at the time
of departure and arrival.

D. Transportation between a person's home and regularly assigned workplace is
not reimbursable, except that members of regional committees who are not full-time elected
officials may be reimbursed actual parking and round-trip mileage expenses, at the current
IRS mileage rate for business-related travel, between the member's workplace or residence
and the location of the regional committee meeting. (Ord. 13257 § 6, 1998: Ord. 12077 §
8, 1995).

3.24.070 Lodging costs. Lodging costs actually incurred are reimbursable only as
follows:

A. Lodging costs will be reimbursed only if a person is in overnight travel status,
except as provided in subsection D. of this section. Government rates must always be
requested. Lodging receipts are required. Lodging costs in the host city may be claimed
from the night before the authorized event starts through the night before it ends, unless
reasonably priced and timely return transportation is not available, thereby necessitating
additional lodging costs.

B. The traveler shall be reimbursed for actual lodging costs incurred for single
occupancy, to a maximum of the federal lodging limit for the host city plus taxes. If the
lodging receipt indicates a charge for double occupancy and two persons are authorized to
travel on behalf of the county, each traveler shall be allowed one-half the double occupancy
charge. If one person is not authorized to travel on behalf of the county, the person
authorized to travel shall be reimbursed at the single occupancy rate to a maximum of the
federal lodging limit.

C. For seminars, conferences or conventions, costs for lodging at the event site
may be authorized in excess of the federal lodging limit for the host city under one or more
of the following conditions:

1. No alternate lodging is available within a reasonable distance of the event site
which is within the federal lodging limit for the host city. The traveler must provide a signed
statement of unavailability with the request for reimbursement;

2. The authorized means of transportation between the alternate lodging site and
the event site would exceed the savings in lodging costs; or

3. The presiding elected official or designee has authorized the excess expenditure
in writing and in advance for any exigent circumstances that might exist.

D. Employees who are not in overnight travel status may be provided either lodging
paid directly by the county or reimbursed by the county to the employ[ee] in the event of an
emergency proclaimed by the county executive, but only if:

1. The employee who is provided lodging must remain close to the worksite in
order to respond to the emergency;

2. The work being performed is critical or necessary to respond to the proclaimed
emergency; and

3. During the first twenty-four hours, the lodging is approved by the presiding
elected official or designee in writing; any extension beyond the first twenty-four hours must
be approved in advance and by the presiding elected official or designee in writing.

E. First responders and essential employees, who are not in overnight travel status
who must work extended hours during certain unanticipated events which is critical to or in
response to a regulatory requirement may be provided either lodging paid by the county or
reimbursed by the county to the employee, but only if:

1. The employee who is provided lodging must remain close to the worksite in
order to respond to the event;



2. The eventrequires that the work being performed is critical or necessary to meet
a regulatory requirement or to respond to a public health and safety situation not rising to
the level of a proclaimed emergency; and

3. During the first twenty-four hours, the lodging is approved by the presiding
elected official or designee in writing with a brief description of the event; any extension
beyond the first twenty-four hours is approved in advance and by the presiding elected
official or designee in writing with a brief description of the event.

F. The department of finance shall distribute federal lodging limits, as published in
the Code of Federal Regulations, 41 CFR Sec. 301, App. A, as rate changes occur. (Ord.
19033 § 3, 2019: Ord. 18618 § 93, 2017: Ord. 17351 § 2, 2012: Ord. 13257 § 7, 1998:
Ord. 9206 § 7. 1989).

3.24.080 Per diem meal and incidental rates and refreshment costs.

A. For persons traveling on official county business, meal and incidental expenses
are reimbursable at the per diem rates established by the federal travel regulations for the
host city, published annually in the Code of Federal Regulations, 41 CFR Sec. 301, App.
A. The per diem rates include fixed allowances for breakfast, lunch, dinner and incidental
expenses, by city. The meal allowances include tips and gratuities. The incidental rates
are calculated to allow for expenses such as fees and tips to baggage carriers, concierges,
hotel staff and laundry. Reimbursement for incidentals is authorized only for overnight
travel. Receipts are not required:

1. For day travel, the fixed allowance per meal, as established by the federal per
diem rate, may be claimed if in travel status at the following times: 7:00 a.m. - breakfast,
12 noon - lunch, and 6:00 p.m. - dinner;

2. For overnight travel, the per diem meal and incidental rate may be claimed. On
the first and last days of travel, meals shall be reimbursed at the rates established for day
travel, plus incidentals; or

3. When the expense of a meal is included in a registration fee, air fare or other
county expense, the per diem meal and incidental rate will be reduced by the fixed
allowance for the respective meal.

B.1. Meal expenses incurred while a person is not in travel status are not normally
reimbursable, except that meals may be reimbursed or paid directly by the county for official
county business purposes as follows:

a. for staff retreats lasting more than four hours in a single day, for either single
or multiple days, not to exceed one retreat per quarter per county division or key
subordinate unit as defined by K.C.C. 2.16.100;

b. when an integral part of a job-related seminar, conference, convention or
training occurs during the meal, but only if the meals are approved in advance, in writing,
by the presiding elected official or designee;

c. when a meeting subject to the Open Public Meetings Act, chapter 42.30 RCW,
continues through the times listed in K.C.C. 3.24.080.A.1;

d. for events authorized in advance and in writing by a presiding elected official
or designee, but this authorization shall not be provided in circumstances that violate Article
VIII, Section 7 of the state Constitution, which prohibits gifts of public funds;

e. for events that rise to the level of an emergency declared or proclaimed by the
executive, but only if:

(1) the work being performed by the employee is critical or necessary to respond
to the emergency; and

(2) during the first twenty-four hours, the meals are approved by the presiding
elected official or designee in writing; and an extension beyond the first twenty-four hours
must be approved in advance by the presiding elected official or designee; or



f. for unanticipated events that do not rise to the level of an emergency proclaimed
by the executive, but only if:

(1) the employee who is provided meals is a designated first responder or an
essential employee;

(2) the event requires that the work being performed is critical or necessary to
meet a regulatory requirement or to respond to a public safety and health situation not rising
to a proclaimed emergency; and

(3) during the first twenty-four hours, the meals are approved by the presiding
elected official or designee in writing with a brief description of the event; and an extension
beyond the first twenty-four hours is approved in advance by the presiding elected official
or designee in writing with a brief description of the event.

2. Reimbursable meals incurred while in nontravel status are limited to the fixed
meal allowance established by the federal travel regulations for each participant.

C. Expenses for refreshments are not normally reimbursable, except that
refreshment expenses may be reimbursed when an employee is not in travel status, under
the conditions provided for in K.C.C. 3.24.080.B. Additionally, refreshments may be
provided to employees by the county, at its option. Refreshment expenses, however, are
limited to fifty percent of the fixed lunch meal allowance established by the federal travel
regulations for each participant. Any purchase of refreshments that will cost more than fifty
dollars in total per function must be approved in advance and in writing by the presiding
elected official or designee.

D. Meal and refreshment costs are neither reimbursable nor may they be paid by
the county as a direct expenditure when:

1. They are included in another county expense, regardless of whether the person
partakes in the meal or refreshment;

2. They are incurred for recreational or social events such as office parties, going
away parties, retirement parties, or other personalized social events; or

3. It would violate the provisions of Article VIII, Section 7 of the state Constitution,
which prohibits a gift of public funds.

E. Meal expenses may be incurred at a rate higher than that established by federal
regulations when one or more of the following conditions apply:

1. The presiding elected official or designee approves the cost of the meal because
a circumstance related to a particular meal results in exceeding the authorized meal rate.
A receipt detailing the expense, accompanied by written justification, shall be submitted
with the request to exceed the fixed meal allowance;

2. The meal expense is incurred on behalf of another agency that reimburses the
county for the expense, in which case the expense shall be reimbursed according to the
rules specified by the funding agency; or

3. When necessitated by special dietary needs.

F. The finance and business operations division shall distribute federal meal and
incidental rates, as published in the Code of Federal Regulations, 41 CFR Sec. 301, App.
A, as rate changes occur. (Ord. 19033 § 4, 2019: Ord. 13257 § 8, 1998: Ord. 12077 § 9,
1995).

3.24.090 Miscellaneous reimbursable expenses.
A. Miscellaneous expenses related to official county business travel which are
considered essential and reimbursable include, but are not limited to:
1. Registration fee of a seminar, conference, convention or similarly organized
program subject to the limitation in K.C.C.3.24.080A.3.
2. Rental of a room in a hotel or other facility that is used to transact official
business.



3. Parking; ferry and bridge tolls; taxi, subway and bus fares; airport shuttle service
and rental vehicles.

4. Stenographic, typing or computer-related services.

S. Telephone calls or facsimile (fax) transmissions necessary for the conduct of
official business or to advise of a change in official travel plans.

6. Traveler's checks.

7. Baggage handling service, when necessitated by physical limitations or when
carrying excessive baggage or equipment required for an official business purpose, may
be claimed beyond the expense limitations provided for in K.C.C. 3.24.080A.

B. A miscellaneous nontravel expense related to official county business is
reimbursable if the expense is under one hundred dollars and approved in advance by the
presiding elected official or designee. (Ord. 13257 § 9, 1998: Ord. 9206 § 9, 1989).

3.24.100 Nonreimbursable personal expenses. Miscellaneous travel expenses
not directly related to the conduct of official county business are not reimbursable.

A. Certain expenses are considered personal and therefore nonreimbursable
including, but not limited to:

1. Laundry, except as covered by the incidental per diem rate provided for in
K.C.C. 3.24.080.

2. Personal telephone calls, except as provided for in K.C.C. 3.24.090A.5.

3. Entertainment, clothing, personal sundries and services, transportation to
places of entertainment and similar personal items.

4. Room service costs that exceed the fixed rate established for the meal incurred
and valet service, except when necessitated by physical limitations.

5. Personal "trip insurance" and medical or hospital services.

6. Alcoholic beverages and tobacco products.

7. Tips and gratuities, except as provided for in K.C.C. 3.24.080A.

8. Fines and penalties.

9. Dependent care, except as provided through the county employee benefits
program.

B. The county shall not provide funding of travel expenses when a source of
reimbursement other than the county is specified in county, state or federal law or policy.
In cases where reimbursement is available from another source, the county may, at the
option of the approving authority, pay the difference between what the county policy would
allow for the total travel activity and the total reimbursed from the other source for
expenses reimbursable under the provisions of this chapter, but shall not selectively
reimburse for only specific items with differing reimbursement rates between the county
and the other source. (Ord. 13257 § 10, 1998: Ord. 9206 § 10, 1989).

3.24.105 Travel expense advances.

A.  Whenever it becomes necessary for an employee to incur reimbursable
expenses for overnight travel, the department of finance may make a travel expense
advance if requested by the employee. The amount of such an advance shall not exceed
the amount of anticipated reimbursable expenses.

B. Travel expense advances shall be used only to defray reimbursable expenses
incurred while conducting official county business. Travel expense advances shall not,
under any circumstances, be considered a personal loan to the employee and any
expenditure thereof, other than for official county business purposes, shall be considered
a misappropriation of county funds.

C. On or before the tenth day following the close of the authorized travel period,
any employee who received a travel expense advance shall submit a fully itemized travel
expense voucher, as provided for in K.C.C. 3.24.130, accompanied by the unexpended



portion of such advance, if any, to the approving official. The approving official shall have
an additional five calendar days to process and forward the travel voucher and
unexpended funds to the department of finance. The department of finance shall withhold
from the employee’s next paycheck any travel expense advance, or any portion thereof,
not properly accounted for or repaid to the department of finance within the fifteen-day
period. Such withholdings shall include interest, from the date of default until paid, at the
rate established by RCW 42.24.150.

D. County employees who are delinquent in accounting for or repaying a prior
travel expense advance shall be ineligible for any additional advances until such time as
repayment or acceptable justification for the delinquent advance has been made. (Ord.
13257 § 11, 1998).

3.24.110 Leave of absence during travel.

A. When leave of absence of any kind is taken while in a travel status, the exact
hour of departure and return to duty status shall be shown on the travel expense claim
voucher. Except as provided in the following paragraph, expense reimbursement,
including transportation to and from the post of duty, shall not be granted for such period.

B. Whenever a traveler takes leave of absence because of incapacitation due to
iliness or injury not due to the employee's own misconduct, the authorized reimbursement
for lodging and subsistence may be continued during the leave period, but not to exceed
in total the authorized cost for return to the employee's official station or residence,
whichever is closer, and then back to the assignment. (Ord. 9206 § 11, 1989).

3.24.120 Lobbyist per diem in lieu of reimbursement.

A. Any expense for which a county employee would otherwise be reimbursed shall
be a legal obligation of and expenditure by the county when incurred in the course of
"lobbying" as defined in RCW 42.17.020(18), or in the course of providing requested
information to an official or officials of another government agency.

B. Any employee of the county, when assigned to a session of the Washington
state legislature as a full time "lobbyist" as defined in RCW 42.17.020(19), shall be
authorized to receive, in lieu of meals and incidentals and lodging cost reimbursements
provided for in this chapter, an allowance for each and every consecutive day of a session
at a rate equivalent to that authorized for members of the Washington state legislature in
accordance with RCW 44.04.120. (Ord. 13257 § 12, 1998: Ord. 9206 § 12, 1989).

3.24.130 Expense reimbursement.

A. Travel expenses. The traveler shall submit a fully itemized travel expense
voucher to obtain reimbursement for travel expenses reimbursable under the provisions of
this chapter. Travel expense reimbursement claims shall include the time, place, business
purpose and participants in accordance with procedures established by the presiding
elected official and on forms approved by the department of finance. Any applicable
conference, convention or seminar brochure; airline itinerary; travel authorization(s) and
justifications for exceeding the established limits for travel expenses shall be attached to
the travel expense reimbursement claim.

1. For travel to a foreign country, the travel reimbursement claim shall show the
total cost in the foreign currency, converted to U.S. dollars. The exchange rate shall be
determined using either the rate published in the Wall Street Journal on the date
representing the mid-point of travel, or the receipt provided by the bank or hotel making
the exchange transaction, provided it shows the exchange rate, date and transaction fee.

2. For travel to Canada, the department of finance shall ensure that the
necessary forms and records are submitted to the appropriate Canadian government to



request the goods and services tax refund. Requests for refunds shall be made upon
completion of travel claim and voucher review.

B. Nontravel expenses. The employee shall submit a fully itemized expense
voucher to obtain reimbursement for reimbursable nontravel expenses.

C. Receipts prepared and issued by the service provider or copies of endorsed
checks are required wherever this chapter provides for actual cost reimbursement, except
that receipts are not required for expenses of less than ten dollars.

D. Persons responsible for approving expense reimbursement claims shall be the
respective presiding elected official or designee but shall not be subordinate to the claimant.

E. The approving official of expense reimbursement claims shall ensure that one
political subdivision does not pay expenses properly attributed to another, in violation of
RCW 43.09.210. (Ord. 13257 § 13, 1998: Ord. 12077 § 10, 1995).

3.24.140 Repayment of unauthorized reimbursements. The department of
finance shall seek repayment of expenses from the person who was reimbursed
whenever an audit or subsequent review of travel expense reimbursements finds that
such expenses were reimbursed contrary to the provisions of this chapter. (Ord. 13257 §
14, 1998).

3.24.150 Implementation.

A. Each presiding elected official shall be responsible for preparing and adopting
administrative policies and procedures for submittal, approval and reimbursement of
expense claims. Such policies and procedures shall include examples of the types of
expenses allowed and disallowed, consistent with the provisions of this chapter. Should
a presiding elected official not adopt the necessary policies and procedures within thirty
days of December 10, 1998, the policies and procedure adopted by the executive shall
apply until the presiding elected official adopts the necessary policies and procedures.

B. The department of finance shall be responsible for developing and
disseminating the forms required to authorize and reimburse expenses. (Ord. 13257 §
15, 1998).

3.24.160 Reporting. The department of finance shall annually provide to the
council a report, by department, agency or office, listing reimbursements made under the
provisions of this chapter. Ata minimum, the report shall include:

A. Reimbursement for lodging expenses that exceed the federal lodging limits
provided for in K.C.C. 3.24.070 and the reasons therefore; and

B. Reimbursement expenditures made to candidates for employment interview
expenses under K.C.C. 3.24.020; and

C. Refreshment expense reimbursements provided for county functions under
K.C.C. 3.24.080. (Ord. 13257 § 16, 1998).

3.24.170 Reimbursement of moving expenses for certain employees.

A. Within the executive branch, including the department of judicial administration,
the director of the department of human resources may authorize in writing at the written
request of the appointing authority reimbursement of reasonable and necessary moving
expenses for the following categories of county employees:

1. Persons whose appointments require council confirmation and who have been
so confirmed:;

2. Persons appointed by the county administrative officer to exempt positions:

3. Persons appointed by the directors of executive departments to exempt
positions; and



4. Persons hired for positions requiring specialized knowledge, skill or abilities
that the director of the department of human resources has confirmed in writing are not
found in the local labor market. However, this subsection A.4. may be used no more than
four times each calendar year.

B. Within the legislative branch, the department of assessments, the department
of public safety, the department of elections, the office of the prosecuting attorney, district
court and superior court, the presiding elected official may authorize, in writing, the
reasonable and necessary moving expenses of employees appointed within their
agencies.

C. The forecast council may authorize, in writing, reimbursement of the reasonable
and necessary moving expenses of the chief economist.

D. Moving expenses may not be reimbursed unless the following conditions are
met:

1. The reimbursement is permitted under subsection A., B. or C. of this section;

2. The reimbursement is necessary to obtain the services of the individual whose
moving expenses are being reimbursed;

3. The reimbursement is limited to reasonable and necessary moving expenses,
which may include the cost of travel directly to the place of new residence following
appointment;

4. The reimbursement to a particular employee does not exceed a total of fifteen
thousand dollars;

5. The reimbursement will not create a need for a supplemental appropriation to
the department, agency or office in which the individual is employed;

6. Before the appointment the appointing authority and the appointee agreed to
the reimbursement in writing;

7. The written reimbursement agreement provides that if the appointee leaves
county employment, either voluntarily or involuntarily, less than two years after the
appointment, the appointee shall repay to the county, within thirty days after leaving
county employment, the entire amount of the reimbursement; and

8. Reimbursement of specific expenses complies with the other limitations
contained in this chapter.

E. Moving expenses may not be reimbursed for confidential secretaries or other
exempt clerical positions.

F. To the extent that reimbursement of moving expenses is permitted under this
section, the appointing authority may pay the third party provider of moving services
directly, rather than by reimbursing the employee, subject to any applicable requirements
concerning the county's purchase of goods and services from third parties. (Ord. 18793
§ 27,2018: Ord. 17974 § 2, 2015 Ord. 16391 § 21, 2009: Ord. 14199 § 31, 2001: Ord.
13257 § 18, 1998: Ord. 12014 § 56, 1995).

3.28 COMPENSATION FOR USE OF PRIVATELY OWNED VEHICLES

Sections:
3.28.010 Generally.
3.28.020 Amount.

3.28.010 Generally. The executive, legislative and judicial branches of county
government may, at their individual option, establish a system of reimbursement on a
monthly allotment basis for use of privately owned vehicles used in connection with county
business in lieu of permanently assigned county vehicles. (Ord. 1902 § 1, 1974).



3.28.020 Amount. The compensation provided for in K.C.C. 3.28.010 shall not
exceed the average monthly charge billed by the department of executive services for
equivalent vehicles. (Ord. 18791 § 14, 2018: Ord. 12077 § 11, 1995).

3.30 USE OF COUNTY VEHICLES TO COMMUTE

Sections:
3.30.010 Purpose.
3.30.020  Definitions.
3.30.030 Take-home vehicle assignment policies and criteria.
3.30.040  Authority to approve take-home vehicle assignments.
3.30.050 Record-keeping.
3.30.060 Semiannual reevaluation and update of take-home vehicle
assignments.
3.30.070  Exemption.

3.30.010 Purpose. The purpose of this chapter is to ensure the proper use of public
funds with regard to the county's practice of allowing employees to commute to and from
work in county owned vehicles. The intent of this chapter is to:

A. Restrict the number of county owned vehicles being used by employees to
commute to and from work;

B. Establish criteria and policies for evaluating and authorizing take-home vehicle
assignments;

C. Require the fleet services division of the department of executive services to
document the number of current take-home vehicle assignments;

D. Require the fleet services division of the department of executive services to
develop administrative rules for implementing the provisions of this chapter; and

E. Require the fleet services division of the department of executive services to
reevaluate all take-home vehicle assignments in accordance with the policies and criteria
established in this section. (Ord. 18791 § 15, 2018: Ord. 12077 § 12, 1995).

3.30.020 Definitions. For purposes of this chapter, the following terms shall have
the meanings set forth below:

A. "Assigned take-home vehicle" means a county vehicle which is used by a county
employee for county business and for regularly commuting to and from the employee's
home and work station. ‘

B. "Assigned vehicle" means a county vehicle assigned to a department or county
employee for county business, but not for employee commuting to and from the employee's
home and work station.

C. "Emergency Response" means an employee response to an emergency
situation requiring immediate attention for the protection of life or property.

D. "Motor pool dispatch vehicle" means a vehicle issued from a central motor pool
for a single trip or for less than three working days.

E. "Occasional overnight usage of county-owned vehicles" means county
employees taking home county-owned vehicles after attending night meetings or other
county business activities that occur outside an employee's normally scheduled work hours.
Occasional overnight usage of a county-owned vehicle shall mean no more than twelve
times per quarter on average.

F. "Work station" means the office or site a county employee reports to perform
normally scheduled work. (Ord. 11183 § 1, 1993).



3.30.030 Take-home vehicle assignment policies and criteria. The Council
wishes to restrict the number of take-home vehicles provided to county employees. To
accomplish this objective, the following policies and criteria shall be used as the basis for
authorizing take-home vehicle assignments:

A.1. For county business before or after normal working hours, providing motor pool
dispatch vehicles or travel reimbursement is preferred over the assignment of take-home
vehicles.

2. The assignment of a take-home vehicle is neither a privilege, nor a right of any
county employee.

3. Take-home vehicle assignments shall not be made based on employee merit
or employee status.

4. Wherever possible, county vehicles shall be picked up and dropped off at
designated county parking areas, thereby avoiding the assignment of take-home vehicles.

B. Take-home vehicle assignment criteria:

1.a. Take-home vehicles may be assigned to county employees who:

(1) have primary responsibility to respond to emergency situations that require
immediate response to protect life or property;

(2) respond to emergencies at least twelve times per quarter;

(3) cannot use alternative forms of transportation to respond to emergencies;
and

(4) cannot pick up county-owned assigned vehicles at designated sites.

Emergency response assignments shall be supported by data demonstrating the
actual number and nature of emergency responses in the prior year, and estimates of
future emergency responses. In addition, there must be an explanation why an
employee cannot use alternative forms of transportation to respond to the emergencies
or pick up county owned assigned vehicles at designated parking areas.

b. Take-home vehicles may be assigned if employee travel reimbursement costs
are greater than the commuting costs associated with overnight vehicle usage. Lost
productivity costs, the cost of the time it takes an employee to travel from a designated
county parking facility to the employee's work station, shall not be included in the calculation
of economic benefit to the county. In addition, there must be an explanation why an
employee cannot use alternative forms of transportation or pick up county owned vehicles
at designated parking areas.

3. Take-home vehicles may be assigned if an employee needs specialized
equipment or a special vehicle to perform county work outside an employee's normally
scheduled work day. Employees taking a county vehicle home must have primary
responsibility to respond to emergencies. Special equipment vehicle assignments shall be
supported by information describing the special equipment needed to perform the county
work. The need for communication access, such as car radio, telephone and similar
devices, shall not be considered adequate justification for a take-home vehicle assignment.

4. Special clean transportation technology demonstration vehicles may be
assigned to county employees for a limited duration in order to promote and demonstrate
the viability of low-emission, energy-efficient technologies and fossil fuel alternatives. To
encourage the maximum public visibility of clean technology demonstration vehicles,
employees authorized to use the vehicles may also use them both before or after normal
working hours, and may use them as a take home vehicle to encourage such visibility as
an official public use. Incidental personal benefit or convenience from such a public use
does not constitute personal use. (Ord. 15988 § 2, 2007 Ord. 11183 § 2, 3, 1993: Ord.
10930 § 3-4, 1993).



3.30.040 Authority to approve take-home vehicle assignments. The fleet
services division of the department of executive services shall be the executive agency in
charge of implementing the provisions of this chapter. The division shall:

A. Develop the administrative rules to implement the provisions of this chapter.

B. Evaluate all take-home vehicle assignment requests from executive departments
and administrative offices; and

C. Approve and monitor take-home vehicle assignments requested by executive
departments and administrative offices. (Ord. 18791 § 16, 2018: Ord. 14199 § 32, 2001
Ord. 12077 § 13, 1995).

3.30.050 Record-keeping. The fleet services division of the department of
executive services shall develop and maintain central records of all county take-home
vehicle assignments. The records shall be maintained in one location and shall be readily
available to the council and the public upon request. At a minimum, the record-keeping
should contain:

A. Vehicle assignment by department, division, position title, and employee name;

B. Mileage including a breakdown of commuting mileage and work related mileage
based on a trip log;

C. Number and nature of emergency related calls, if the take-home vehicle is
assigned based on an emergency response justification; and

D. A calculation of savings if take-home vehicle assignment is based on an
economic justification. (Ord. 18791 § 17, 2018: Ord. 12077 § 14, 1995).

3.30.060 Semiannual reevaluation and update of take-home vehicle
assignments. The fleet services division of the department of executive services shall,
semiannually, reevaluate and update all executive department take-home vehicle
assignments. By June 30 and December 31 of each year, the fleet services division shall
make available to the council and the public an updated list of take-home vehicle
assignments. The updated list shall identify each take-home vehicle assignment by
department, division, and position title. In addition, there should be written documentation
for each take-home vehicle assignment which describes how each assignment meets the
policies and criteria set forth in this chapter. (Ord. 18791 § 18, 2018: Ord. 12077 § 15,
1995).

3.30.070 Exemptions.

A. Commissioned Police Officers. All vehicles assigned to commissioned police
officers including commissioned roads use investigators, and arson investigators shall be
exempt from the provisions of this chapter. ,

B. Occasional Overnight Usage. Occasional overnight usage of county-owned
vehicles is permitted. Occasional overnight usage may involve:

1. Taking a county vehicle home before or after attending a meeting away from
the employee's normal place of work; and

2. Taking a county vehicle home when an employee has primary responsibility to
respond to emergencies caused by inclement weather, such as, flooding or heavy snow
storms.

C. Collective Bargaining Agreement. All represented employees whose collective
bargaining agreement specifically provides for take-home vehicle assignments are exempt
from the provisions of this chapter. (Ord. 11183 § 8, 1993: Ord. 10930 § 11, 1993).

3.32 COUNTY AUTOMOTIVE PARKING FACILITIES

Sections:



3.32.006  Definitions.

3.32.010 Administrative regulations.

3.32.020 Parking fees - general - method of payment - market survey.
3.32.030 No exemptions - agencies pay for business convenience.
3.32.040 Public parking spaces.

3.32.045 Goat Hill and King Street Center parking garages — parking rates.
3.32.050 Reserved spaces for disabled.

3.32.055 Parking rates - monthly.

3.32.057 Goat Hill parking garage - assignment of certain stalls — rates.
3.32.060 Penalties.

3.32.090 Parking fee revenues - disposition.

3.32.006 Definitions. The definitions in this section apply throughout this chapter
unless the context clearly requires otherwise.

A. "After hours parking" means work time parking for employees whose normal
work shifts begin after 1:30 p.m. and end between 9:00 p.m. and 5:00 a.m. or who are
required to come into work after 4:30 p.m. "After hours parking" also includes parking on
weekends and holidays that is required by the employee's agency.

B. "Business convenience" means a county business-related requirement. For the
purposes of this chapter, "a county business-related requirement” includes after hours
parking for county employees, parking for commissioned sheriff's office personnel, parking
for county employees working for a specified and limited period on a time-sensitive project
that requires them to arrive before or stay after regular work hours, parking for county
employees who are required as part of their jobs to use their private vehicles to routinely
travel to multiple county business locations, parking for county-owned vehicles and paid
parking for county volunteers authorized by ordinance or by any presiding elected official
as defined by K.C.C. 3.24.010 or the presiding elected official's designee, but for the
executive branch any designee must be at least the highest-ranking employee of a division.

C. "County automotive parking facility" means:

1. The Goat Hill parking garage located at Sixth Avenue and Jefferson in Seattle;

2. The parking structure located at the regional justice center in Kent;

3. County adult detention center parking facilities located at Fifth Avenue and
James in Seattle;

4. Open surface lots that are owned or leased by the county;

5. The Chinook Building parking located at Fifth Avenue and Jefferson in Seattle;
and

6. The King Street Center, located at 201 South Jackson Street in Seattle.

D. "County volunteer" means a person who is not a county employee, who performs
service for the county for civic, charitable or humanitarian reasons, without promise,
expectation or receipt of compensation from the county for services rendered and who is
accepted as a volunteer by the county. "County volunteer" includes, but is not limited to, a
person serving as a board member, officer, commission member, volunteer intern or direct
service volunteer.

E. "Director" means the director of the county department of executive services or
designee, unless otherwise specified in this chapter.

F. "Public parking" means general purpose parking by persons who are not county
employees and by county employees that park for less than a full day. (Ord. 18618 § 94,
2017: Ord. 18402 § 3, 2016: Ord. 17035 § 1, 2011: Ord. 16981 § 2, 2010: Ord. 16677 §
1,2009: Ord. 15648 § 2, 2006).

3.32.010 Administrative regulations. Administrative regulations adopted by the
department of executive services shall include, but not be limited to, the following subjects:



A. ldentification of positions eligible for reserved and unreserved parking;

B. Regulation of after-hours and weekend parking;

C. Enforcement procedures, including certification and monitoring of carpools and
the establishment of procedures for handling complaints;

D. Designation of the public parking areas;

E. Prohibition of the resale of the parking stall assignment;

F. Designation of reserved and unreserved parking areas;

G. Establishment of public parking rates at the county automotive parking facilities.
The public parking rates shall be based upon the advice and market rate information
regularly collected and analyzed by the private contractor hired to manage and operate the
lot or by the director in those cases where the lot is hot managed by a private contractor.
The director may authorize the contractor to make periodic rate adjustments within a
specified range, but shall periodically review the contractor's rate adjustments, rate setting
methods and research to ensure that they are based on current data; and

H. Designation of open surface lots that are subject to parking charges. (Ord. 15950
§ 1, 2007: Ord. 15648 § 3, 2006: Ord. 14713 § 1, 2003: Ord. 14262 § 3, 2001: Ord.
12077 § 16, 1995).

3.32.020 Parking fees - general - method of payment - market survey.

A. All county employees, elected officials and county volunteers shall pay their own
parking fees unless they are parking for the business convenience of the county. The
agency served by an employee, elected official or county volunteer, who is parking for the
business convenience of the county, shall be charged for such parking at a rate equal to
the county employee rate. Current county employees covered by existing collective
bargaining agreements shall be affected only in a manner consistent with state law.

B. The parking fees for monthly parking that is not for the business convenience of
the county shall be paid through monthly payroll deductions from the wages of the
employee or elected official who is assigned the regular use of the county parking stall
regardless of whether that person is assigned the use of a county-owned vehicle, assigned
a vehicle provided at county expense, or uses a privately-owned vehicle.

C. In order to evaluate the appropriateness of any potential adjustments to
established employee parking rates, the department of executive services, facilities
management division may conduct a survey of the monthly parking rates charged for public
parking in comparable lots. The survey and any employee parking fee recommendations
shall be forwarded to the council for consideration during the budget process. (Ord. 16981
§ 2, 2010: Ord. 15648 § 4, 2006: Ord. 14713 § 2, 2003: Ord. 14262 § 4, 2001 Ord.
12077 § 17, 1995).

3.32.030 No exemptions - agencies pay for business convenience. There shall
not be exemptions from parking fees. County agencies benefiting from parking required
for the business convenience of the county shall pay for that parking. (Ord. 15648 § 5,
2006: Ord. 8753 § 2, 1988: Ord. 3511 § 4, 1977).

3.32.040 Public parking space. Public parking space within county automotive
parking facilities shall be made available to the extent practicable. Members of the public
on county business shall be charged for all time parked. Religious service volunteers who
work at the King County jail are parking for the business convenience of the department of
adult and juvenile detention. (Ord. 16981 § 3, 2010: Ord. 10290 § 1, 1992: Ord. 10175 §
3, 1991 Ord. 8753 § 3, 1988: Ord. 7863 § 2, 1986: Ord. 3511 § 5, 1977).



3.32.045 Goat Hill and King Street Center parking garages - parking rates. The
rates for county employees parking at the Goat Hill and King Street Center parking garages
shall be as follows:

A. Daily parking for motorcycles: five dollars;

B. Hourly parking: Hourly public parking rates shall apply up to a maximum of
twenty dollars per day for automobiles; and

C. The rate for after-hours parking shall be seven dollars per day. (Ord. 18402 § 8,
2016: Ord. 18402 § 5, 2016: Ord. 16981 § 4, 2010: Ord. 16367 § 1, 2009: Ord. 15950 §
3,2007: Ord. 15648 § 7, 2006: Ord. 14713 § 3, 2003: Ord. 14262 § 5, 2001: Ord. 13337
§2,1998: Ord. 11133 § 2, 1993: Ord. 10175 § 4, 1991: Ord. 9413 § 3, 1990: Ord. 8816
§ 2, 1989: Ord. 8753 § 6, 1988).

3.32.050 Parking assignments.
A. Spaces shall be reserved for the disabled and located convenient to elevators.
(Ord. 15648 § 8, 2006: Ord. 3511 § 6, 1977).

3.32.055 Parking rates - monthly.

A. Monthly employee and county vehicle rates for parking in the Goat Hill parking
garage, the Chinook Building, the King County Correctional Facility, the King Street Center
garage and open surface parking lots that are designated by rule to be subject to parking
charges, shall be as follows:

Reserved/ Unreserved
Designated Area Area

1. Vehicle parking $385.00 $300.00

2. Electric Cars $210.00

3. Open surface lots $ 20.00 $ 20.00

4. City of Seattle certified carpool $210.00

5. Employee ADA (Americans with $150.00

Disabilities Act)

B. The facilities management division of the department of executive services shall
identify surface parking lots where it is reasonable and feasible to charge employees for
monthly parking. These surface parking lots are located at county facilities outside the
downtown Seattle metropolitan core and include, but are not limited to, district courts, health
centers, alcohol treatment facilities, police precincts, youth service centers and similar
facilities. Designation of open surface lots that are subject to parking charges shall occur
by administrative rule adopted pursuant to K.C.C. 3.32.010.

C. For county employees with disabilities that make it difficult or impossible to use
public transit, and who display a disabled parking permit, the fee for covered parking in
facilities managed by the facilities management division shall be fifty percent of the monthly
employee rate, rounding up to the next even dollar. Employees with disabilities shall
receive first priority in the assignment of available parking stalls. (Ord. 18402 § 9, 2016:
Ord. 18402 § 6, 2016: Ord. 16981 § 5, 2010: Ord. 16696 § 2, 2009: Ord. 16367 § 2, 2008:
15950 § 5, 2007: Ord. 15648 § 9, 2006: Ord. 14713 § 4, 2003: Ord. 14262 § 6, 2001:
Ord. 13337 § 4, 1998: Ord. 12077 § 18, 1995).

3.32.057 Goat Hill parking garage - assignment of certain stalls - rates.

A. A minimum of five parking spaces within the Goat Hill parking garage shall have
a preferential carpool rate for city of Seattle certified car pools. The preferential rate shall
be seventy percent of the otherwise-applicable monthly parking rate for monthly public
parking or monthly employee parking as applicable.

B. A minimum of two parking stalls within the Goat Hill parking garage shall be
assigned for certified vanpool vehicles with a one-hundred-percent subsidy.



C. A minimum of five preferential parking stalls within the Goat Hill parking garage
shall be assigned for hybrid vehicles that are employee owned or leased. The preferential
stalls shall not be used for county-owned vehicles. The stalls shall be located on level one
of the garage and shall be the stalls closest to the elevator with the exception of disabled
parking stalls. (Ord. 15950 § 7, 2007).

3.32.060 Penalties. The director of the department of executive services is
authorized to issue overtime parking citations and to impound vehicles found to be in
violation of any of the provisions of this chapter or the regulations promulgated under this
chapter. The director may rescind the parking privilege of persons found to be in violation
of this chapter or the regulations promulgated under this chapter. (Ord. 14262 § 7, 2001:
Ord. 12077 § 19, 1995).

3.32.090 Parking fee revenues - disposition. All revenues derived from parking
fees shall be distributed as follows:

A. Applicable local and state taxes:

B. An allocation to cover rent payments or debt service payments for the Goat Hill
parking garage and pro-rated rent for the parking portion of the Chinook Building:

C. ltis the intent of the council to biennially, during the budget process, identify a
portion of the revenue going to the current expense fund to be transferred to the major
maintenance reserve fund to support major maintenance projects at the garage and other
parking facilities, taking into account the major maintenance model and financial plan;

D. An allocation to the facilities management division of the department of executive
services's internal service fund to reimburse the fund for expenses associated with the
operation of the parking program;

E. An allocation to the children and family set-aside fund for support of health and
human services activities sufficient to increase the allocation from 2004 levels at the local
consumer price index; and

F. The residual revenues distributed to the current expense fund. (Ord. 17926 § 4,
2014: Ord. 15950 § 6, 2007: Ord. 15648 § 10, 2006: Ord. 14639 § 1, 2003: Ord. 14262
§ 8,2001: Ord. 10290 § 3, 1992: Ord. 10175 § 6, 1991: Ord. 8753 § 7, 1988).

3.36 CHARITABLE CONTRIBUTIONS FROM COUNTY EMPLOYEES

Sections:
3.36.010 Intent and purpose.
3.36.020 Definitions.
3.36.030  Employee giving program committee.
3.36.040  Annual campaign.
3.36.055  Solicitations of donations - limits on use of county property or equipment
— promotional costs - voluntary employee participation.
3.36.065 Deductions from salary warrants for donations - one-time donations.
3.36.075  Disbursements for contributions.

3.36.010 Intent and purpose.

A. This chapter is intended to establish uniform guidance, consistent with state law
governing salary and wage deductions, for the efficient administration of county employee
charitable contributions to qualified nonprofit organizations, donated via the annual drive,
natural disaster relief solicitations and other charitable solicitations. This chapter shall be
liberally construed to accomplish this intention.

B. The purpose of this chapter is to provide a convenient and effective channel
through which county employees may contribute to qualified nonprofit organizations, while



minimizing disruption to the county workplace and the costs to the taxpayer that multiple
charitable fund drives cause; and to enhance government and community efforts to meet
charitable needs.

C. The program shall provide guidance, quality control and disbursement of
employee donations to qualified nonprofit organizations and federations as provided by this
chapter, in accordance with rules for the program. (Ord. 18329 § 1, 2016: Ord. 17332 § 1,
2012: Ord. 16035 § 1, 2008: Ord. 8575 § 1, 1988).

3.36.020 Definitions. The definitions in this section apply throughout this chapter
unless the context clearly requires otherwise.

A. "Annual drive" means the annual solicitation of contributions from county
employees by representatives of qualified nonprofit organizations and federations through
oral presentations, printed materials, audio or video media or other similar.

B. “Committee” means the county employee giving program committee established
under K.C.C. 3.36.030.

C. "Employee giving program" or "the program" means the year-round King County
sanctioned, employee-based program that provides the process and infrastructure for
administration of employee-directed giving and volunteering to qualified nonprofit
organizations and federations and is administered by the committee in accordance with this
chapter and any rules adopted for the program.

D. '"Federation" means a nonprofit organization that solicits and distributes
contributions on behalf of its member nonprofit organizations.

E. "Qualified nonprofit organization" means a nonprofit organization or federation
that applies to participate in the annual drive and meets the eligibility criteria as provided in
this chapter and any rules adopted for the program. (Ord. 18329 § 2, 2016: Ord. 17332 §
2,2012: Ord. 16035 § 2, 2008: Ord. 9091, 1989: Ord. 8575 § 2, 1988).

3.36.030 Employee giving program committee.

A. A county employee giving program committee is established consisting of fifteen
members nominated by the committee, appointed by the executive and confirmed by the
council.

1. The committee shall strive in its nominations to include members representing
the diversity of the county work force, including union representation.

2. The term of committee members shall be two years.

3. A committee member who serves as a federation or nonprofit organization
board member or director, or in a decision-making capacity for a federation or nonprofit
organization, shall not vote on that federation or nonprofit organization's eligibility if that
federation or nonprofit organization applies to participate in the program.

4. The committee shall annually elect a chair and other officers as established in
the committee's bylaws.

B. In order to operate the program, the committee may:

1. Adopt rules and bylaws consistent with this chapter that are necessary to the
conduct of the program, based upon the following principles:

a. seek operational efficiencies;

b. enhance program effectiveness;

c. use innovative best practices;

d. promote equitable access for nonprofit participation; and

e. maintain standards to ensure nonprofit fiscal responsibility and stability;

2. Establish and apply eligibility rules by which a nonprofit organization may
participate in the program;

3 Coordinate and facilitate the program consistent with this chapter and any rules
adopted for the program. If the committee determines that a federation or nonprofit



organization is not eligible to participate in the program, the federation or nonprofit
organization may apply to the committee for reconsideration of the eligibility decision;

4. Guide fiscal stewardship of the program:;

5. Serve voluntarily without additional wages, including no additional
compensation for working beyond normal working hours, and shall be reimbursed by their
employing departments for travel, lodging and meals in accordance with county laws and
regulations. Committee members shall be given release time from regular work hours to
serve on the committee. Employees covered by the overtime requirements of the Fair
Labor Standards Act or state law who are serving as committee members should ensure
that their working hours, including hours worked for the committee, do not exceed approved
hours;

6. Assist the executive or the executive's designee in the selection of a program
administrator; and

7. Solicit and accept from the general public and business communities and all
other persons, gifts, bequests and donations to the county in support of the program. (Ord.
18329 § 3, 2016: Ord. 17527 § 127, 2013: Ord. 17332 § 3, 2012: Ord. 16035 § 3, 2008:
Ord. 11897, 1995: Ord. 10923 § 1, 1993: Ord. 9465 § 1, 1990: Ord. 8575 § 3, 1988).

3.36.035 Program administrator. The program administrator shall be responsible
for the operational details of the program, including the annual drive and natural disaster
response solicitations, under the general oversight of the committee. The cost of the
program administrator shall be included as part of the administrative cost of the program.
(Ord. 17332 § 4, 2012).

3.36.045 Campaign participants - requirements - notice in campaign
materials.

A. A federation or nonprofit organization may participate in the annual drive if the
federation or nonprofit organization submits a timely application for participation to the
committee and meets all eligibility standards as established by this chapter and any rules
adopted for the program. An official of the federation or nonprofit organization must certify
on the annual drive application that the federation, each nonprofit organization
represented by the federation, or the nonprofit organization:

1. Is formally recognized by the United States Internal Revenue Service as
complying with Section 501(c)(3) of the Internal Revenue Code of 1986 or is a
governmental unit of the state of Washington, and for which all contributions to the
nonprofit organization are eligible to be deductible for federal income tax purposes under
Section 170 of the Internal Revenue Code of 1986;

2. Is registered with the Washington state Secretary of State as provided by RCW
19.09.065 and is in compliance with Washington state laws governing charities to the best
of the knowledge of the individual certifying the application;

3.a. Does not discriminate against any person on the basis of race, color,
religious affiliation, sex, age, national origin, marital status, sexual orientation, disability,
or gender identity or expression or qualifies for an exemption under Title VIl of the Civil
Rights Act of 1964 as amended. An affirmation of a participating organization's
adherence to this subsection A.3.a, or a statement of exemption from this subsection
A.3.a, must be included in the organization's application. A federation must affirm in the
federation's application the adherence to this subsection A.3.a, or a legal exception from
this subsection A.3.a, for each nonprofit organization the federation represents.

b. Nothing in this subsection A.3. denies eligibility to a federation or nonprofit
organization that is otherwise eligible to participate in the annual drive merely because
the federation or nonprofit organization is organized by, on behalf of or to serve persons



of a particular race, color, religious affiliation, sex, national origin, age, marital status,
sexual orientation, disability, or gender identity or expression.

B. Participating organizations' responses provided under subsection A. of this
section may be noted in campaign materials. (Ord. 17332 § 6, 2012: Ord. 17047 §1,
2011 (expired January 1, 2012): Ord. 16035 § 5, 2008).

3.36.055 Solicitations of donations - limits on use of county property or
equipment - promotional costs - voluntary employee participation.

A. Employees may be solicited for program contributions in accordance with this
chapter.

B. Solicitations and events related to the program must be conducted on county
property during normal county business hours.

C. Employees may use county property for the purposes of solicitations for the
promotion of the program.

D. As provided in RCW 41.06.250(1) and 42.17.130, county property, county
equipment and county employees' working time may not be used during a campaign for
partisan political purposes, to assist in an individual's election to political office or for the
promotion of or opposition to any ballot proposition.

E. A county employee shall not be coerced to participate in any presentation or to
make any donation to a qualified nonprofit organization. A county employee shall not be
penalized for failing to participate in the program. Departments and offices may authorize
time for department employees to attend presentations about the program. (Ord. 17332
§ 7, 2012: Ord. 16035 § 6, 2008).

3.36.065 Deductions from salary warrants for donations - one-time
donations.

A. Donations under this chapter may include payroll deductions, checks, money
orders, cash, electronic payments and time donations in accordance with K.C.C.
3.12.222.

B. The county shall make deductions from county employees' salary warrants and
pay the moneys collected to the qualified nonprofit organizations and federations
designated by county employees when the deductions and payments are authorized by
county employees in accordance with this chapter. (Ord. 18329 § 4, 2016: Ord. 17332 §
8, 2012: Ord. 16035 § 7, 2008)

3.36.075 Disbursements of contributions. After program costs have been paid,
all payroll deductions must be fully disbursed by the county to the designated qualified
nonprofit organizations by the end of the first quarter following the deduction year.
Federations shall make distributions to their member charitable organizations as
designated by contributors.

B. Any undesignated contributions shall be distributed proportionately to the
participating organizations. (Ord. 17332 § 9, 2012: Ord. 16035 § 8, 2008).

3.39 SEATTLE METROPOLITAN POLICE MUSEUM CONTRIBUTIONS FROM
COUNTY EMPLOYEES

Sections:
3.39.010 Purpose.
3.39.020 Deductions -- participation.



3.39.010 Purpose. The purpose of this chapter is to provide a convenient channel
through which. county employees may contribute membership fees to the Seattle
Metropolitan Police Museum. (Ord. 13909 § 1, 2000).

3.39.020 Deductions -- participation. The county shall make deductions from a
county employee’s salary warrants and pay the moneys collected to the Seattle
Metropolitan Police Museum if the employee authorizes the deductions and payments. A
county employee’s participation in the program is strictly voluntary. The coercion of an
employee to participate or to make a donation to the program, and the penalization of an
employee for failing to participate in the program, are prohibited. (Ord. 13909 § 2, 2000).

3.42 WHISTLEBLOWER PROTECTION

Sections:

3.42.010  Policy - purpose.

3.42.020  Definitions.

3.42.030 Right to report - procedures.

3.42.040 Confidentiality.

3.42.050 Investigations.

3.42.055 Investigations by investigating official - powers - procedures -
prosecutor powers.

3.42.057  Investigations by ombuds - powers - procedures - fines.

3.42.060  Reporting and adjudicating retaliation - ombuds, prosecutor powers and
procedures.

3.42.010 Policy - purpose. Unless prohibited by state law, county employees
are encouraged to report on improper governmental action to the appropriate county or
other government official. To assist such reporting and to implement chapter 42.41 RCW,
this chapter provides county employees a process for reporting improper governmental
action and protection from retaliatory action for reporting and cooperating in the
investigation and/or prosecution of improper governmental action in good faith in
accordance with this chapter. (Ord. 16580 § 1, 2009: Ord. 11687 § 3, 1995).

3.42.020 Definitions. The definitions in this section apply throughout this chapter
unless the context clearly requires otherwise.

A. "Appropriate investigating official' means an investigating official acting within
the investigating official’s respective jurisdiction as identified in K.C.C. 3.42.030.D. or any
assistant or representative authorized to receive documents on the investigating official’s
behalf, except that for the department of public safety, the only appropriate investigating
official shall be the internal investigations unit or any assistant or representative
authorized to receive documents on its behalf.

B. "Employee" or "county employee" means any individual who is appointed as
an employee by the appointing authority of a county agency, office, department, council,
board, commission or other separate unit or division of county government, however
designated. The term "employee” or "county employee" also includes county elected
officials and members of county boards, commissions, committees, or other multi-
member bodies.

C. "Good faith" means the individual providing the information or report of improper
governmental action has a reasonable basis in fact for reporting or providing the
information. An individual who knowingly provides or reports, or who reasonably ought to
know that the information or report is malicious, false or frivolous, or information that is
provided with reckless disregard for the truth, is not acting in good faith.



D. "Gross mismanagement" means the exercise of management responsibilities
in a manner grossly deviating from the standard of care or competence that a reasonable
person would observe in the same situation.

E. "Gross waste of public funds" means to spend or use public funds or to allow
public funds to be used without valuable result in @ manner grossly deviating from the
standard of care or competence that a reasonable person would observe in the same
situation.

F.1. "Improper governmental action" means any action by a county officer or
employee that is undertaken in the performance of the officer's or employee's official
duties, whether or not the action is within the scope of employment, and:

a. violates any state or federal law or rule or county ordinance or rule;

b. constitutes an abuse of authority;

c. is gross mismanagement;

d. creates a substantial and specific danger to the public health or safety;

e. results in a gross waste of public funds; or

prevents the dissemination of scientific opinion or alters technical findings

without scientifically valid justification, unless disclosure is legally prohibited. This
subsection G.1.f. is not meant to preclude the discretion of agency management to adopt
a particular scientific opinion or technical finding from among differing opinions or
technical findings to the exclusion of other scientific opinions or technical findings.

2. "Improper governmental action" does not include violations of anti-
discrimination laws, violations of collective bargaining or civil service laws, or alleged
violations of agreements with labor organizations under collective bargaining. A properly
authorized county program or activity does not become an "improper governmental
action" because an employee or investigating official dissents from the county policy or
considers the expenditures unwise.

G. "Investigating official' means any individual to whom a report may be made
pursuant to K.C.C. 3.42.030.D. or any assistant or representative authorized to receive
documents on the investigating official’s behalf.

H. T"Retaliate," '"retaliation" and 'retaliatory action," means to make any
unwarranted adverse change in an employee's employment status or the terms and
conditions of employment including, but not limited to:

1. Denial of adequate staff to perform duties;

2. Frequent staff changes;

3. Frequent and undesirable office changes;

4. Refusal to assign meaningful work;

5. Unwarranted and unsubstantiated letters of reprimand or unsatisfactory
performance evaluations;

6. Demotion;

7. Reduction in pay;

8. Denial of promotion;

9. Denial of training or benefits;

10. Transfer or reassignment;

11. Suspension or dismissal;

12. Other unwarranted disciplinary action;

13. A supervisor or senior manager or official behaving in or encouraging
coworkers to behave in a hostile manner toward the employee, or failing to take
appropriate action to prevent coworkers from behaving in a hostile manner toward the
employee.

|. "Substantial and specific danger" means a risk of serious injury, iliness, peril or
loss, to which the exposure of the public is a gross deviation from the standard of care or
competence which a reasonable person would observe in the same situation.

sl



J. "Written report of improper governmental action" means any writing that alleges
that an improper governmental action has occurred and describes the basis for that belief.
(Ord. 18618 § 95, 2017: Ord. 16580 § 2, 2009: Ord. 11687 § 2, 1995).

3.42.030 Right to report - procedures.

A. Every county employee shall have the right to report, in good faith in
accordance with this ordinance, information concerning an improper governmental action.

B. In reporting improper governmental action, the employee is encouraged, but
not required, to make a written report first to any investigating official as defined by K.C.C.
3.42.020.G; the employee is encouraged to consult with the office of the ombuds in order
to determine to whom a written report should be made.

C.1. This section does not authorize a county employee to report information that
is subject to an applicable privilege against disclosure at law (e.g., RCW 5.60.060
privileged communications) unless waived, or to make disclosure where prohibited at law.

2. An employee making a written report under this subsection is encouraged to
wait at least thirty days from receipt of the written report by the investigating official before
reporting the improper governmental action to a person who is not an investigating official.
However, reporting to a person who is not an investigating official before this thirty-day
period will not result in the loss of the protections in this chapter.

3. An employee's reporting of the employee's own improper action does not grant
the employee immunity from discipline or termination insofar as the employee's improper
action would be cause for discipline.

D. For purposes of this chapter, the person to whom a written report should be
made is as follows:

1. Reporting sexual harassment to the employee's supervisor, department head
or other government official as set out in the county's adopted procedure for reporting
sexual harassment complaints;

2. Reporting violations of the fair employment practices ordinance, which is
K.C.C. chapter 12.18, to the executive or the executive's designee:

3. Reporting police misconduct to the department of public safety's internal
investigation unit or to the office of law enforcement oversight;

4. Reporting violations of the Code of Judicial Conduct to the Washington state
Commission on Judicial Conduct;

9. Reporting improper governmental action occurring within the district court to
the presiding judge of the district court;

6. Reporting improper governmental action occurring within the legislative branch
to the chair of the council or to the prosecutor;

7. Reporting improper governmental action occurring within the executive branch
to the executive or to the department director of the executive agency in which the alleged
improper governmental action occurred or to the ombuds:

8. Reporting improper governmental action occurring within the department of
judicial administration to the director/clerk of the superior court or to the ombuds;

9. Reporting improper governmental action occurring within the department of
assessments to the assessor or to the ombuds;

10. Reporting improper governmental action occurring within the department of
elections to the director of elections or to the ombuds;

11. Reporting improper governmental action occurring within the superior court
to the presiding judge of the superior court;

12. Reporting violations of criminal laws to the sheriff or the county prosecuting
attorney;

13. Reporting improper governmental action of the county prosecuting attorney
to the state auditor or the attorney general;



14. Reporting improper governmental action occurring within the office of
economic and financial analysis to any member of the forecast council or to the ombuds;

15. Reporting violations of K.C.C. chapter 3.04, the Employee Code of Ethics, to
the ombuds; and

16. Reporting any improper governmental action for which no other appropriate
recipient of a report is listed in subsection D.1. through 15. of this section to the ombuds.

E. Any one or more of the following conduct by employees is protected under this
chapter:

1. Reporting improper governmental action;

2. Cooperating in an investigation by any official related to improper
governmental action, including but not limited to local, state, federal, and internal
investigation; and

3. Testifying in any official proceeding, hearing, or prosecution arising out of an
improper governmental action.

F. A county officer or employee shall not retaliate, attempt to retaliate or threaten
to retaliate against any employee because that employee has in good faith engaged in
conduct protected by K.C.C. 3.42.030.E., or because the county officer or employee
believes the employee has engaged or will engage in such conduct, whether or not such
conduct actually occurred.

G. Any county officer or employee who engages in retaliatory action prohibited by
K.C.C. 3.42.030.F. is subject to disciplinary action including, but not limited to, suspension
without pay, demotion or termination. [In addition,]* any elected official who engages in
retaliatory action prohibited by K.C.C. 3.42.030.F. is subject to censure by motion of the
council and also may be subject to recall from office due to misfeasance or malfeasance
in office.

H. Each appointing authority shall ensure that, upon entering county service or
any time there are material changes to this chapter, every county officer and employee
shall receive a written summary of this chapter, the procedures for reporting improper
governmental actions to investigating officials, the procedures for obtaining the
protections extended, the prohibition against retaliation in this section, and identification
of offices and resources available to help the employee understand the provisions of this
chapter including but not limited to the ombuds's office. The ombuds's office shall assist
in the development of materials. Copies of these summaries shall be conspicuously
posted where all employees will have reasonable access to them. Every county officer
and employee shall also receive a written summary of this chapter at least once every
two years; the summary may be distributed electronically. (Ord. 18618 § 96, 2017: Ord.
16580 § 3, 2009: Ord. 16391 § 22, 2009: Ord. 11687 § 4, 1995).

*Reviser's note: Added but not underlined in Ordinances 16580 and 18618. See
K.C.C. 1.24.075.

3.42.040 Confidentiality. To the extent allowed by the Public Disclosure Act,
RCW 42.56.240 and other laws, the identity or identifying characteristics the identity of
an employee reporting information about an improper governmental action or cooperating
in an investigation of improper governmental action under K.C.C. 3.42.030E.1. or K.C.C.
3.42.030E.2. shall be kept confidential from all persons except for investigating officials
and their staff. However, the employee may waive confidentiality in a written waiver or
by making the employee’s own identity known in connection with the protected conduct
in the course of public testimony or by acknowledging the employee’s own identity in a
claim against the county for retaliation. If applicable, the complainant may state in writing
whether the complainant wishes the complainant’s own name not to be disclosed
pursuant to the provisions of RCW 42.56.240(2), which exempts information revealing the



identity of persons who are witnesses to or victims of crime or who file complaints with
investigative, law enforcement or penology agencies, other than the commission, if
disclosure would endanger any person's life, physical safety or property. (Ord. 18618 §
97, 2017: Ord. 16580 § 4, 2009: Ord. 11687 § 5, 1995).

3.42.050 Investigations.

A. If the official receiving a complaint under this section is not the appropriate
investigating official identified in K.C.C. 3.42.030.D.1, the official receiving the complaint
shall immediately forward the written report to the appropriate investigating official and
notify the reporting employee of the referral.

B. If a report of improper governmental action meets the definition of a complaint
under K.C.C. 3.04.055, the ombuds, upon receipt of the report, shall investigate that
allegation according to the procedures in K.C.C. chapter 3.04, the Employee Code of
Ethics.

C. If the ombuds is an appropriate investigating official and the report does not
meet the definition of a complaint under K.C.C. chapter 3.04, the Employee Code of
Ethics, the ombuds upon receipt of the report may refer the report to the department
director of the agency in which the alleged improper governmental action occurred or to
the chief elected official of the branch of government implicated in the allegation; if the
ombuds does not refer to another official, or if the other official's response is not timely or
satisfactory to the ombuds, the ombuds shall conduct an investigation in accordance with
the procedures outlined in K.C.C. 3.42.057.

D. If a report of improper governmental action is filed with an appropriate
investigating official who is not the ombuds, and a report is concurrently filed with the
ombuds, the ombuds may defer action until the investigation is completed by the affected
department, office or agency. When the ombuds chooses to conduct a concurrent
investigation the ombuds shall notify the executive and the chair of the council.

E. Decisions of the ombuds under this section may not be appealed to the Board
of Ethics. (Ord. 18618 § 98, 2017: Ord. 16580 § 5, 2009: Ord. 11687 § 6, 1995).

3.42.055 Investigations by investigating officials - powers - procedures -
prosecutor powers. _

A. The procedures in this section shall apply to any investigating official except
the ombuds or the judicial branch. Investigations by the ombuds shall be conducted in
accordance with K.C.C. 3.42.057.

B. When an appropriate investigating official who is not the ombuds receives a
report of improper governmental action, the investigating official shall respond to the
reporting employee in writing within thirty days of when the report was received with either
a final report or a preliminary report, with a copy of the response to the ombuds. If
responding with a preliminary report, the official shall include a summary of the status of
the investigation and information obtained thus far, and identifying matters for further
research or inquiry. If the identity of the reporting employee is not known, the response
shall be sent to the ombuds.

C. The investigating official shall complete the investigation and issue a final report
no later than one year from when the report of improper governmental action was
received. If the final report concludes that there was improper governmental action, it
shall include an action plan for addressing the improper governmental action and provide
reasonable timelines for completing corrective actions.

D. The investigating official shall send a copy of the final report to the reporting
employee and the ombuds.

E. When conducting an investigation of improper governmental action occurring
within the legislative branch, the prosecutor may at any stage, issue subpoenas,



administer oaths, examine witnesses, and compel the production of documents or other
evidence; refer the matter to the state auditor, law enforcement authorities or other
governmental agency; and issue reports; or any combination thereof, each as deemed
appropriate.

F. If the investigating official determines that that the employee reporting improper
governmental action has been retaliated against or is at great risk of retaliation, the
investigating official may seek temporary preventive action, including but not limited to
the transfer of the reporting employee to another department at the request of the
reporting employee or authorizing leave with pay for the reporting employee. If the
investigating official deems it necessary, the investigating official's recommendation may
be made to the executive. Such a temporary preventative action may continue until the
conclusion of any investigation and a permanent resolution of the matter.

G. To the extent allowed by law, investigating officials are encouraged to enter
into cooperative agreements or arrangements for receiving and processing complaints
with other agencies or entities that are investigating related complaints, so that duplication
of functions shall be minimized and multiple redundant investigations avoided. (Ord.
18728 § 95, 2018: Ord. 18618 § 99, 2017: Ord. 16580 § 6, 2009).

3.42,057 Investigations by ombuds - powers - procedures - fines.

A. The procedures in this section apply to the ombuds when the ombuds is
investigating a report of an improper governmental action that is not investigated
according to the rules applicable to K.C.C. chapter 3.04, the Employee Code of Ethics.

B. In determining whether to conduct an investigation, the ombuds may consider
factors including, but not limited to, the nature and quality of the evidence and the
existence of relevant laws and rules; whether the alleged improper governmental action
was isolated or systematic; the history of previous assertions regarding the same subject
or subject matter; whether other avenues are available for addressing the matter; whether
the matter has already been investigated or is in litigation; the seriousness or significance
of the asserted improper governmental action;, and the cost and benefit of the
investigation. The ombuds has the sole discretion to determine the priority and weight
given to these or any other relevant factors and to decide whether a matter is to be
investigated.

C. If the ombuds elects not to investigate the matter, the ombuds shall, before
making a final decision to close the investigation, send a notice to the person who made
the report explaining the factors considered and the analysis applied, summarizing
allegation deficiencies if any, and providing a reasonable opportunity to reply. The
notification may be by electronic means.

D. If the ombuds determines that that the employee reporting improper
governmental action has been retaliated against or is at great risk of retaliation, the
ombuds may recommend to the head of the department that temporary preventive action
be taken, including but not limited to transferring the reporting employee at the reporting
employee's request to another department or authorizing leave with pay for the reporting
employee. If the ombuds deems it necessary, the ombuds's recommendation may be
made to the executive instead. Such temporary preventative action may continue until
the conclusion of any investigation and a permanent resolution of the matter.

E. If the ombuds elects to conduct an investigation and it appears to the ombuds
that the investigation will take longer than thirty days to complete, the ombuds shall, within
thirty days after receiving the report of alleged improper governmental action, provide the
complainant with a preliminary written report that summarizes the procedural status of the
investigation, the information obtained thus far, any preliminary findings as the ombuds
deems appropriate, and identifying matters for further research or inquiry. The ombuds



shall also notify the subject or subjects of the investigation and the agency head of the
need for continued investigation.

F. When conducting an investigation, the ombuds may at any stage issue
subpoenas, administer oaths, examine witnesses, and compel the production of
documents or other evidence; refer the matter to the state auditor, law enforcement
authorities or other governmental agency; and issue reports; or any combination thereof,
each as deemed appropriate.

G. Upon completion of an investigation, the ombuds shall make a final written
report that summarizes the results of the investigation, including findings with regard to
each assertion of improper governmental action and recommended actions. The ombuds
shall complete the investigation and issue a final report within one year of receipt of the
report of improper governmental action.

1. If the ombuds determines that no improper governmental action has occurred,
the ombuds shall send the report to the complainant, the subject or subjects of the
investigation and the agency head.

2. Ifthe ombuds determines that an improper governmental action has occurred:

a. The ombuds shall give the subject of the report an opportunity to respond
before issuing a final report.

b. The ombuds shall send the report to: the complainant; the head of the
department with responsibility for the action or if a department head is implicated, to the
executive and county council; and such other governmental officials or agencies as the
ombuds deems appropriate. The ombuds shall also send a copy of the written report to
the executive or the county council if requested to do so by the complainant, if the ombuds
has not already done so.

c. The department with responsibility for the improper governmental action shall
report back to the ombuds and complainant with an action plan for addressing the
improper governmental action and provide reasonable timelines for completing its
corrective actions. The department's response should be made within fourteen days of
receipt of the ombuds's report. If the ombuds deems that satisfactory action within a
reasonable timeframe has not been achieved, the ombuds shall report the ombuds’s
determination to the executive and the county council.

d. The ombuds may impose a fine of not greater than ten thousand dollars on
the department within which the improper governmental action occurred. A fine should
be imposed for improper governmental actions that are exceptionally egregious or for
which corrective actions have been highly unsatisfactory. The department shall be given
a reasonable opportunity to be heard before imposition of any fine. Proceeds collected
from any fine shall be deposited into an account to be used for the purpose of educating
employees about this chapter or may be applied by the department toward the cost of
administrative leave paid to the employee reporting the improper governmental action
where the reason for the administrative leave is related to the employee's reporting.

H. Atany stage in the investigation, the ombuds may, with the agreement of the
parties, recommend, arrange for, convene, or conduct voluntary mediation between the
employee and either the subject of the investigation or agency head, or both, with cost
sharing, if any, to be determined by the parties.

1. Ifthe parties reach agreement as a result of mediation, the ombuds may close
the investigation.

2. The response times from subsection E. of this section shall be tolled for the
duration of the mediation process.

3. Mediation and other informal resolution processes are voluntary. No employer
or employee shall be pressured into participating in such processes, and no negative
inferences shall be drawn if any party declines to participate in such processes. If a party
agrees to participate in voluntary mediation or other informal resolution process, that party



is under no obligation to accept the resolution recommended by the mediator, the
ombuds, or any other person participating in this process, and no negative inferences
shall be drawn as a result of a refusal to accept such recommendations.

I. The ombuds may close an investigation at any time the ombuds determines that
no further action is warranted and shall so notify the complainant, the subject or subjects
of the investigation and the agency head. The ombuds shall also issue any reports as
required by this section.

J. Decisions of the ombuds under this section may not be appealed to the board
of ethics. (Ord. 18618 § 100, 2017: Ord. 16580 § 7, 2009).

3.42.060 Reporting and adjudicating retaliation - ombuds, prosecutor
powers and procedures.

A. In order to seek relief, an employee who believes the employee has been
retaliated against in violation of K.C.C. 3.42.030.E. must file a signed written complaint
within six months of when the alleged retaliation occurred or the employee reasonably
should have known of the occurrence. The complaint shall be filed with the ombuds and
must specify the alleged retaliatory action and the relief requested.

B. The ombuds shall conduct an investigation of the alleged retaliatory action
except that complaints involving the judicial branch shall be forwarded to the appropriate
investigating official for that branch for investigation and complaints involving
councilmembers shall be forwarded to and investigated by the prosecutor.

C. When conducting an investigation, the ombuds or prosecutor may at any stage,
issue subpoenas, administer oaths, examine witnesses, and compel the production of
documents or other evidence:; refer the matter to the state auditor, law enforcement
authorities or other governmental agency; and issue reports; or any combination thereof,
each as deemed appropriate.

D. Ifit appears to the ombuds or prosecutor after conducting an investigation that
no retaliation has occurred, the ombuds or prosecutor shall so notify the complainant
summarizing the ombuds’s or prosecuter's findings and providing a reasonable
opportunity for the complainant to reply before making a final determination.

E. The ombuds or prosecutor shall, within forty-five days after receiving the report
of alleged retaliatory action, provide the complainant with a written report that summarizes
the results of the investigation, including findings with regard to each assertion of
retaliation and recommended actions. The ombuds or prosecutor shall also send a copy
of the written report to any governmental officials or agencies as the ombuds or
prosecuter deems appropriate. If the ombuds or prosecutor finds that additional time is
needed to complete the report, the ombuds or prosecuter shall notify the complainant in
writing before the expiration of the forty-five day response period, and shall specify the
reasons that additional time is required. The effect of the notice is to extend for forty-five
days the time period in which a response must be made. Only two such extensions may
be made.

F. The following apply to investigations by the ombuds under this section.

1. If it appears to the ombuds at any stage in the process that the complainant is
at great risk of retaliation, the ombuds may recommend to the head of the department
that temporary preventive action be taken, including but not limited to transferring the
individual to another department or authorizing leave with pay. If the ombuds deems it
necessary, the ombuds recommendation may be made to the executive instead. Such
temporary preventative action may continue until the conclusion of any investigation and
a permanent resolution of the matter;

2. If the ombuds determines that no retaliatory action has occurred, the ombuds
shall send the report to the complainant, the subject or subjects of the investigation and
the agency head; and



3. If the ombuds determines that retaliatory action has occurred:

a. The ombuds shall give the subject of the investigation an opportunity to
respond before issuing a final report;

b. The ombuds shall send the report to: the complainant; the head of the
department with responsibility for the action or if a department head is implicated, to the
executive and county council, and to such other governmental officials or agencies as the
ombuds deems appropriate. The ombuds shall also send a copy of the written report to
the executive or the county council if requested to do so by the complainant, if the ombuds
has not already done so;

c. The department with responsibility for the retaliatory action shall report back
to the ombuds and complainant with an action plan for addressing the retaliatory action
and provide reasonable timelines for when the corrective actions will occur. The
department's response should be made within fourteen days of receipt of the ombuds
report; ’

d. If the ombuds deems that the responsible department has not taken
satisfactory action within a reasonable timeframe, the ombuds shall report the ombuds’s
determination to the executive and the county council; and

e. The ombuds may impose a fine on the department within which the retaliatory
action occurred; the ombuds shall not impose a fine greater than ten thousand dollars. A
fine should be imposed for retaliatory actions where the department's response to the
retaliatory actions was grossly inadequate. The department shall be given a reasonable
opportunity to be heard before imposition of any fine. Proceeds collected from any fine
shall be deposited into an account to be used for the purpose of educating employees
about this chapter or applied by the department toward administrative leave paid to the
complainant where the reason for the administrative leave is related to the retaliation
claim.

G. At any stage in the investigation, the ombuds or prosecutor may, with the
agreement of the parties, recommend, arrange for, convene or conduct voluntary
mediation between the employee and the subject of the investigation and/or agency head.

1. If the employer and employee reach agreement as a result of a mediation, the
investigation shall be closed and the employee shall not be entitled to seek a hearing
under subsection I. of this section.

2. If the employer and employee fail to reach agreement, the response times
from subsection C. of this section shall be tolled for the duration of the mediation process.

3. Mediation and other informal resolution processes are voluntary. No employer
or employee shall be pressured into participating in such processes, and no negative
inferences shall be drawn if any party declines to participate in such processes. If a party
agrees to participate in voluntary mediation or other informal resolution process, that party
is under no obligation to accept the resolution recommended by the mediator, the
ombuds, or any other person participating in this process, and no negative inferences
shall be drawn as a result of a refusal to accept such recommendations.

H. The ombuds or prosecutor may close an investigation at any time the ombuds
or prosecutor determines that no further action is warranted and shall so notify the
complainant, the subject or subjects of the investigation and the agency head. The
ombuds or prosecutor shall also issue any reports as required by this section.

|. Decisions of the ombuds under this section may not be appealed to the board
of ethics.

J. If an employee who has filed a complaint of retaliation under this section is
dissatisfied with the progress of the investigation or the response and desires a hearing
under RCW 42.41.040, the employee shall deliver a request for hearing to the head of
the branch within which retaliation is alleged to have occurred within the later of: one
year of when the alleged retaliation occurred or the employee reasonably should have



known of the occurrence; or ninety days from receipt of the department's response under
K.C.C. 3.42.060E.2.b. The employee shall notify the ombuds of the request. Within five
working days of receipt of the request for hearing, the county shall apply to the state office
of administrative hearings for a hearing to be conducted as provided in RCW 42.41.040(4)
through (9).

K. An employee shall not have the right to seek a hearing under this section if the
complaint of retaliation is pursued under and falls within the subject matter jurisdiction of
a collective bargaining agreement grievance procedure ending in binding arbitration or
the career service grievance procedure ending in a hearing before the personnel board.

L. To the extent allowed by law, investigating officials are encouraged to enter into
cooperative agreements or arrangements for receiving and processing complaints with
other agencies or entities that are investigating related complaints, so that duplication of
functions shall be minimized and multiple redundant investigations avoided. (Ord. 18618
§ 101, 2017: Ord. 16580 § 8, 2009: Ord. 11687 § 7, 1995).

3.46 DRUG/ALCOHOL EDUCATION AND TESTING

Sections:
3.46.010 Drug/alcohol education and testing program - established.
3.46.020 Definitions.
3.46.030 Policy - limited applicability.
3.46.040 Education.
3.46.050 Testing.
3.46.060 Types of testing.
3.46.070 Discipline.
3.46.080 Executive authorized to sign agreements.

3.46.010 Drug/alcohol education and testing program - established. There is
established a program for prohibited drug use/alcohol misuse education and testing
program policy limited to persons employed by King County or employed by a transit
contractor performing certain safety sensitive functions as defined in applicable federal
law. (Ord. 12413 § 2, 1996).

3.46.020 Definitions.
A. "Safety sensitive" relates to the following functions:
1. Operating revenue service vehicles, including operation when the vehicle is
not in revenue service;
2. Operating nonrevenue service vehicles when operation of such vehicles
requires the driver to hold a commercial driver's license (CDL);
3. Controlling the dispatch or movement of a revenue service vehicle;
4. Maintaining a revenue service vehicle or equipment used in revenue service;
5. Carrying a firearm for transit security purposes; or
6. All employees of independent contractors who perform services for King
County in positions which are listed previously. (Ord. 12413 § 1, 1996).

3.46.030 Policy - limited applicability. King County as a federal grantee and
contractor responsible for certain transportation or related operations and programs is
committed to maintaining a drug/alcohol-free workplace to promote both the safety of its
employees, customers and the public and the quality of its services. Every King County
employee or employee of a transit contractor who holds a position which is defined as
safety sensitive is subject to regulations issued pursuant to the Omnibus Transportation
Act of 1991, as subsequently amended, and each employee, in accordance with this act



and under King County authority shall follow applicable rules and regulations promulgated
under K.C.C. 2.98 and/or bargained in good faith under Ordinance 11480, provided that
such rules and regulations shall not limit collectively bargained agreements already in
effect upon August 19, 1996, codified in this chapter. Itis the policy of King County that
the provisions of this chapter shall be strictly related to the intent of the Omnibus
Transportation Employee Testing Act of 1991, as subsequently amended; 49 CFR Parts
40, 382, 653 and 654 and the U.S. Drug Free Workplace Act of 1988, as subsequently
amended and applicable regulations issued pursuant to such acts. The passage of
Ordinance 12413 notwithstanding, nothing in this chapter shall preclude a future legal
challenge enjoining the federal government from abrogating the civil rights protections
contained in the State of Washington Constitution. (Ord. 12413 § 3, 1996).

3.46.040 Education. All county employees and employees of independent
contractors who perform safety sensitive functions covered by this chapter shall receive
a copy of the county's prohibited drug use and alcohol misuse education and testing
program policy and appropriate information concerning the prohibited drug and misuse
education and testing program. The executive shall be authorized to establish an
education program appropriate to the functions of employees covered by this chapter.
(Ord. 12413 § 4, 1996).

3.46.050 Testing. Employees subject to alcohol testing under this chapter will
have a sample of their breath tested for the presence of the intoxicating agent in beverage
alcohol, ethyl alcohol or other low molecular weight alcohols and including methyl or
isopropyl alcohol. Any refusal to submit to an alcohol test and all positive alcohol tests
will be reported to the executive or designee. Employees subject to drug testing will have
a sample of their urine tested for the presence of five drugs as follows:

1. Marijuana;

2. Cocaine;

3. Opiates;

4. Amphetamines;
5. Phencyclidine.

All drug tests will be reported by the testing laboratory to a medical review officer
designated by the county who will evaluate the results. After evaluation and
interpretation, all verified positive test results will be reported by the medical review officer
to the executive or designee. Any refusal to submit to a drug test will be immediately
reported by the collection site to the executive or designee. If employees test positive as
previously explained, said employees will be notified by the medical review officer that
they have seventy-two hours following this notification in which to request, at their own
expense, that a split urine specimen be tested by another laboratory certified by the state
Department of Health and Human Services. In the event that the split sample test is
negative, the employee will be reimbursed for the test. Failure to request testing of the
split specimen within seventy-two hours of being notified of a positive test by the medical
review officer will result in the test results from the original specimen being accepted as
the final test results. Provided, that there will be only one random testing pool for all King
County employees covered by the provisions of this chapter. Independent contractors
will have the option of participating in one random testing pool for all their employees who
perform safety sensitive functions covered by this chapter. (Ord. 18618 § 103, 2017: Ord.
12413 § 5, 1996).

3.46.060 Types of testing. All county employees subject to the provisions of this
chapter shall be required to submit to the following tests as applicable: pre-employment
tests; post accident tests; random tests; reasonable suspicion tests; and return to



duty/follow-up tests. The executive shall promulgate rules and regulations necessary and
proper to implement this chapter insuring employee confidentiality, the integrity of the
testing process, safeguarding the validity of the test results, and ensuring that the test
results are attributed to the correct employee. Provided, that all county employees and
their union representatives, if applicable, subject to the provisions of this chapter shall be
provided with a copy of the appropriate forms prepared indicating the grounds for
requiring an employee to submit to a reasonable suspicion test within twenty-four hours
of testing or as soon as possible thereafter. Provided further, that when available, a
second supervisor will also observe an employee to determine if a reasonable suspicion
test is required and complete the related forms in accordance with this chapter and rules
and regulations promulgated pursuant thereof. (Ord. 12413 § 6, 1996).

3.46.070 Discipline. lt is the policy of King County that employees performing
safety sensitive functions as defined in this chapter, as subsequently amended, will be
subject to discipline as appropriate and specified in procedures and rules promulgated
under K.C.C. 2.98 and collective bargaining agreements adopted under Ordinance
11480. (Ord. 12413 §7, 1996).

3.46.080 Executive authorized to sign agreements. The executive or designee
is authorized to enter into agreements with alcohol and drug testing services providers as
required for the implementation of this chapter. (Ord. 18618 § 104, 2017: Ord. 12413 §
8, 1996).
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The following information is a summary of
the King County Code of Ethics and is not a substitute
for reading the full code. For the full text of the code,
go to the Ethics Program’s website at
www.kingcounty.gov/ethics

or contact the Ethics Office at 206-263-7821.

To obtain copies of the summary or the full text of the code
in alternate formats for individuals with disabilities,

call 206-263-7821 or TTY Relay: 711.
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What Is The Code Of Ethics?

King County believes that public confidence in government is essential.
The Code of Ethics is a county law that supports this policy by setting
standards to make sure all of our transactions and decisions are fair and honest.

What Does The Code Do?

When its provisions are followed, the code ensures that the personal and
financial interests of employees and elected officials do not present a real or
apparent conflict of interest in our responsibilities to serve the public.

Who Is Subject To The Code?

All county employees including elected officials and residents who serve as
members of county boards, commissions or other multimember bodies are
subject to the code. It does not affect employees of the county’s judicial branch,
but does affect employees of the Department of Judicial Administration.

The Purpose Of Tl

his Summary

Since all of us must follow the provisions of the Code of Ethics, we are providing
you with a summary of the law in plain language. We have highlighted important
code provisions and given examples of situations you may encounter while

working at the County to help you make ethical decisions.

Who Enforces The Code Of Ethics?

The King County Ombudsman serves as the enforcement officer for the Code of
Ethics and Complaints alleging ethics violations under the Code of Ethics shall
be filed with the Ombudsman’s Office.
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Just and Equitable Treatment
(K.C.C. 3.04.020)

USE OF COUNTY PROPERTY

Your use of county property is limited to the conduct of official business and
uses that are available to the general public. However, de minimis use of
county-owned property by county employees may be authorized by policy or
other chapters of the King County Code. County property includes vehicles,
facilities (buildings, conference rooms, etc.), equipment, materials, supplies,
and county funds.

PREFERENTIAL TREATMENT AND USE OF OFFICIAL POSITION

You have an obligation to treat all citizens equitably and fairly. You may not grant
any special consideration, treatment, or advantage beyond that which is available
to every other resident. Using your official position to obtain special favors for
friends, relatives, business associates or yourself is prohibited.

POLITICAL ACTIVITIES

You are encouraged to participate in the political process on your own time and
outside of the workplace. You may not use county facilities for such purposes.
You may not use county property, including phones, e-mail, or copy machines, on
behalf of political candidates or ballot issues even during your lunch hour.
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Avoiding Conflicts of Interest
(K.C.C. 3.04.030)

BUSINESS RELATIONSHIPS

A conflict of interest occurs when you have a personal or financial interest in any
matter in which you participate or have job responsibilities as a county employee.
These interests could influence, or appear to influence, your professional
judgment and affect your official decision-making. Common conflicts of interest
may include:

= Seeking or receiving econamic gain for personal or family use through access
to privileged information or official position.

For example, if you are working on the specifications of a county
contract that require construction services, and your spouse owns

a construction company, you are prohibited from telling your spouse
the details of the specifications before they become public.

= Possessing a financial interest in a firm or organization that does business or
seeks to do business with the County and not disclosing that interest to your
supervisor or appointing authority.

For example, if you are seeking a land development consultant for a
county project and you are a part owner in a development business
that seeks to do business with the County, you must disclose this fact.

m Participating in or seeking to influence the selection of persons, firms, or
organizations doing business with the County when having a financial interest
in the outcome.

For example, if your spouse is the director of a non-profit organization
competing for a contract with your county agency and you have any
job responsibilities related to the contract, you must disclose this fact
to your supervisor or appointing authority.

D



OUTSIDE EMPLOYMENT

As a county employee, it is a conflict of interest for you to enter into a business
relationship outside county government with any employee for whom you have
supervisory responsibility. It is also a conflict to enter into a business relationship
with someone you deal with in an official capacity as a county employee. Other
conflicts that could arise from outside employment:

&

Discussing an offer of future employment with anyone doing business or
seeking to do business with the County if you have reason to suspect that the
offer is intended in any way as compensation or reward for the performance or
non-performance of your duties as a county employee.

Discussing an offer of future employment with a person doing business or
seeking to do business with the County if you have job responsibilities related
to that person unless you have first disclosed in writing to your appointing
authority that you intend to discuss future employment with that person.

To avoid a conflict in this situation, your appointing authority must designate a
method of providing for an alternate decision-maker in matters involving that
person and file a memorandum with the Ethics Program stating the same.

Awarding a county contract or participating in an action that benefits a former
employer within one year of beginning employment with the County.

Failing to disclose your status as an employee, agent, officer, partner, director,
or consultant of any person doing business or seeking to do business with the
County in matters in which you participate or have any job responsibilities.

Accepting compensation or engaging in any type of employment or service
that is incompatible with the official and proper discharge of your county duties
or in any action that could impair your independent judgment in an official
capacity.




ACCEPTANCE OF GIFTS

Accepting anything of value, either directly or indirectly, from any person,
business, group, or organization that does business or seeks to do business with
the County in an area where you have responsibility, or when such acceptance
could reasonably be considered to impair your professional and independent
judgment, is prohibited.

For example, if you are a manager who administers contracts within your
department and a vendor sends you a gift basket in appreciation for the
county’s business during the year, it is inappropriate to accept the gift.

If you receive a gift, return it to the donor within 30 days of receipt or
give it to a charitable organization. If you donate it to charity, you may not
take a tax deduction for the donation.

Even if you are not in a position to influence the selection of vendors for the
department, you may not accept gifts from contractors.

For example, if a vendor who supplies your agency comes into your
office and gives you a desk clock, acceptance is inappropriate. Despite
the fact that you make no contract or purchasing decisions, the clock is

a gift and could make other vendors feel obligated to provide similar gifts.
In addition, displaying any items with vendor logos might also

imply county endorsement.

Exceptions are made for informational, but not promotional, materials and
for ceremonial gifts valued under $50 on bona fide, nonrecurring, ceremonial
occasions.

For example, if your division completes a large project and a vendor gives
you a plaque to commemorate the occasion, you may keep the plaque as
long as it is valued under $50.
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MEALS AND REFRESHMENTS

Although it is a common business practice to take clients to lunch or dinner or

to allow them to take you, this is not acceptable for public employees. If you are
invited to lunch by someone who does business or seeks to do business with the
County in a matter for which you have responsibility or may participate, you must
pay for your own meal.

For example, if you are invited to a reception, open house, or similar
event by vendors, consultants or others who do business or seek to do
business with the County you may accept light refreshments, such as
coffee/tea and doughnuts or cookies, without payment if offered during
the conduct of official business.

Post-Employment Restrictions
(K.C.C. 3.04.035)

For one year after you leave county employment, you may not have a financial or
beneficial interest in a contract or grant that was planned, authorized, or funded
by a county action you participated in during your employment.

For example, if you leave county employment to work for a consultant
that has a contract with the county, and you had job responsibilities
related to that contract as a county employee, you must wait one year
before working on that same contract.

Additionally, after you leave county employment you may not disclose or use
any privileged or proprietary information gained during your former employment
for your personal benefit or the personal benefit of a member of your immediate
family unless the information is a matter of public knowledge or is available

to the public on request. You may not assist any person, whether or not

for compensation, on matters in which you are personally prohibited from
participating.




g
e

e

You may accept future employment with the County at any time, including
employment with your former department or appear before the county or seek a
county action on your own behalf to the same extent other persons may appear
before or seek actions by the County. However, for one year after leaving county
employment, you must disclose in writing your past county employment before
participating in any county action.

MEMBERS OF COUNTY BOARDS, COMMISSIONS, COMMITTEES
AND MULTIMEMBER BODIES

If you are a member of a county board, commission, committee, or other
multimember body, you are considered a county employee and all Code of
Ethics provisions apply while you are engaged in service on behalf of the County.
Additionally, for one year after leaving county service, you are prohibited from
appearing before the board or commission on which you served or from receiving
compensation for services to any business or person in any action in which you
participated while serving on the board or commission.

For example, if you helped write the specifications for a county grant
as a board member, you may not apply for that grant for one year after
leaving the board.

This restriction also applies to partners or associates of businesses
or persons in which you have a financial interest. For example, if you
had any participation or responsibilities in a county contract as a
board member, no one from the company you work for may vie for
that contract for one year.
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Disclosure of Interests by Employees
(K.C.C. 3.04.050)

EMPLOYEES, ELECTED OFFICIALS, AND CANDIDATES

If you are an elected county official, an employee appointed by the County
Executive, an employee appointed by the County Administrative Officer or
department director and subject to the approval of the County Executive, an
employee of the King County Council, or an employee specifically identified by
the Ethics Program, you must file a statement of financial and other interests
within two weeks of employment or appointment and on or before April 15th

of each year. In addition, if you are a nominee for appointment to any county
elective office (except judicial), or a nominee for appointment to a county
board or commission, you must file a disclosure statement within two weeks of
nomination or appointment.

To find out if you must file due to your position with the county, consult your
supervisor. The Ethics Program can provide you with a current list of criteria of
who must file and filing procedures. For a copy of the disclosure statement or
a guide to financial disclosure, visit the Ethics Program website or contact the
Ethics Program.

Disclosure of Interests by Consultants
(K.C.C. 3.04.120)

CONSULTANTS AND VENDORS

If you are a consultant entering into a contract with the County to provide
professional or technical services to the County costing over $5,000, you must
file a consultant disclosure form with the Ethics Program. No payment may be
made on your contract until five days after receipt of the completed form.

For a copy of the disclosure form or a guide to consultant disclosure, visit

the Ethics Program website or contact the Ethics Program.
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What Do I Do If I Have a Potential Conflict?

(K.C.C. 3.04.037)

First, you must notify your supervisor in writing of the potential conflict. Then,

he or she must help you to resolve the issue and keep a written record of the
disposition of the issue. You or your supervisor may also call the Ethics Program
for information on relevant provisions in the Code of Ethics and for past advisory
opinions on similar situations.

Code of Ethics Complaints, Violations and
Penalties
(K.C.C. 3.04.055 and K.C.C. 3.04.060)

Complaints asserting a violation of the Code of Ethics are made to the
Ombudsman. Upon receipt of a complaint, the Ombudsman will review the
allegation to determine if it constitutes a violation of the Code of Ethics. If the
complaint is considered to be founded, or if the matter requires additional
exploration, an investigation is initiated by serving the agency/respondent
with a copy of the complaint. If the complaint is considered to be unfounded,
investigation is declined.

Respondents in ethics complaints are afforded due process rights, such as

the right to be represented by legal counsel or union representation and the
right to present witnesses and evidence. Written results of the investigation
include a determination as to whether an ethics violation occurred. Respondents
may appeal the Ombudsman’s findings to the Board of Ethics. The Ombudsman
also investigates citizen complaints about the general operations of King County
government (K.C.C. 2.52), and employee reports of improper governmental
action and retaliation pursuant to the Whistleblower Protection Code

(K.C.C. 3.42).
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The Code of Ethics includes provisions for criminal and civil penalties and
disciplinary action for viclations of the code. Civil penalties include a monetary
amount not to exceed the lesser of one month’s county pay or the amount
authorized by law. In addition, if you are found in violation of the code, you may
be subject to disciplinary action up to and including termination from employment.
Such disciplinary action would be taken consistent with Career Service guidelines
and your collective bargaining agreement (if any).

How Does the Ethics Program Serve Me?

MISSION OF THE BOARD OF ETHICS

The mission of the Board of Ethics is to ensure the highest standards of public
service by developing, disseminating, and promoting readily understandable
ethics requirements for King County employees and agencies.

ADVISORY OPINIONS

If you are unsure whether an action or interest violates the code, you may
request an advisory opinion directly from the Board of Ethics. Advisory opinions
are intended to provide guidance and prevent future actions that may violate the
code. Requests for advisory opinions must be submitted in writing to the Board of
Ethics or the Ethics office. The board meets once a month to consider requests
for advisory opinions and related issues. All meetings are open to the public and
those requesting opinions are especially encouraged to attend. Visit the Ethics
Web site or contact the Ethics office for the full text of all advisory opinions.
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ETHICS HELP LINE AND STAFF INFORMATIONAL RESPONSES

If you have a question you believe is related to the Code of Ethics, the Ethics
Office staff is available to help you make ethical decisions. Call the Ethics Help
Line at 208-263-7821. We are alsc happy to respond to your inquiry in writing
with a staff informational response, providing guidance through Ethics Code
references and existing advisory opinions.

TRAINING AND EDUCATION

The Ethics staff conducts weekly education sessions for new county employees,
an in-depth seminar for supervisors, and on-site meetings with employees

to address department-specific concerns. If you or your agency would like to
discuss issues related to the Code of Ethics, contact your supervisor or the
Ethics office to arrange for a meeting.
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FINAL: 1/28/2019 15308 ATTACHMENT A

METROPOLITAN KING COUNTY COUNCIL
Legislative Branch

POLICIES AND PROCEDURES AGAINST HARASSMENT AND DISCRIMINATION

L Policy
The Metropolitan King County Council is committed to providing a respectful,

productive, inclusive, and equitable work environment for everyone. The Council
specifically prohibits:

e Discrimination or harassment of, or inappropriate conduct toward, anyone on the
basis of race, color, gender, age, creed, disability, marital status, national origin,
religion, pregnancy, gender identity or expression, domestic violence
victimization, sexual orientation, honorably discharged veteran or military status,
use of a service or assistive animal by a person with a disability, or any other
status protected by federal, state or local law;

e Sexual harassment; and

e Retaliation against anyone who reports a potential violation of this policy or
participates in any process related to investigating or resolving a report made
under this policy.

II. Application

This policy applies to all Councilmembers, employees, agents, and contractors of the
council. All employees, anyone meeting with or appearing before the Council and the
public are expected to comply with this policy.

Employees with supervisory responsibilities (including Councilmembers) shall model
appropriate behavior and strive to cultivate and maintain a work environment that is free
from discrimination, harassment, sexual harassment, inappropriate conduct, and
retaliation.

This policy is supplemental to other procedures available under federal, state, and local
laws, including but not limited to the Whistleblower Ordinance (KCC chapter 3.42), the
Ethics Code (KCC chapter 3.04), and the Fair Employment Practices Code (KCC chapter
12.18). Individuals are encouraged to report pursuant to this policy, but continue to have
the right to utilize other processes established by law including the federal Equal
Employment Opportunity Commission, the state Human Rights Commission, the county
Office of Civil Rights, and private legal action.

I1I. Definitions & Examples
The following definitions and examples are intended to include and supplement those
found in King County Code chapter 12.18:
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. “Disability” means a sensory, mental, developmental, or physical impairment that: (1)
is medically recognized or diagnosable; (2) exists as a record or history; or (3) is
perceived by the employer to exist, whether or not it actually exists. A disability
exists whether it is temporary or permanent, common or uncommon, mitigated or
unmitigated, limits the ability to work generally or work at a particular job, or limits
any other activity.

. “Discrimination” occurs when a person is treated differentially or adversely affected,
overtly or covertly, by an action of or the failure to act by another person on the basis
of protected status.

. “Harassment” is unwelcome conduct in violation of this policy. Harassment can take
many forms and may include innuendoes, unwelcome compliments, suggestive or
insulting noises, through the use of digital media and social media, facial expressions,
vulgar language, nicknames, slurs, derogatory comments, cartoons, epithets, jokes,
pranks, written materials, offensive gestures or touching, and any other verbal or
physical conduct relating to an individual and based on a protected status. Itisa
violation of this policy and may be illegal when:
(1) The conduct has the purpose or effect of creating an intimidating, hostile, or
offensive working environment or interferes with a person’s performance;
(2) Enduring the conduct becomes, either explicitly or implicitly, a condition of
continued employment; or
(3) The conduct otherwise unreasonably affects an individual's employment
opportunities.

. “Inappropriate conduct” is conduct that may not rise to the level of unlawful
discrimination, harassment, or retaliation but nonetheless sends a negative message or
results in a hostile, derogatory, or negative environment based on protected status.

“Protected status” includes an employee’s sex, age, creed, disability, ethnicity, marital
status, national origin, race, color, religion, pregnancy, gender, gender identity or
expression, genetic information, sexual orientation, veteran or military status, use of a
service animal, and any other status protected by federal, state, or local law.

. “Retaliation” means taking an adverse action against someone because that person
made a good faith report of a possible violation of this policy or participated in any
process related to investigating or resolving a report under this policy. Retaliation is
strictly prohibited.

. “Sexual harassment” is a specific type of harassment and a form of discrimination.
It includes unwelcome sexual advances, requests for sexual favors, displays of
sexually oriented materials, and other verbal or physical conduct of a sexual
nature. It is a violation of this policy and may be illegal when:
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1. The conduct has the purpose or effect of creating an intimidating,
hostile, or offensive working environment or interferes with a person’s
performance;

2. Enduring the conduct becomes, either explicitly or implicitly, a condition
of continued employment; or

3. The conduct otherwise unreasonably affects an individual's
employment opportunities.

IV. Procedures

The Council’s paramount interest under this policy is to ensure a respectful, productive,
inclusive, and equitable work environment for everyone. Discrimination and harassment
are unacceptable and will not be tolerated at the Council.

Anyone who experiences or observes any potential violation of this policy is strongly
encouraged to bring questions or concerns to a supervisor (a list of supervisors is
appended to this policy). Every attempt will be made to keep matters confidential to the
extent permitted by law. Any employee who is unsure as to options, actions, and
remedies may wish to start by contacting the County’s Employee Assistance Program
(described further in the external procedures set forth, below). Anyone may file a
complaint or make a report of possible violations of this policy using the external or
internal procedures provided in this policy. The procedures and remedies provided in this
policy are in addition to all other federal, state, and local processes provided by law.

Internal Council Procedure.

A. Members of the public and those not employed by the Council are not expected to
know the internal supervisory structure of the Council, and they may report any
potential violation of this policy to any Councilmember or employee of the
Council, who shall then report that potential violation to the chief of staff (or, if
the alleged violation involves the chief of staff, to the Council’s chief legal
counsel) for further action pursuant to this policy.

B. Employees who experience, observe, or learn of any potential violation of this
policy are encouraged to report the behavior to any of the following individuals:
1. the employee's own supervisor;
2. any other supervisor;
3. the chief of staff; or
4. the Council’s chief legal counsel.
Lists of supervisors shall be made available to all employees and also be
included with copies of the policy and materials provided in training.

C. Supervisors, including Councilmembers, who observe or learn of possible
violations of this policy or who receive a complaint or concern from an
employee regarding such allegations, must promptly report the potential
violation to the chief of staff. If the complaint or concern involves the chief of
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staff, then the supervisor shall promptly report to the Council's chief legal
counsel. The EAC may designate a person in addition to the chief of staff to
perform the duties set forth in the following sections. That designation shall be
made as an amendment to this policy.

Supervisors who fail to comply with this responsibility may be subject to censure or
discipline, up to and including discharge. Every attempt will be made to keep matters
confidential to the extent permitted by law.

In addition, supervisors shall notify employees at the beginning of any related
conversation that they may wish to first contact the County’s Employee Assistance
Program to fully understand the array of options available to the employee.

D. Once a report of an alleged violation by staff is received by the chief of staff (or,

H.

F.

in the case of an alleged violation by the chief of staff, by the chief legal
counsel), then the chief of staff shall promptly and appropriately determine
whether the complaint or concern can be addressed without formal investigation
and referral to the Employment and Administration Committee, or whether it
instead requires formal investigation and referral to the Employment and
Administration Committee (EAC). The employee will be consulted regarding
the nature of the investigation in terms of formal or informal.

If a report of an alleged violation by a Councilmember is received by the chief of
staff, then the chief of staff shall promptly and appropriately determine whether
the complaint or concern can be addressed without formal investigation and
referral to the Employment and Administration Committee, or whether it instead
requires formal investigation and referral to the Employment and Administration
Committee (EAC). Under all circumstances and regardless of referral, they shall
notify the Chair of the Council. If the allegation applies to the Chair of the
Council, chief of staff shall alert one of the Council Vice Chairs.

The Council notes the power disparity between staff and elected officials and
intends that all serious allegations in which violations may have occurred by
Councilmembers be handled by other Councilmembers, starting with referral to
EAC. Such allegations would constitute ones that rise above possible
misunderstandings or one-off comments and must meet the threshold of
systematic, repetitive discriminatory or harassing behavior or the perception of
such.

If the chief of staff (or, in the case of an alleged violation by the chief of staff, the
chief legal counsel) determines that the matter can be resolved informally and

without referral to EAC, then the chief of staff shall:

1. Document in writing:
a. the complaint or concern;
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b. the agreement of those affected by the complaint or concern to
handle the matter informally;

c. the determination that no formal investigation or referral to
EAC was necessary, and the reasons for that determination;

d. any steps taken to resolve the complaint or concern; and

e. obtain a signature from any affected employee(s) reflecting
recognition of the resolution of the complaint and their specific
interests in anonymity or any other special requests.

2. Notify the complainant of the determination and any steps taken to

resolve the complaint or concern.

If the chief of staff (or, in the case of an alleged violation by the chief of staff,
the chief legal counsel) determines that further investigation and referral to EAC
are necessary, in all cases where a Councilmember is alleged to have violated
this policy, or in case of an appeal, then the chief of staff shall:

i

Immediately notify each member of EAC that a matter to be referred to
EAC is pending and that a briefing on it will be provided at the next
EAC meeting. If the complaint or concerns involve a personal or
district support and constituent services staff member of a
Councilmember, then the Councilmember employing that staff
member shall also be advised;

Take steps to safeguard employees and facilitate investigation even
prior to EAC being able to meet and act upon a matter referred under
this policy. In cases of a more serious nature, these steps may include
separating affected employees pending completion of the investigation
or resolution of the matter;

Inform parties accused of a violation of the policy and of the referral to
EAC, and advise them that they may participate in the process, review
evidence and statements submitted in support of the allegation, and
have opportunities to refute the allegation or offer an explanation or
mitigating circumstances, including an opportunity to make a
presentation to EAC, directly;

Conduct a prompt and thorough investigation to determine whether a
violation of this policy has occurred based on all facts and
circumstances, the nature of the allegation, and the context in which
the alleged incidents occurred. As appropriate and with the approval
of EAC, an outside investigator may be retained. Upon completion of
the investigation, the chief of staff shall make preliminary
recommendations on what action should be taken, including, as
appropriate, mediation of the matter; and

OR-42 (King County 1-8-20)



5. Brief EAC on the results of the investigation and recommended
disposition of the complaint or concern, and any recommended
corrective and/or preventive measures such as discipline, training,
counseling, and monitoring;

Upon notification of a complaint or concern being referred to EAC by the chief of
staff(or, in the case of an alleged violation by the chief of staff, the chief legal
counsel), the chair of EAC shall promptly schedule an EAC meeting to consider
the matter. If the complaint or concern involves a member of EAC, the chair shall
direct that, unless invited by the chair to address EAC, then the involved member
not attend or participate in that portion of any meetings of EAC at which the
complaint or concern will be considered. Where appropriate, the chair may direct
that the complainant and accused violator be separated or that any other steps be
taken which are necessary to immediately safeguard employees, prevent
retaliation, or assist with an investigation. If the matter referred alleges violations
of this policy by the chair of EAC, then the vice chair shall act in this role instead.

EAC shall promptly meet to consider matters referred under this policy. To
preserve confidentiality and to the extent permitted by law, the members shall
meet in executive session. After being briefed by the chief of staff (or, in the case
of an alleged violation by the chief of staff, the chief legal counsel) EAC will
decide whether further investigation is warranted and, if so, direct that further
investigation and follow-up. Ultimately, EAC will issue a written final
disposition of the matter which, as appropriate, should include findings,
conclusions, and actions taken in response. When EAC determines that it is ready
to issue a final disposition of the matter, it shall:

1. Adopt by vote the final disposition; and
2. Direct the chief of staff or to implement the final disposition of EAC.

In the case of allegations of violations of this policy by a Councilmember, only the
chief of staff or other person selected by EAC may be involved in the
investigation or work with an outside firm on the investigation. The final
disposition of EAC must either:

a. Exonerate the member;

b. Intervene or take steps to remedy any problem or
misunderstanding, including providing training or counseling;
or

c. Recommend to the full Council censure or other disciplinary
action in the form of a motion to be considered and acted upon
by the full Council at the second full Council meeting
following the EAC recommendation. No recommendation of
censure or disciplinary action to the full Council shall be made
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unless EAC has first contracted with an independent law firm
or other outside investigator to perform an investigation and
make a report that includes findings of fact.

Once EAC has issued its final disposition, then the chief of staff shall:

6. Implement the actions set forth in the final disposition of EAC,
including discipline (if any) and any corrective or preventive measures.
If any discipline is appealed to the full council, the discipline shall not
be imposed until the appeal is decided, but corrective or preventive
measures may be enforced even while an appeal is pending;

7. Inform the employee who raised the complaint or concern, the accused
employee, and any supervisor who received the report of a complaint
or concern, of the results of the final disposition;

8. For a reasonable period of time, monitor for repeat behavior or
retaliation against any person involved in the filing or investigation of
a complaint or concern; and

9. Maintain all records related to the matter.

External Procedure — The Employee Assistance Program.

The Council recognizes that those experiencing or witnessing a potential violation of this
policy may wish to use a process outside of the Council. Persons may wish to access
other available federal, state, or local resources. In addition, the Council recommends use
of the Employee Assistance Program. King County’s Employee Assistance Program
(EAP) is a free county resource that provides county employees with counseling and
coaching around work related concerns and problems, including workplace stress and
conflict with co-workers. EAP also provides general workplace coaching and counseling.
EAP can listen, provide general advice, explain policies and options, and assist with
complaints. EAP may also work to resolve complaints where appropriate. EAP
endeavors to keep all matters confidential to the extent permitted by law. Use of EAP
does not preclude use of the internal Council procedure.

V. Remedies & Disciplinary Action

The Council’s paramount interest under this policy is to ensure a respectful, productive,
inclusive, and equitable work environment for everyone. In cases where a violation of this
policy may have occurred, the Council will work to first ensure the safety of anyone
negatively affected and to stop any further behavior that could be a violation. The
Council recognizes that workplace interactions and relationships can be complex and that
misunderstandings can occur. The Council also recognizes that intentional violations
require different responses than unintentional violations or misunderstandings. Where
appropriate, behavior should be corrected and good behavior modeled as an example.
Counseling and coaching should be considered as appropriate remedies in the case of
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misunderstandings or ignorance. The remedy and disciplinary action should be
commensurate with the nature of the violation, and repeated violations by the same
person should be considered in determining an appropriate response. The Council does
intend to penalize those persons whose violations are intentional or serious, and
violations of this policy may lead to censure or discipline, up to and including discharge.

VI. Appeals
A complainant who is dissatisfied with the way his or her complaint is being handled may

take his or her concerns directly to the Employment and Administration Committee or the
full Council for review and further disposition. EAC shall follow the procedures set forth
in the policy. The full Council may review and resolve an appeal as it directs by motion.
To preserve confidentiality and to the extent permitted by law, the members shall meet in
executive session.

VII. Confidentiality

Every effort will be made to treat all reports and procedures undertaken pursuant to this
policy as confidential, but confidentiality cannot be guaranteed and disclosure may be
required by law.

VIIL Training & Distribution
The Council’s paramount interest under this policy is to ensure a respectful, productive,
inclusive, and equitable work environment for everyone, and training is key.

All new employees will receive training on this policy as a distinct unit apart from any
other new employee training. All employees will undergo refresher trainings on this
policy at least every two years.

Supervisors shall receive training that emphasizes their specific obligations under this
policy as supervisors when they become supervisors, and all supervisors shall undergo
refresher training at least every two years. Supervisor training will specifically include
instruction on how to handle a complaint promptly, effectively and in way that respects
the vulnerability and privacy of the individual reporting the incident, the application and
limitations of confidentiality, and the legal duties required of the Council as an employer.

New Councilmembers will receive a separate training on this policy that emphasizes the
unique role they have as elected officials and supervisors. All Councilmembers shall
undergo a refresher training on this policy that emphasizes the unique role they have as
elected officials and supervisors at least every two years, and the training shall also
include those elements required in training for supervisors.

In addition to covering the specifics of this policy, all trainings will include instruction on

how to build a healthy and respectful workplace culture and prevent discrimination and
harassment.
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Copies of this policy shall be provided to all Councilmembers and employees and be
posted prominently on the Council’s public website, as well as council break rooms.

IX. Employee Expectations

The Council intends this policy to be a call to service to promote a safe and respectful
environment. Employees are expected to act professionally, courteously, and in
accordance with this policy at all times. In return, employees may expect to be treated
professionally, courteously, and in accordance with this policy at all times.

Nothing in this policy is intended to change the at-will status of employees, but
employees shall expect the Council:

* To enforce this policy promptly and fairly;

e To allow them to participate in the process as a complainant or witness, including
allowing them to directly address EAC or present evidence in any procedures
relating to or affecting them;

* To inform them as to the outcome, disposition, and remedy or disciplinary action
associated with any complaint or process relating to them;

* To provide training, coaching, and counseling that promotes a respectful
workplace and helps them resolve workplace conflict; and

¢ To enable them to act in good faith under this policy without fear of retaliation of
any kind.

Employees may use the procedures set forth in this policy or use other federal, state,
and local procedures such as those of the federal Equal Employment Opportunity
Commission, the state Human Rights Commission, or the county Office of Civil
Rights. Use of an external process or procedure does not preclude an employee’s use
of the interal process or procedure.

X. Expectations of the Public

This policy is intended to promote and maintain a respectful environment for everyone,
including the general public. Members of the public should expect high standards of
conduct from their elected officials and employees and may use the procedures set forth
in this policy to report any potential violation of this policy. While the Council’s ability
to enforce and apply this policy beyond its own employees and agents may vary, the
Council expects the public to treat its employees with respect and general courtesy.
Council employees are not expected to endure violations of this policy or abuse from
anyone, and may take appropriate steps to safeguard themselves from abuse.

OR-46 (King County 1-8-20)



[

1200 King County Courthouse

%NG C@U NTY 516 Third Avenue

Scattle, WA 98104

King Courity Signature Report

Motion 15558

Proposed No. 2618-0561.2 Sponsers Gossett

A MOTION accepting the language assistance plans for
agencies, consistent with Ordinance 18665.

WHEREAS, the executive and the office of equity and social justice have worked
with county agencies and offices to develop language assistance plans consistent with
Ordinance 18665, and

WHEREAS, Attachments A through U to this motion are language assistance
plans received in compliance with Ordinance 18665,

NOW, THEREFORE, BE IT MOVED by the Council of King County:




Motion 15558

9 The council accepts twenty-one language assistance plans developed by agencies,
10 which are Attachment A through U to this motion.

11

Motion 15558 was introduced on 12/3/2018 and passed by the Metropolitan King
" County Council on 12/11/2019, by the following vote:

Yes: 9 - Mr. von Reichbauer, Mr. Gossett, Ms. Lambert, Mr. Dunn,
Mr. McDermott, Mr. Dembowski, Mr. Upthegrove, Ms. Kohl-Welles
and Ms. Balducci

KING COUNTY COUNCIL
KING COUNTY, WASHINGTON

% ) g

-~

Rod Dembowski, Chair

1
Wle £ o0

Melani Pedroza, Clerk of the Council

Attachments; A. Dept. of Adult and Juvenile Detention, B. Dept. of Community and Human Services,
C. Dept. of Public Defense, D. King County Distric Court, E. Dept. of Natural Resources and Parks, F.
Dept. of Permitting and Environmental Review, G. King County Elections, H. King County Information
Technology Dept., 1. King County Prosecuting Attorney's Office, J. Dept. of Seattle King County Public
Health, K. King County Superior Court, L. King County Dept. of Assessments, M. Human Resources
Dept., 12/2/2019, N. Executive's Office, O. Dept. of Transportation, P. Dept. of Judicial Administration,
12/2/2019, Q. King County Sheriff's Office, 12/2/2019, S. Dept. of Local Services, 12/2/2019, T. Metro
Tlcmsn 12/2/2019, U, Legisiative Branch, 12/2/2019

2



Motion 15558

ATTACHMENT A |

Language Access Plan Cover Page

This cover page should be completed and attached to all completed division plans. This cover page should be
filled out by the Department Liaison(s) for Langnage Access and approved by the department director.

Introduction
From Ordinance 18665:

King County and all its contractors shall provide free interpretation and translation services as required by
this chapter to limited-English-proficient persons. When a limited-English-proficient person seeks or receives
benefits or services from a local agency, office or contractor, the agency, office or contractor shall make
reasonable efforts provide prompt interpretation services in all interactions with the person, whether the
interaction is done remotely or in person. King County agencies and offices shall either employ sufficient
qualified bilingual employees or contract with remote language services to provide interpretation services in
languages spoken by limited-English proficient county residents.

2. The agency, office or contractor shall meet its obligation to provide prompt interpretation services for
purposes of this subdivision by ensuring that limited-English proficient persons do not have to wait
unreasonably longer to receive assistance than persons who do not require interpretation services. King
County agencies shall provide support to contractors to meet the requirements of this section.

3. Where an application or form administered by King County requires completion in English by a limited-
English-proficient person for submission to a local, state or federal authority, King County or its contractor
shall make reasonable efforts to provide oral interpretation of the application or form as well as
acknowledgement by the limited-English-proficient person that the form was translated and completed by an
interpreter. King County agencies shall provide support to contractors to meet the requirements of this
section.

B. King County agencies and offices shall develop language assistance plans that identify which of its vital
documents and public communication materials need to be translated into languages for use by limited-
English-proficient persons. The plans should also include identification of agency or office plans for
providing translation of webpages, autormated telephonic greetings, automated telephonic voice messages and
informational signage. The threshold for the translation of vital documents and public communication
materials shall be based on the top six languages identified by the tier map of limited-English-proficient
persons maintained by the office of equity and social justice and the county demographer.

SECTION 7. The executive shall submil the language assistance plans required in section 6 of this ordinance
- and a motion that accepts the plans to the county council by September 30, 2018. The language assistance
plans called for in this section shall be transmitted in the form of a paper original and an electronic copy to
the clerk of the council, who shall distribute electronic copies to all councilmembers and the lead staff for the
committee of the whole, the law and justice committee, the health, housing and human services committee or
their successors.

{ Liaisons ]
Please provide the name of the Department/Division Liaison(s) who will oversee the implementation of the
language access plan.
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Name Title Phone Number

TBD DAIJD Director 206-477-2801
Hikari Tamura Deputy Director 206-477-2351
Steve Larsen Chief of Administration 206-477-2339

Department/Division Plans
How many Division Plans are enclosed? (Please provide a numberé& list of divisions):

This is for the entire DAJD Department — no additional division plans are enclosed.
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Attachment U, Legislative Branch Motion 15558
Dated December 2, 2019

Language Access Plan

In Preparation for 2020 Implementation

Overview

This language access plan is an evolving resource document outlining tools, policies, and
procedures for King County Council’s interactions with Limited English Proficient (LEP)
populations in King County. The overall goal of this language access plan is to ensure that LEP
individuals interacting with the Council have timely, accessible, and equal access to Council

services.

King County Council will arrange for the provision of oral language assistance,
translation services, and more in response to the needs of Limited English Proficient (LEP)

residents in face-to-face, online, and telephone encounters with King County Council.
This language access plan describes Council policies and procedures for:

e Providing notice to limited English speakers of their right to service.

e l|dentifying LEP individuals and needed LEP services within the Council.
e Providing free spoken language interpreting.

e Offering free written translations on request.

e Updating and evaluating service needs.

e Hiring to meet multilingual service needs.

e Offering training on LEP service mandates to Council staff.!

1 City of Minneapolis. Minneapolis in Any Language. Minneapolis, MN, 2004.
http://www.minneapolismn.gov/www/groups/public/@clerk/documents/webcontent/convert 263025.pdf
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Attachment U, Legislative Branch Motion 15558
Dated December 2, 2019

Authorities

As a federally funded agency, King County Council is required to provide LEP individuals
with meaningful access to programs and activities under several federal regulations, including

but not limited to:

A. Executive Order 13166, “Improving Access to Services for Persons with Limited English

Proficiency.”
B. Section 1557 of the Patient Protection and Affordable Care Act (ACA).

C. Executive Order 12250, “Coordination Regulation.”

D. Title VI of the Civil Rights Act of 1964, 42 U.S.C. § 2000d et seq.?

2 City of Cleveland. The City of Cleveland Language Access Plan. Cleveland, OH, 2016.
http://209.200.155.143/sites/default/files/forms_publications/7.13.2017LanguageAccessPlan.pdf
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Attachment U, Legislative Branch Motion 15558
Dated December 2, 2019

Terminology

The transfer of written communication from one language to another,

Translation . 2 ; j s
b with the intent and essential meaning of the original text preserved.

Materials that provide essential information for accessing basic county
Vital Documents services and benefits. Serious consequences may occur if the
information is not provided.

Materials that are intended for broad distribution to inform or educate

Public people served by King County. For purpose of translation, “public
Communication communication materials” refers only to printed media such as
Materials brochures, posters, booklets, pamphlets, billboards, or advertisements

in printed publications.

Limited English A person who does not speak English as a primary language, and who
Proficient (LEP) has a limited ability to read, speak, write, or understand English.
Interpretation The transfer of oral communication from one language to another.

Language assistance that results in accurate, timely, and effective
communication with LEP individuals. For LEP individuals, meaningful
access denotes access that is not significantly restricted, delayed, or
inferior as compared to programs or activities provided to English
proficient individuals.3

Meaningful
Access

** Eor a full list of definitions, review the Foreign Language Services Ordering Guide and

Appendix A of the King County Executive Order on Translation.

3 City of Cleveland. The City of Cleveland Language Access Plan. CIeveIand; OH, 2016.
http://209.200.155.143/sites/default/files/forms_publications/7.13.2017LanguageAccessPlan.pdf
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Attachment U, Legislative Branch Motion 15558

Dated December 2, 2019

Section 1: Needs Assessment

King County Council will secure language service contracts that cover the most
commonly-spoken languages in King County. If a person speaks a rarer language, the Council
will locate and pay for best-fit resources.

King County Council will assess the language needs of constituents with the following
sources:

e U.S. Census data.
e Internal use of translation and interpretation services.
e Community feedback and involvement.

King County Council will review and update language data on an annual basis. In
addition, the Council will solicit feedback from community groups and LEP stakeholders to
improve accessibility, efficiency, and cultural sensitivity.

Limited English Proficiency in King County

The United States Census estimates as of 2017 that 5.6 percent of King County
households are Limited English Proficient.

Top Three Languages Per District in King County (2019)*

District District District District  District District District District District District
1 2 3 4 5 6 7 8 9
Top three I' Chinese Chinese Chinese | Chinese Spanish Chinese Spanish | Spanish Spanish

l
|
languages
guag Spanish Spanish !
spoken at

Spanish | Spanish | Vietnamese | Spanish Ukrainian Chinese Chinese

home for Russian | Vietnamese Japanese Tagalog Chinese |
LEP |
individuals l

five years

and over

Korean @ Vietnamese @ Vietnamese A Vietnamese

County-
wide
Spanish

Chinese

Vietnamese

Not in the [ Ambaric Somali Hindi Tagalog Somali

but in
significant
need of '
translation |

top three, \

Korean

4U.S. Census Bureau, 2013-2017 American Community Survey 5-Year Estimates.
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**The top three languages are taken from the Public Use Microdata Areas (PUMA).

e Note that these numbers are for populations with limited English proficiency,
not multilingual proficiency.

e The data was not separated by district when surveyed. Some languages
overlap with surrounding districts.

e Information is different from the Elections office. Election information is not
recommended because elections are based on citizenship and voting
registration, which is not representative of King County as a whole.

e The fourth language listed on the chart is not a top tier translated language in
the county, but still has a significant amount of residence. Those languages
should be included in language access services as a standard.

On its website, King County separates King County languages into three tiers: translation
required, translation recommended, and translation encouraged. King County Council will
contract language service that covers all three tiers as well as well as additional languages with
a significant amount of residence or need.

Points of Contact

King County Council will provide resources that best align with the services and
communication required at each point of contact with the Council. Points of contact include but
are not limited to:

e Public meetings

e Reception

e Telephone calls

e Community outreach
e King County website

Language Access Plan 5
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Motion 15558

The following table indicates a few examples of appropriate resources and expectations

for each point of contact:

Point of Contact

Expectations of Staff
- Identify language spoken. Connect

Tools and Resources

Language Line, Bilingual Advocates,

Phone with bilingual staff, conference call with atin

Language Line. ’

- Ensure that an interpreter is available.

- State that interpreters are available
One:o.n-One upon request, ideally with two-week In-Person Interpreting Agency
Participant notice.

Meetings (Intake,
Case Planning, etc.)

- Follow best practices for ensuring the
participant's safety by securing the
name of the interpreter in advance,
requiring an interpreter confidentiality
agreement, etc.

Interpreter Confidentiality
Agreement

Services under Council

- Notify participant of available
language services on an ongoing basis.
- Immediately provide access Language
Line when requested.

Language Line

Language-specific shelter tour video

Community-Based
Services

- Meet with community groups and
provide information about LAP plan
and resources so that they may assist in
informing LEP individuals of the
language assistance services available.

- Allocate funding for community work
in translation.

Flyers, | Speak Cards, brochures

Community Events

- Identify language spoken. Keep track
of this to collect data.

-Connect with Language Line to assess
safety concerns and requests.

| Speak Cards, Language Line

Written Materials

- Review vital documents with the
support of an interpreter during intake.

Additional translations can be
arranged through selected
translation agency.

Tracking System

- Input data into centralized system
(excel spreadsheet or data
management software) that tracks the
translations requested. This will help
identify what language services need
improvement.

Data management software or Excel
spreadsheet.
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Stakeholder Engagement

Including the community in this process is essential for ensuring that the Language
Access Plan is linguistically and culturally appropriate. In its Language Assistance Plan, the King
County Superior Court identified the following organizations as possible community contacts:

e ADWAS - Abused Deaf Women’s Advocacy Services
e Asian Counseling and Referral Service

e API-CHAYA — Southeast Asian Women’s program
e Chinese Information Service Center

e Columbia Legal Services

e CONSEJO Counseling and Referral Service

e Eastside Domestic Violence Program

e Hearing, Speech and Deafness Center

e King County Protection Order Program

¢ Korean Women’s Organization

e Northwest Justice Project

e REWA - Refugee Women’s Alliance

e Seattle Housing Authority

e Various shelters in the area®

This list only covers a small portion of organizations that engage with LEP populations in
King County. King County Council will reach out to and establish its own list of organizations
that work with LEP populations. The Council will give these organizations the opportunity to
provide feedback on the accessibility of this plan.

5 King County Superior Court. King County Superior Court Language Assistance Plan. Seattle, WA, 2016.
https://www.kingcounty.gov/~/media/courts/superior-court/docs/interpreter-services/language-assistance-plan-

pdf.ashx?la=en
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Section 2: Language Services

King County Council will provide both interpretation and translation services at each
point of contact with the Council. To ensure that LEP individuals make full use of these services,
King County Council will:

e Lead active efforts to notify individuals of their right to free language services.
e Follow procedures to properly identify LEP individuals.

e Provide qualified interpretation and translation whenever needed.

e Track each service used by LEP individuals.

Notice

Providing notice is the first step in providing language service. It refers to the proactive
notification of LEP individuals that language services are available to them, free of cost.

Language services are useful only if the people who need them understand that they
are available and know how to access them at no cost. Simply putting up signs in the lobby is
not enough.

In its language access plan, the U.S. Department of Health and Human Services outlines
several steps it took to notify those who need language services, including:

e Designating a staff or individual responsible for notifying individuals with limited English
proficiency who contact the agency.

e Distributing federal resources prohibiting discrimination against LEP individuals to its
grantees, providers, contractors and vendors.

e Using public service announcements, non-English media and community and faith-based
resources to reach target audiences.

e Prominently displaying appropriate language taglines on vital documents, web pages
currently available in English only, technical assistance, and outreach material.

e Highlighting the availability of client-oriented materials in other languages on the
department’s website.

Language Access Plan 8
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Identification

Identification is essential for accessing language services. It refers to the self or

employee identification of an individual as Limited English Proficient.®

LEP individuals can self-identify with materials (i.e. | Speak Cards) provided by King
County Council, but no employee should assume that an LEP individual will be able to
self-identify.

o If a Council employee recognizes a possible need for language service, the
employee should use language taglines to ask the individual if they would like an
interpreter. If the answer is yes, interpretation and/or translation will be
provided.

Information collected about LEP individuals cannot be used to discriminate against
groups or individuals.

Immigration status is not relevant in determining whether a resident of King County is
eligible for the LEP services outlined in this plan.

o King County Council employees should not ask an LEP individual about their
immigration status, even in casual conversation.

o All LEP individuals are eligible for Council services.

& City of Minneapolis. Minneapolis in Any Language. Minneapolis, MN, 2004.
http://www.minneapolismn.gov/www/groups/public/ @clerk/documents/webcontent/convert 263025.pdf
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Interpretation

Interpretation is the transfer of oral communication from one language to another.
Interpretation described in this language access plan applies to the phone or in-person
interaction between an LEP individual and a qualified interpreter.

General Policies

e King County Council will offer free in-person and over-the-phone interpretation.

e King County Council will place notices about free in-person and over-the-phone
interpretation at every point of contact with the public as well as in outreach and
training material.

o See the Notice section for policies and types of notices and Your Right to an
Interpreter for an example poster.

¢ King County Council will provide interpreters for public meetings at request.

o Since interpretation (especially in-person interpretation) isn’t always available,
interpreter requests must be filed at least five days in advance.

¢ King County Council will use competent, trained, and culturally sensitive interpreters

who are either certified or registered (if certification for a language is not available).
o This covers both in-person and over-the-phone interpreters.
o See Interpreter Qualifications for more details.

e |Ifan interpreter is not immediately available, the Council can use a language application
from a list of approved applications. This is just a placeholder until interpretation is
available.

o The Council will provide information about translation and interpretation
applications as needed.
o See the Resources section for a list of applications that can be used on-demand.

e King County Council will keep and update a list of interpreters and interpretation
services for employee use.

e Interpreters will sign a confidentiality agreement to ensure privacy.

Interpreter Qualifications

e Interpreters should be certified or registered. King County Council may only provide
non-certified and non-registered interpreters if certified or registered interpreters are
not available.

o Certified interpreters have passed oral and written exams and have gone
through training.
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o King County Council will follow the requirements for court interpreter
certification. Court interpreters are familiar legal and colloquial language, both
of which are applicable in legislative proceedings.

o For a list of languages Washington State certifies and/or registers, see the
Washington State Court Interpreter Reguirements or the King County Superior Court
Language Access Plan.

e Contracted interpreters are preferable to non-contracted interpreters. That said, King
County has a limited list of contracted interpreters. Non-contracted interpreters are

acceptable when the situation calls for it.

o For a list of contracted interpreters, see the Resources section.

e Multilingual staff may assist in securing an interpreter but should not interpret unless
there is an emergency.

o Do not assume that being a native speaker qualifies someone to interpret
conversations or translate written documents. Interpretation, translation, and
other in-language tasks often require the use of industry-specific terminology,
specialized skills, and experience.

o Competency requires more than self-identification as multilingual. The most
accurate way to validate language proficiency is through an independently-
administered language assessment and periodic reassessment.

o Consider creating and disseminating standard policies and procedures to assess
and track the language proficiency of multilingual personnel. The policy should
specify who can access the Council’s list of multilingual personnel and who may
use multilingual personnel for certain language tasks.

¢ Minors may not interpret unless there is an emergency.

Sample Procedure for Phone Interpretation’

1. Determine need for interpretation. Have the LEP caller point to their language on an |
Speak or babel notice or ask them if they need interpretation.

2. Identify the appropriate vendor. King County maintains relationships with a few
certified interpretation services. The list these services can be found in the Resources
section.

3. Use the conference feature on the phone to place the LEP caller on hold or place the
phone on “Speaker” mode if the LEP resident is face-to-face.

a. When placing an outbound call to an LEP speaker, begin at Step 4. If you need
assistance placing a call to the LEP speaker, please inform the interpreter or
agent at the beginning of the call.

4. Call the interpretation vendor.

7 City of Cleveland. The City of Cleveland Language Access Plan. Cleveland, OH, 2016.
http://209.200.155.143/sites/default/files/forms publications/7.13.2017LanguageAccessPlan.pdf
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o
6.

9.

Provide your Client ID # (if applicable).
Select the language you need or press 0 for agent assistance if you do not know the
language.
Brief the interpreter. Summarize what you wish to accomplish and provide any special
instructions.
Continue the call with the LEP speaker.
a. Pause frequently to allow the interpreter to translate information.
b. Periodically check with the interpreter to see if you are speaking too fast, slowly,
or softly, to ensure comprehension.
¢. Understand that words of emotions and expressions may not have the same
meaning when directly translated.
d. Talk directly with your client.
e. Avoid oversimplification of important explanations, idioms, and colloquialisms.
Say “End of Call” to the interpreter when your call is complete.

** Note: This sample procedure is the process used by one of King County’s contracted services,
Language Line. The procedure is detailed further in Cleveland’s Language Access Plan.

Sample Procedure for In-Person Interpretation

In-person interpretation refers to interpretation with both the LEP speaker and the

interpreter physically present. Because physical interpreters must be at a specific location at a
specific time, they are not ideal for immediate interpretation services. Many interpreter
services require a few days’ notice. King County Council will use in-person interpreters for
emergency situations and scheduled meetings and events, if needed.

Call an interpretation service to see if an interpreter is available.
Set a location and time for interpretation.
a. Depending on the request, some interpreters need notice and cannot interpret
immediately.
b. Make sure to account for extra time to fully interpret communication back and
forth.
Brief the interpreter about what you wish to accomplish and provide any special
instructions.
Let the interpreter know when the service is completed.
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Translation

Translation is the transfer of written communication from one language to another,
with the intent and essential meaning of the original text preserved. King County Council
provides numerous services that require use of written documents. Communicating
information from written material is extremely important to ensure the accessibility of essential
King County services.

To allow time for translation before constituents already need it, King County Council
will translate the most frequently used and requested services into King County’s primary
languages.

Translation Policies

e King County Council will offer translation services for all King County Council written
material at no cost to LEP individuals.

* King County Council will translate the most frequently-used services into the primary
languages in King County.

o This includes webpages, written documents, signs, notices, and more.

e King County Council will use contracted translation services. If contracted services do
not fit the situation, employees may follow translation procedures with non-contracted
vendors.

o For a list of translation contractors, see the Resources section.

e King County Council will review written material and overall communication with
constituents to determine additional items for translation.

e King County Council will keep a list of translated documents on file for employees to
access.

e King County Council will set the standard time for translation at two weeks.

o Depending on the request, translation might take a significant amount of time.
Staff needs to allocate time for all the procedures involved with this process.
e King County Council will identify staff to review translation as a last set of eyes.

Language Access Plan 13



Attachment U, Legislative Branch Motion 15558
Dated December 2, 2019

Translation Procedures

King County lists the translation work order process on its website. Employees of King

County Council must additionally track the specifics of translation requests from its
constituents, to improve the availability of services for the future. For additional policies on

translation, consult the King County Translation Process Manual.?

Translation Work Order Process’®

King County Council sends the Work Order to the contractor(s).
e If the cost is under $5,000, agencies may proceed with one contractor.

* (Go to Step #5.

+ If the estimated cost is between $5,000 and $25,000, agencies will request quotes from at
least three contractors.

Step 1
i « If the estimated cost is $25,000 or more, all listed contractors will be asked to participate
in the solicitation process.
* Complete the "Agency" sections of the work order and attach the English version of the
work to be translated.
¢ Need to consider Council process for approving expenditures.
Contractors fill out the "Contractor" sections of the work order and return to the agency by
Step 2 | the stated deadline.
King County Council evaluates the work order responses and selects one contractor.
* The agency will review the responses received by the stated deadline.
Step 3 » The lowest quoted price, or the proposal that best meets the stated selection criteria (i.e.

proposal approach and personnel), will be selected for award.

* Agency is responsible for retaining the documentation of the selection process.

8 King County Executive, King County Written Language Translation Process Manual: Guidelines, Effective Practices,
Maps, Resources. Executive Order INF 14-2 (AEO) Written Translation Process, Appendix B. King County, 13
October 2010.

https://www.kingcounty.gov/~/media/operations/policies/documents/infl42aeo appxb.ashx?la=en

$ "Translation and Interpretation." King County. January 11, 2017. Accessed June 17, 2019.
https://www.kingcounty.gov/audience/employees/translation-interpretation.aspx.
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Once a selection has been made, the agency enters a service request to secure approval from
Procurement for the selection.

Step 4
¢ PCS Service Reguest

Step5 | The agency creates and approves the requisition and Procurement creates the purchase order.

Step 6 The agency contacts the awarded contractor so that work may begin.

Review | Identify staff to review documents for accuracy as a last set of eyes.
Board
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King County Council will track translation and interpretation services as they are used.
Interpretation and translation data will be kept separately.

Data will include the following:

Request

Name of written material (for translation)

Language

Type of request

Time sensitivity

Date of request

Date of completion
e Service used
Cost of service

Tracking Examples

Interpretation
Type of Date Time
# Request Request Language(s) Requested Completed Sensitive Service
Public Interpreter for public Date Office of Interpreter
1 Meeting meeting on 3/14/19 Korean 3/8/2019 3/14/2019 certain Services
Interpreter for town hall Date
2 Town Hall request Somali 3/20/2019 3/20/2019 certain Language Line
Translation
Type of Date Time
# Request Request Language(s) Requested Completed Sensitive Service
Public
Translation of hand-washing health
1 Poster poster Spanish 7/3/2019 7/12/2019 ASAP Language Line
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Section 4: Training and Staffing

King County Council will provide training to all employees that interact with LEP
individuals. This training will cover ethics, procedures, and policies for identifying and providing
language services to LEP individuals.

In addition, King County Council will designate a team and/or person to oversee the
implementation of the language access plan and evaluate the success of its services. Many
agencies with language access plans employ a Language Access Coordinator to advise and
oversee the process.
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Section 5: Evaluation

King County Council will review and update this plan every year. In addition, King County
Council will conduct a thorough evaluation of all the language services that the Council offers.

The annual evaluation will include:

e Assessment of the number of King County residents with LEP.
e Assessment of the current level of services delivered to LEP individuals.
o This includes the review of tracking data collected with every service.
e Assessment of training levels of Council staff regarding LEP services.
e Feedback and comments from LEP communities, including LEP community organizations
and advocacy groups, on the effectiveness of the Council’s LEP services.2®

1 City of Minneapolis. Minneapolis in Any Language. Minneapolis, MN, 2004.
http://www.minneapolismn.gov/www/groups/public/@clerk/documents/webcontent/convert 263025.pdf
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Section 6: Resources

Translation and Interpretation Contractors

King County has contracted translation and interpretation services that in some cases
serve up to 240 languages. A current list with is on the county website under “Awarded
Contracts.” These contractors do not require a work order.

Non-contracted services do require a Work Order.

Apps that can be used On Demand

Name Method Languages Cost Noted Features App
1 iTranslate ' Voiceand | 42 Has Free or | e Offline Translation \ i0S and
| Voice 3 text “ ear iTranslate ~ Mode avoids high  Android
pieces | Pro roaming charges.
' $9.99 or e Voice Mode
$39.99 instantly starts

voice conversations |

in many languages. ;
e Website

Translation

translates entire

websites with built-

in translation
browser.
| e looksupverb
! conjugations in
[ . | different tenses.

2 | SayHi Voice 30 Free i0S,
Google,
and

| . — Amazon

3 Microsoft  Text 60 Free i0S,

- Translator/ | . Android,
_web access | | and web

4 | Papago Voiceand | 3 Mainly | Free i0S and

text Asian Android |

5 Speakand @ Voiceand @ 10 Free i0S and

| Translate text | Android |
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References
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King County Written Language Translation Process Manual

Translation and Interpretation: Resources for Employees

King County Superior Court Language Assistance Plan

King County Language Tiers

Translation Work Order

List of Translation and Interpretation Contractors

City of Seattle
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Minneapolis in Any Language
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Department of Health and Human Services Language Access Plan
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Language Services
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Notices

Your Right to an Interpreter

Translated Resources for Covered Entities

I Speak Cards

Further Information

Foreign Language Services Ordering Guide

https://www.lep.gov/
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King County
September 25, 2018
Motion 15227
Proposed No. 2018-0282.1 Sponsors McDermott, Gossett and Kohi-

Welles
A MOTION creating the legislative branch equity and
social justice team and adopting its mission statement.

WHEREAS, the council unanimously adopted Ordinance 16948, which is also
referred to as the Equity and Social Justice Ordinance, in 2010, defining equity for the
county and identifying determinants of equity and priorities for government in advancing
equity, and

WHEREAS, the Equity and Social Justice Ordinance emphasizes: the
consideration of equity and social justice impacts in all county decision-making;
improving fairness and opportunity in county government organizational practices; cross-
agency collaboration on equity and social justice efforts; and development of annual
agency work plans through the coordination of an interbranch equity and social justice
team, and

WHEREAS, the council annually adopts an equity and social justice work plan
for the legislative branch by motion, and

WHEREAS, the initial council work plan for equity and social justice expressed
commitment to increasing awareness of equity and social justice impacts of county
actions internally and with the public; promoting equity and fairness in the workplace;
and increasing opportunities for the community to engage with the council, and

WHEREAS, in 2012, in support of that work plan, a legislative branch equity and

1
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Motion 15227

social justice team was convened, consisting of representatives from all legislative branch
agencies, and

WHEREAS, the legislative branch equity and social justice team has continued to
convene regularly since 2012. However, the council desires to formalize the
establishment of the legislative branch equity and social justice team to ensure that equity
and social justice remains a high priority for the legislative branch;

NOW, THEREFORE, BE IT MOVED by the Council of King County:

A. The legislative branch equity and social justice team is hereby created.

B. The team shall consist of, but not be limited to, the following people:

1. One representative from each legislative branch independenlc agency and the
flood control district;

2. One district office staff appointed by each county councilmember;

3. One representative from central administration;

4. The community outreach coordinator;

5. The director of legislative analysis;

6. The council chief of staff; and

7. At least two representatives from central policy staff who volunteer to serve
on the team.

C. The mission of the team shall be to build awareness, increase understanding
and develop strategies to further equity and social justice in the legislative workplace,
policies and engagement with communities of color and poor and disadvantaged groups
residing in urban, suburban and rural King County.

D. The team shall elect a chair each year, who will serve a one-year term, and the
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Motion 15227

chair shall be responsible for facilitating team meetings, guiding the implementation of
the work plan, setting the agenda for each monthly meeting and any other special meeting
of the team and ensuring that the team is meeting the goals as laid out in the work plan.
E. The community outreach coordinator shall serve as the primary staff to the
team chair and assist the team chair in carrying out all of the chair's responsibilities as
outlined in this motion and any new responsibilities that may be identified by the team.
F. The team's scope of work shall include, but not be limited to:

1. Drafting a biennial legislative branch equity and social justice work plan for
possible adoption by council motion. The work plan shall include, but not be limited to,
identifying proclamation proposals for consideration and possible council adoption, and
identifying and coordinating learning and discussion sessions. A draft of the work plan
shall be completed for council adoption by January 1 of every odd year;

2. Facilitating the activities of the work plan;

3, Designating a liaison to the interbranch equity and social justice team and
representing the legislative branch at the interbranch equity and social justice team's
meetings;

4. Collaborating with the interbranch equity and social justice team and the
office of equily and social justice on broader equity and social justice activities that
impact the county;

5. Preparing an annual summary to the council that evaluates the progress of the
work plan; and

6. Convening at least monthly to perform the duties as required in this section F.

G. The team shall establish a safe environment to ensure that all team members
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66 fully participate in all team activities without repercussion or concern of impacting their
67  primary legislative branch responsibilities.

68

Motion 15227 was introduced on 6/18/2018 and passed by the Metropolitan King
County Council on 9/24/2018, by the following vote:

Yes: 9 - Mr. von Reichbauer, Mr. Gossett, Ms. Lambert, Mr. Dunn,
Mr. McDermott, Mr. Dembowski, Mr. Upthegrove, Ms. Kohl-Welles
and Ms. Balducci

No: 0
Excused: 0
KING COUNTY COUNCIL
KING COUNTY, WASHINGTON
[ d——
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Motion 15367

Proposed No. 2019-0030.1 Sponsors Gossett, Dembowski, Kohl-Welles
and Balducci

A MOTION adopting the 2019-2020 Biennial Legislative
Branch Equity and Social Justice Work Plan.
WHEREAS, the county enacted Ordinance 16948, which is also referred to as the
Equity and Social Justice Ordinance, in 2010, defining equity for the county and
identifying determinants of equity and priorities for government in advancing equity, and
WHEREAS, the Equity and Social Justice Ordinance emphasizes: the
consideration of equity and social justice impacts in all county decision-making;
improving fairness and opportunity in county government organizational practices; cross-
agency collaboration on equity and social justice efforts; and development of annual
agency work plans through the coordination of an interbranch equity and social justice
team, and
WHEREAS, in 2012, a legislative branch equity and social justice team was
convened, consisting of representatives from all legislative branch agencies, and
WHEREAS, in September 2018, the council passed Motion 15227, formalizing
the establishment of the legislative branch eciuity and social justice team and adopting its
mission statement to ensure that equity and social justice remains a high px‘iéx‘ity for the
legislative branch and formalizing the already established team, and
WHEREAS, the council annually adopts an equity and social justice work plan

for the legislative branch by motion, and
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WHEREAS, on August 2015, the council passed Motion 14419, adopting the
2015-2016 biennial legislative branch equity and social justice work plan, and

WHEREAS, 2015-2016 work plan focused on the following five objectives: (1)
consider equity impacts in decision-making, policy-making and program planning; (2)
advance equity analysis and pro-equity decisions in budget analysis; (3) build community
trust and capacity; (4) promote fairness and opportunity in county government through
employee communication, training and engagement; and (5) promote fairness and
opportunity in county government by institutionalizing equity in all organizational
practices, and

WHEREAS, Motion 15227 requires that the legislative branch equity and social
justice team draft a biennial legislative branch equity and social justice work plan for
possible adoption by council motion, and

WHEREAS, Motion 15227 requires that the work plan include, but not be limited
to, identifying proclamation proposals for consideration and possible council adoption,
and identifying and coordinating learning and discussion sessions, and

WHEREAS, Motion 15227 also requires that a draft of the work plan be
completed for council adoption by January 1 of every odd year;

NOW, THEREFORE, BE IT MOVED by the Council of King County:
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38 The 2019-2020 Biennial Legislative Branch Equity and Social Justice Work Plan,
39 Attachment A to this motion, is hereby approved.

40

Motion 15367 was introduced on 1/22/2019 and passed by the Metropolitan King
County Council on 3/27/2019, by the following vote:

Yes: 9 - Mr. von Reichbauer, Mr. Gossett, Ms. Lambert, Mr. Dunn,
Mr. McDermott, Mr. Dembowski, Mr. Upthegrove, Ms. Kohl-Welles
and Ms. Balducci

KING COUNTY COUNCIL
KING COUNTY, WASHINGTON

\

Rod Dembowski, Chair

ATTEST:

MM@ /&

Melani Pedroza, Clerk of the Counci
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2019-2020 Biennial Legislative Branch Equity and Seocial Justice Work Plan

The work plan is organized into five objectives for the 2019-2020 biennium. Each

objective includes key activities that would be pursued to meet the objective. The

Legislative Branch Equity and Social Justice team identified six subcommittees to carry

out the 2019-2020 objectives. Each subcommittee includes four to six Legislative Branch

Equity and Social Justice team members. Each objective also identifies the

subcommittee(s) that would lead the efforts for each objective. The six subcommittees

include: (1) Community Engagement; (2) Language Access Plan; (3} Reporting; (4)

Events/Training; (5) Organizational Practice Integration; and (6) Affinity Group.

Objectives

Objective A

Increase participation,
understanding and progress of ESJ
through employee training, team
building and communication;
Strengthen the Legislative Branch
ESJ Team

Subcommittee(s): Reporting, Affinity
Group, Events/Training

Expand monthly ESJ meetings within
legislative branch with representation
authorized by Motion 15227,
formalizing legislative ESJ efforts.
district staff, central staff and
independent agency staff to increase
participation and learning

Increase legislative branch ESJ team
membership and responsibilities through
creation of subcommittees (see below)
charged with specific tasks/focus areas
Conduct team building exercises,
understand the work of the various
legislative agencies, and hold affinity
groups to build trust amongst legislative
branch ESJ team

Establish reporting criteria to monitor
progress of the work plan and the
advancement of ESJ in the legislative
branch

Implement ongoing ESJ trainings for
legislative branch staff to promote
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Attachment A

Objectives

visibility, understanding and
implementation

Establish the Legislative Branch
Lending Library to provide ESJ related
educational resources

Support implementation of
recommended actions based on Creative
Ground consultants

Support improvement of training
opportunities for staff, and
implementation of ESJ training plan
Continue to represent legislative branch
on the King County Inter-Branch Team
(IBT), and support emerging initiatives

Objective B

Advance equity analysis and pro-
equity decisions related to county
policies

Subecommittee(s): All

Development and utilization of ESJ
Legislative Analysis Methodology for
use in policy analysis

Provide input on refinement of ESJ
Legislative Analysis Methodology
Participate in enhancement of King
County Equity Impact Review Tool
Each legislative branch agency/group
commits to specific policy or program
focus areas to apply the King County
Equity Impact Review Tool

Provide training on ESJ Legislative
Analysis Methodology and King County
Impact Review Tool

Commit to areas for application of the
community engagement guide

Objective €

Increase public engagement to most
vulnerable communities that are
most impacted by legislative branch
activities, and build community trust
and capacity; Improve customer
service; Foster robust civic
engagement

Subcommittee(s): Community

Engagement, Language Access Plan, |

Support development of annual public
event(s), and/or town hall(s) in
communities not achieving determinants
of equity

Improve and increase language access
services including but not limited to
translation and interpretation services
Develop language access plan for the
legislative branch

Utilize legislative agency services such
as King County TV programming to
broadcast ESJ events to engage and
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Objectives

Events/Training

educate the community

Sponsor and support continuation of
proclamations, recognitions, civic
awards and public events

When engaging the community,
consider determinants of equity and
community engagement tools
Creation of legislative ESJ link on
Council website

Objective D

Promote fairness and opportunity in
county government by
institutionalizing equity in all
organizational practices (e.g., hiring,
procurement)

Subcommittee(s): Organizational
Practice Integration

Support increased emphasis on 14
determinants of equity in development
of job descriptions, interviews, panels
and expertise by applicants

Review inclusive hiring practices
established by the King County IBT and
consider implementing those practices
for the legislative branch and
countywide

Work with other branches/departments
within county government to reevaluate
inclusive practices

Create internship and entry-level
opportunities and programs for
underrepresented populations

Support implementation of
recommended actions based on Creative
Ground consultants
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Objectives

Objective I

Projected recognitions,
proclamations and community
awards

Subcommittee(s): Community
Engagement

e Gl e
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Rev. Dr. Martin Luther King, Jr. Month
Human Trafficking Awareness Month
Black History Month

Women’s History Month

Earth Day

Climate Justice Month

May Day

Labor History Month

Asian Pacific American Heritage Month

. LGBTQ Pride Month

. Juneteenth Month

. Disability Awareness Month

. Mental Health Awareness Month

. Sexual Assault Awareness Month

. Recovery Awareness Month

. Filipino American History Month

. Latin Heritage Month

. Native American Awareness Month
. Universal Human Rights Month

. MLK Jr. Distinguished Service Award

(by districts)

. Quatercentenary (400™) Anniversary of

African American’s Abduction to
America
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KING COUNTY IT POLICY, STANDARD,
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Overview: King County IT Policy, Standard, Method, and Guideline Process

King County’s IT Governance Policy, Standard, Method and Guidelines Development and Post
Approval Life Cycle process was revised mid-2008 and endorsed by the Business Management
Council and Technology Management Board. A chart of this process is available on the county’s
Intranet site at the link below.

http://keweb.metroke.gov/oirm/governance/policies/PolicyStandardMethodGuidelineProcess.pdf

The policy development process includes review and approval of the policy concept, draft
development by the governance sub-teams, IT Governance review and recommendation to CIO
for approval, CIO approval and countywide implementation.

1. Current Policies, Standards, and Guidelines

Most of the county’s IT policies are published on the county’s Internet site and are available to
the public. However, because publishing certain network information is a security risk for the
county’s network, the majority of standards and guidelines are only available internally through
the county’s Intranet site. Below are links to the county’s policy pages.

e Intranet: http://kcweb.metrokc.gov/oirm/policies.aspx
e Internet: http://www.kingcounty.gov/business/oirm/governance/itpolicies.aspx

2. Exceptions

Departments and agencies can request an exception to a policy or standard through the IT Policy
and Standard Exception Request Process. Requests must be reviewed by the document “owner”
and approved by the CIO. Exceptions expire after one year and need to be renewed.

3. Periodic Review

Periodic review of all policies, standards, methods and guidelines is conducted quarterly. The
document “owners” review the documents and, in the case of a major change, the documents are
revised thru the policy development process. If the documents need minor changes they are
updated and re-approved by the CIO. Policies are reviewed on an 18-month cycle. Standards,
methods and guidelines are reviewed on a 12-month cycle.

4. Compliance

The IT Policy, Standard, Method, and Guideline Compliance Process as defined and approved by
IT Governance in December 2008 requires all county IT Governance policies and standards to
undergo an annual compliance review.
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King County

Office of Information
Resource Management

Information Technology Governance Policies, Standards and Guidelines

Title

Document Code No.

Acceptable Use of Inform}tlon Assets Policy /fc «;0«05?«02-0/

1.0

2.0

3.0

4.0

' PURPOSE

This policy provides a common standard for the use of King County Information Assets and
advises Workforce Members of these resources of acceptable and prohibited uses. King
County provides its Workforce Members with Information Assets and resources, including
workstations, telephones, Mobile Devices, Internet access and electronic communications
services for the performance and fulfillment of job responsibilities. Prudent and responsible
use begins with common sense and includes respect for the public’s trust, the larger
networked computing community and the access privileges that have been granted. The use
of such resources imposes certain responsibilities and obligations on Workforce Members
and is subject to King County policies and applicable local, state and federal laws.
Prohibited use of computing and network resources can lead to consequences affecting the
individual Workforce Member, many other Workforce Members, and cause service
disruptions.

APPLICABILITY:

King County Workforce Members who are using King County Information Assets.

REFERENCES:

3.1 Enterprise Information Security Policy

3.2 King County Information Privacy Policy

33 Password Management Policy

3.4  King County Employee Code of Ethics KCC 3.04 _
3.5 King County Board of Ethics Advisory Opinion 96-08-1146
3.6  King County Board of Ethics Advisory Opinion 08-04-1163

DEFINITIONS:

4.1 Authorization: The right or permission to use a computer resource.

4.2 Information Asset: A definable piece of information, information processing
equipment, or information system, that is recognized as “valuable” to the Organization
that has one or more of the following characteristics:
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Acceptable Use of Information Technology Assets Policy

5.0

4.3

4.4

45

4.6

4.7

4.8

» Not easily replaced without cost, skill, time, or other resources;
¢ Part of the Organization’s identity, without which the Organization may be
threatened.

Minimal Personal Use: Use that is brief in duration and frequency, does not interfere
with or impair the conduct of official business, and results in negllglble or no
additional expense to the: ‘county:

Mobile Communication Device: A long-range electronic device that can be used for

mobile telephony, text messaging or data transmission over a cellular netwark of
specialized base stations known as cell sites or over a fixed broadband connection.

Mobile Computing Device: Any devrce that can store and transport Data and is
demgned to be transported. '

Mobile Device: refers to both Mobile Communication Devices and Mobile Gomputing

, Devices

Organization: Every county. office, every institution, and every department dlwsron
board and commission.

‘Workforce Member Employees, volunteers, and other persons whose conduct, in

the performance of work for King County, is under the direct control of King County,
whether or not they are paid by King County This includes full- and part-time elected

‘or appomted officials, members of boards and commissions, employees, affi liates,

associates, students, volunteers, and staff from third- -party entities who provide
service to King County

POLICIES:

5.1

5.2

Ownership: King County Information Assets are the property of King County
government. ’

Acceptable Use of Information Assets: Workforce Members shall ensure that King

County Information Assets are used appropriately for King County business.
Workforce Members shall use these Information Assets to increase productivity,
facilitate the efficient and effective performance of their duties, and meet the daily
operational and business requirements of King County mctudmg but not limited to the
following illustrative list, to:

5.2.1 - Perform assigned responsibilities and duties;

5.2.2. Support King Countyand Organization activities;

5.2.3 Access authorized work—relateo inforrnation;

5.2.4 Communicate and collaborate with colleagues on work-related issues;
5.2.5 Improve work—related skills when approved by management;

5.2.6 Use applications and access information available on King County’s Internet
and Intranet sites;

5.2.7 Access Internet hosted online reference and information sources such as
phone directories, online dictionaries, search engines, subscription resources,
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Acceptable Use of Information Technology Assets Policy

5.3

or mapping and weather services if such use is appropriate for business use,
adds value to the Organization, increases employee efficiency, or avoids costs
that would otherwise be incurred by King County for such referenced services;

5.2.8 Access Internet based training resources approved and/or provided by King
County; '

5.2.9 Perform statutory and regulatory activities;

5.2.10 Comply with King County'informaﬁon technology security policies, standards,
procedures and methods, and federal, state, and local laws concerning.
computers, networks and personal conduct;

5.2.11 Interact for personal use by employees with human resource, time accounting,
compensation, and employee benefits and health administration programs
managed by or administered for King County.

Prohibited Use of Information Assets: Workforce Members shall refrain from using

‘King County Information Assets for prohibited uses at all times, including during

breaks or outside of their regular business hours. Prohibited use of Information
Assets is subject to disciplinary action up to and including termination from county
employment. Prohibited uses includes but is not limited to the following illustrative list
of aqtual or attempted use of Information Assets to:

5.3.1 Conduct private or personal for-profit or unauthorized not-for-profit activities.
This includes use for private purposes such as business transactions, private
advertising of products or services, and any activity meant to foster personal
gain; '

5.3.2 Conduct any political activity;

5.3.3 Conduct any solicitation for any purpose except those officially sanctioned by
King County such as the County Charitable Campaign;

5.3.4 Access any restricted, non-public computing resources, databases, Systems,
etc. inside or outside of King County to which they may have legitimate
access, to perform their assigned duties, for non-assigned (personal)
purposes;

5.3.5 Conduct any unlawful activities as defined by federal, state, and local laws
and/or regulations;

5.3.6 Create, access, display or transmit sexually explicit, indecent, offensive,
harassing or intimidating, obscene, pornographic, defamatory, libelous
material or material that could reasonably be considered discriminatory, -
offensive, threatening, harassing, or intimidating, except as a necessary part
of bona fide work related activities;

5.3.7 Create, access, or participate in online gambling';

5.3.8 Infringe on any copyright, trademark, patent or other intellectual property
rights, including copying and/or using scftware, images, music, movies, or
other intellectual property;
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5.3.9

- 5.3.10

Make copies of King County licensed software for use on non-King County
computers unless explicitly authortzed by the licensing agreement;

Knowingly perform any activity that could cause the loss, corruption of, or

- prevention of rightful access to data or the degradation of System or network

5.3.11

5.3.12
5.3.13

- 5.3:14

5.3.17

5.3.18

5.3.19

5.3.20

5.3.21

SRS

5.3.23

5.3.24

performance

‘Distribute King County data and information without following appropriate

disclosure processes or obtaining proper authorization;
Engage in any activity that endangers the public;

Engage in any activity that results in additional cost to King County that would

. 1ot normally be incurred as part of doing business;

Atternpt to subvert the security of the King County nétwork or network
resources outside King County;

' With the ‘exception of authorized personnel having proper permission to do so,

intercept communications of any type, intended for other persons or Systems;

With the exception‘of authorized personnel doing bona fide work and following
the provisions of the Password Management Policy, use another King County
Workforce Member s access privileges or Workforce Member account for any
reason,

Attempt fo modlfy or remove computer equrpment components, software, or
perrphera!s without proper authorization;

Monitor or record the electronic activities or conversations of other individuals
unless explicitly authorized and in the performance of properly assigned
duties;

Scan or monitor ports or network nodes unless explicitly authorized and in the
performance of assigned duties by the organization responsible for the target
Information Assets;

Knowingly access, use, copy, modify, or delete files, data, Workforce Member
accounts, access rights, logs, applications, system functions, drivers, or disk
space allocations associated with King County Information Assets without
proper-authorization;

Knowingly create or forward hoaxes, chain letters, Ponzi, or other pyramid
schemes of any type, regardless of content, sources or destinations:
Forge e-mail header information;

Knowingly download, install or run security programs or utilities that reveal
weaknesses in the security of a System without Organization management
authorization;

Knowingly circumvent Workforce Member authentication or security of any
host, network or account no matter whether it belongs to King County or some
other entity;
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5.4

5.5

5.6

5.3.25 Knowingly mask the identity of an account or machine without specific and
properly authorized authority, including but not limited to sending anonymous
e-mail;

5.3.26 Knowingly hack into Systems and databases or act to disrupt Systems or
cause unnecessary network congestion or application delays;

5.3.27 Knowingly interfere with or unreasonably deny service to any other authorized
Workforce Member, unless duly authorized;

5.3.28 Knowingly use any program/script/command, or send messages of any kind,
with the intent to interfere with or disable a Workforce Member's session via
any means, locally or through the network except as identified in 5.3.27
above;

5.3.29 Knowingly establish connections that create routing patterns that are
inconsistent with the effective and shared use of King County information
Assets;

5.3.30 Knowingly use King County Information Assets to engage in acts that
deliberately waste Information Assets or unfairly monopolize these resources
to the exclusion of others.

Minimal Personal Use: Workforce Members may use King County Information
Assets for Minimal Personal Use, provided that the use is not prohibited as defined in
section 5.3, and provided the use has the appearance of professionalism even if it is
not used in a public setting.

No Expectation of Privacy: Although Workforce Members may be expected to
maintain the privacy and confidentiality of information to which they have access, they
are not guaranteed personal privacy for any activity in which they engage utilizing
County computing resources. This includes legitimate county purposes, Minimal
Personal Use, violations of acceptable use or any other use. This includes, but is not
limited to, word processing documents, spreadsheets, databases, electronic and
voice mail, and Internet access. Workforce Members should be aware that all activity -
undertaken on any King County Information Assets, including legitimate county
purposes, Minimal Personal Use, violations of acceptable use or any other purpose,

is subject to monitoring, recording and intervention by Organization management for
the purpose of System update, maintenance, security and compliance with
countywide and Organization-specific policies and standards. Any use of King
County Information Assets constitutes Workforce Member consent to such
monitoring, recording and intervention. Workforce Members expecting privacy for -
their Minimal Personal Use should use a different means of communication.
Workforce Members should be aware that electronic communications could be
forwarded, intercepted, printed, and stored by others and are not subject to personal
privacy expectation and may be disclosed pursuant to public disclosure laws and
rules of discovery in the event of lawsuits.

Review and Inspect: Organizations reserve the right to retrieve and read any data
composed, transmitted or received through online connections and/or stored.

Page 5 of7



Acceptable Use of lnformation Technology Assets Policy

6.0

7.0

5.7

5.8

5.9

_ Electronic communications shall be apen to inspection or revrew by Organization

management to comply with local, state and federal regulatlons as well as any
applicable policies.

Notice of Acceptable Use: Organizations shall provide notice of this policy to all
Workforce Members of King County Information Assets by displaying an Acceptable
Use Banner on all computers as part of the standard log- on procedure with the
followrng language as a minimum standard:

“This system is the property of King County and is provided for authorized use only,
as defined in the“King County Acceptable USe of Information Assets policy.

Any use of this computer system may be monitored, recorded audited and disclosed

to authorlzed County and/or law enforcement personnel Unauthorized or improper
use of this computer system may result in drscrp]mary actions as well as potential civil
or legal penaltles

By usrng this computer system, you indicate your awareness and consent of the
above information. If you do not agree wrth these terms, please dlscontmue use of
this computer system |mmed|ately

‘For more information on Information Security and Privacy, visit:

http://kcweb.metrokc.gov/oirm/services/security_ops.aspx.”

A similar banner must be. displayed on all information technology points of entrance

into King County including but not limited to virtual private networks (VPN), public
wireless access points, and dial-in modem connectrons

Prior Approval to-Access Unacceptable Content: For Workforce Members, who
as part of their regular job responsibilities access Internet web sites generally
considered to be unacceptable, Organization management must provide written
approval in advance to authorize such access.

Investigate Prohibited Use: Organizations shall-investigate violations of this policy
on a case-by-case basis and discipline Workforce Members according to King County
pollcy, guidelines and practices.

EXC EPTIONS

Any Organization seeking an exception to this policy must follow the Information Technology
Policy and Standards Exception Request Process using the Policy and Standards Request
form. This form can be found on the Office of Information Resource Management policies
and procedures Web page at http://keweb.metrokc.gov/oirm/policies.aspx.

RESPONSIBILITIES:

Cah

T2

Workforce Members understand the expectations of this policy and accept personal

responsibility for-adhering to its provisions.

Organization management makes Workforce Members aware of this policy and
educates them about its content and requires that employees acknowledge receipt of
such policy and the impacts of violating it. -
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73 Qrganization IT management ensures that at a minimum all PCs and Servers
display the “Notice of Acceptable Use” above.
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King County Acceptable Use of Information Assets Policy FAQ

These FAQs are designed to supplement the FAQs issued in January of 2009

The county’s acceptable use policy (the “Policy”) is intended to inform employees what they
can and cannot do on county email and on county computers. Sending certain types of emails is
strictly prohibited by section 5.3 of the Policy (see Attachment A for excerpt from Policy). These
emails are referred to in these FAQs as prohibited emails. Prohibited emails include:

e Emails that are pornographic, offensive, indecent, obscene, sexual or sexually suggestive
in nature.

e Emails that are discriminatory, harassing or offensive.

e Emails that involve gambling.

e Emails for your personal business.

e Emails that are political in nature.

You may be disciplined for sending even one prohibited email. it is permissible to send or
receive a small number of personal emails from your county email account. This is known as
“minimal personal use” under the Policy. Minimal Personal Use is brief in duration and
frequency and does not interfere with or impair the conduct of official County business. The
minimal personal use rule is measured, at least in part, by the amount of time the non-work-
related website is up and running (even if minimized in the background). However, the minimal
personal use exception does not allow you to send a prohibited email. You may be disciplined,
up to and including termination, if you send prohibited email.

What should I do if | receive a prohibited email at work? If you receive a prohibited email at
your King County email address, you should do the following:

1. Tell the sender not to send any similar emails to you on your county email address.
2. Forward the email to your supervisor or department HR representative

3. Delete the email from your inbox.

If you fail to follow these steps, you may be disciplined. Likewise, if you forward a prohibited

email, even once, from your county email (other than reporting it to your supervisor), you may
be disciplined - up to and including termination. The following FAQs are designed to help
employees understand what types of emails are prohibited under the Policy. If you have any
question about whether an email is appropriate to forward or save to your county computer,
check with your supervisor. When in doubt, throw it out.



Is it okay to send an email if the private parts of a person are censored by blurring those

parts or covering with black bars?

A: No. Such an email is still considered to be offensive, sexually explicit, indecent,

offensive or obscene material and is prohibited.
Is indecent material limited to the topic of private body parts?

A: No. Indecent material can include, but is not limited to, showing, describing, or
depicting private body parts, bodily functions, sexual relations, or profane or
obscene language. Jokes about gender, age, marital status, pregnancy, physical
attributes, and sexuality can also be considered indecent.

I like to send jokes to my coworker on county email involving illustrations that contain a
reference to nudity or sexuality. My coworker likes it and thinks it is funny. Is this ok?

A: No, this is not appropriate and constitutes a prohibited email. It is best to refrain

from sending jokes of any kind on county email.

I am thinking about downloading a screen saver to my computer that is a nude Picasso

painting. Is this ok?

A: No, while the image is of a painting by a world-renowned artist, it is still a nude

image and not appropriate for the workplace.

My coworker sent me an email at my work email address with a picture of a nude
woman. May | forward the email to my personal email to view later at home and then

delete the email on my county email?

A: No. It is not appropriate to forward a prohibited email from your county email
address. Instead, you should tell your coworker not to send those types of emails
to you at work. You should then forward that email to your supervisor or your
department HR staff and delete the email from your inbox.

If | receive an email at work from a friend that contains various nude images, can |
download those images to a thumb drive attached to my work computer to view later at

home and then delete the email?

A: No. It is not appropriate to use a county computer or server to transfer images
that are nude, pornographic, or salacious in nature to your thumb drive or other
device. The proper procedure is to tell your friend not to send those types of
email to you at work, forward that email to your supervisor or HR
representative, and then delete the inappropriate email.



May | look at political websites?

A: No. Employees shall refrain from using King County computers for any political
activity, including accessing political websites.

May | send emails that include religious content?

A: Generally, no. The King County’s Anti-Harassment and Discrimination Policy
prohibits discrimination on the basis of religion. The Policy prohibits use of
county computers to create, access, display or transmit offensive or
discriminatory material. While sending an email to notify others of a prayer vigil
for victims of a terrorist attack or natural disaster would not violate either policy,
emails or websites that espouse a single religious view point may be offensive to
other employees and therefore are improper. Similarly, emails or websites that
tout one religious faith as superior to other religious faiths could be considered
discriminatory and therefore are improper.

May | play online poker?

A: No. King County employees may not use county computers or email to create,
access, or in any way participate in online gambling at any time.

May | participate in a March Madness pool or other sports pool with other county
employees that involves a spreadsheet or data maintained online, via email, or on

county computers?

A: No. King County employees may not participate in gambling at the work place,
whether it is through hand-written, oral, or computer means. Further, the Policy
prohibits the use of computers for unlawful activities, including gambling.

May | access Facebook or Twitter during work hours on my county computer or cell

phone?

A: Yes, provided it is minimal within the meaning of “Minimal Personal Use” set
forth in the Policy. It is acceptable to access one’s Facebook and/or Twitter
website during breaks. It is not acceptable to have a Facebook and/or Twitter
website minimized on one’s computer for the purpose of accessing it continually
throughout the day. Nor may you have other non-work-related websites
minimized on your computer throughout the day (such as news sites, email

accounts, or sports sites).



Attachment A.

Prohibited Use of Information Assets: Workforce members shall refrain from using King County

Information Assets for prohibited uses at all times, including during breaks or outside of their

regular business hours. Prohibited use of Information Assets is subject to disciplinary action up

to and including termination from county employment. Prohibited uses include but are not

limited to the following illustrative list of actual or attempted use of Information Assets to:

5.3.1

5132

5.3.38

53.4

535

5.3.6

Se3.7

5.3.8

Conduct private or personal for-profit or unauthorized not-for-profit activities. This
includes use for private purposes such as business transactions, private advertising of
products or services, and any activity meant to foster personal gain;

Conduct any political activity;

Conduct any solicitation for any purpose except those officially sanctioned by King
County such as the County Charitable Campaign;

Access any restricted, non-public computing resources, databases, systems, etc. inside
or outside of King County to which they may have legitimate access to perform their

assigned duties, for non-assigned (personal) purposes;

Conduct any unlawful activities as defined by federal, state, and local laws and/or

regulations;

Create, access, display, or transmit sexually explicit, indecent, offensive, harassing or
intimidating, obscene, pornographic, defamatory, libelous material or material that
could reasonably be considered discriminatory, offensive, threatening, harassing, or
intimidating, except as a necessary part of bona fide work-related activities;

Create, access, or participate in online gambling;

Infringe on any copyright, trademark, patent, or other intellectual property rights,
including copying and/or using software, images, music, movies, or other intellectual

property.



Metropolitan King County Council
Wage and Salary Administration Policy

Purpose:

To establish policies regarding annual wage and salary adjustments. This policy
provides procedures that direct an employee’s movement through the standard
salary grid.

This policy applies to all legislative branch employees with the
exception of Councilmembers, personal staff, term-limited temporary
employees, contract workers and interns.

(Note: This policy does not deal with cost of living adjustments (COLA)
provided by the county. )

Eligibility Requirements for an Annual Step Increase:

As of January 18t of each year, employees will be eligible to receive a one step
increase to the next highest step in their assigned salary range. The following
outlines the criteria by which a step increase could be awarded:

A. Employees must be employed on or before September 30 to be eligible
for a step increase effective January 1 of the following year.

B. Employees who are at the top step of their range are not eligible to
receive an additional increase.

Exceptions:

All employees who meet the eligibility criteria will receive a step increase unless
one of the following occurs:

A. The employee receives a performance evaluation rating that is below the
satisfactory level in the previous rating cycle.

B. The employee’s supervisor makes a written recommendation to the
Employment Committee that an increase should be withheld.

When either of the above exceptions occur, the employee may request an

Employment Committee review of the determination to withhold the step pay
increase.

Council Adoption Date: November 21, 2005



Taking leave - King County Page 1 of 6

tg King County

Taking leave

King County provides several types of leave to eligible employees. Consult with your
supervisor or your agency Human Resources representative to confirm what typed of
leaves apply to you and what forms and documentation may be necessary to process
your request.

For detailed information, go to the Employee Leave Guide. If you are a represented
employee, see your specific union contract for additional benefits information.

Many benefits are available to you and your eligible family members while you are on a
leave of absence. For a summary of your options and the necessary paperwork, see
Continuing Your County Benefits.

For information about King County holidays, vacation time, and sick leave,
please contact your department Human Resources representative.

Donating leave time

Use the following forms to donate a portion of your accrued vacation or sick leave to
another employee: Leave Donation Form (pdf) Leave Donation Form (MS Word).

Leave types

Bereavement leave a

Employees eligible for comprehensive leave benefits may use up to five days of
bereavement leave per qualifying death of an immediate family member (40 hours
maximum; prorated for part-time employees). Employees who are not eligible for
paid leaves may be granted leave without pay, or may be allowed to use
compensatory time, if available, for bereavement leave. Any additional paid leave
may be approved by mutual agreement between King County and the employee.

Immediate family member is defined as:

» Employee's spouse or domestic partner
e The parent, grandparent, child, son or daughter-in-law, grandchild, or sibling
of the employee, employee's spouse, or the employee's domestic partner

https://www.kingcounty.gov/audience/employees/benefits/leaves.aspx?print=1 9/27/2019



Taking leave - King County Page 2 of 6

* The employee's legal guardian, ward, or any person over whom the employee
has legal custody

Domestic violence leave +

If you are the victim of domestic violence, sexual assault, or stalking, you can take
Domestic Violence Leave to receive medical treatment, attend legal proceedings, or
address safety concerns. You can also take leave to provide assistance to a family
member who is a victim of domestic violence.

You may use leave with pay (sick leave, vacation leave, compensatory time or other

Procedures.

Donated leave +

Use the following forms to donate a portion of your accrued vacation or sick leave to
another employee: Leave Donation Form

Family and medical leaves +

Under the Family Medical Leave Act (FMLA) and the Washington Family Leave Act
(WFLA), eligible employees may take leave for a serious health condition; to care for
a child after birth, adoption, or placement for foster care; or to care for a spouse,
child, or parent with a serious health condition. Leave is limited to 12 weeks in a
rolling 12-month period.

Under WFLA, eligible employees may also take leave to care for a domestic partner
registered with the State of Washington that meets the definition under State law.

Under King County Family Medical Leave (KCFML), eligible employees may take
leave for the same reasons under FMLA as well as to care for a domestic partner
with a serious health condition or for a spouse or domestic partner’s child or parent
with a serious health condition. Leave is limited to 18 weeks in a rolling 12-month

Medical Leave Act or view the poster in your break room.

Washington Family Care Act (WFCA): Employees in Washington State are entitled to
use their choice of sick leave or other paid time off to care for a child with a health
condition that requires treatment or supervision, or to care for a spouse, parent,
parent-in-law, or grandparent who has a serious health condition or an emergency,
and to care for children 18 years and older with disabilities. Grandparents-in-law,
grandchildren, and siblings are not included.

For a summary of the key points of each leave family and medical leave law, see the

https://www kingcounty.gov/audience/employees/benefits/leaves.aspx?print=1 9/277/2019
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Communicate your need for family and medical leave with your supervisor as soon
as possible and use the Protected Leave Request Form and the appropriate
certification form, below. Follow your department’s request for time off procedure
and enter the appropriate leave of absence payroll codes into the payroll system. HR
staff: Use the Protected Leave Response Form to respond.

Certifications

The following forms are used to obtain a certification by a health care provider to
support your request for family and medical leave:

Medical Certification for Family Member
Medical Certification for Veteran

e Medical Certification for Servicemember
 Certification for Military Qualifying Exigency
Jury duty leave +

If you are eligible for leave and ordered to serve on a jury, you receive your regular
King County pay. You must decline any jury duty pay—except for mileage—from the
court system if you are receiving King County pay.

Communicate your jury duty information and provide a copy of your jury duty
summons to your supervisor. Follow your department’s request for time off
procedure and enter the appropriate leave of absence payroll codes into the payroll
system.

Leave for pregnancy, childbirth and pregnancy-related conditions+

Female employees may be eligible for leave for Pregnancy, Childbirth, and
Pregnancy-related Conditions during the time she is sick or temporarily disabled.

This leave may be in addition to family and medical leaves.

For detailed information about the types of pregnancy leave available, please review
the Pregnancy-Related Leave Guide.

Communicate your need for pregnancy, childbirth and pregnancy-related leave with
your supervisor as soon as possible and use the Protected Leave Request Form and
the Employee Medical Certification Form. Follow your department’s request for time
off procedure and enter the appropriate leave of absence payroll codes into the
payroll system.

https://www .kingcounty.gov/audience/employees/benefits/leaves.aspx ?print=1 9/27/2019
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Leave of absence without pay +

If you are eligible for leave, you may take a leave of absence without pay for up to
30 calendar days, if you obtain written authorization from your supervisor. For a
leave of absence of up to one year, additional authorization may be required (see
request form for details). Please refer to King County Code 3.12.250, Personnel

information.

Communicate your need for leave with your supervisor as soon as possible and use
the Leave of Absence Without Pay Request Form. Follow your department’s request
for time off procedure and enter the appropriate leave of absence payroll codes into
the payroll system.

Paid parental leave +

King County employees (both male and female) can receive up to 12 weeks of paid

parental leave following the birth, adoption, or foster-to-adopt placement of a child.
The leave will run concurrent with federal, state, and county family or medical leave
to the fullest extent possible.

Communicate your need for paid parental leave with your supervisor as soon as

Follow your department’s request for time off procedure and enter the appropriate
leave of absence payroll codes into the payroll system.

For more information, see the Paid Parental Leave FAQ.

Volunteer leave +

Eligible employees may use up to three days of sick leave each year to perform
volunteer services at any local school, including your child’s school, or at any

Prior to the [eave, request the time off by submitting the Sick Leave for Volunteer
Service Form form to your supervisor. The name of the organization and the
volunteer service you are performing must be included. Follow your department’s
procedure for requesting time off, and enter the appropriate leave of absence payroll
codes into the payroll system.

See additional information below:

» Sick Leave for Volunteer Service FAQ
e Sick Leave for Volunteer Service Guidelines

https://www kingcounty.gov/audience/employees/benefits/leaves.aspx ?print=1 9/27/2019
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e Sick Leave for Volunteer Service Form (printable) (fillable)
e Sick Leave for Volunteer Service Administration Procedure

Uniformed services leave +

King County provides the following benefits for employees taking a leave of absence
for military deployment or training/drills:

e Up to 21-days of paid military leave per military fiscal year (Oct. 1 -- Sept. 30)

e Differential pay while on active duty

e Medical, dental, vision, and basic life insurance for a military leave beyond 30-
calendar days

« Vacation and sick leave accruals while on military leave

To receive these benefits, submit a Uniformed Services Payment Election Form, a
copy of your military orders, and your training/drill schedules prior to beginning your
leave. To use your own accrued leave (except sick leave) or take leave without pay,
you do not need to submit your orders or training/drill schedule unless the military
leave period exceeds 30-calendar days.

For additional information, refer to the Uniformed Services Leave FAQ and the Guide
to the Uniformed Services Employment and Reemployment Rights Act (USERRA).

Leave administration

Procedures, forms, and leqgal references =

e Bereavement Leave Procedure
e Domestic Violence Leave of Absence Procedures

e FMLA / WFLA Determination Procedure

* FMLA / WFLA / KCFML Designation Guidelines

e FMLA / WFLA / KCFML Procedure

e Health Care Provider Communication Guidelines

e Jury Duty Procedure

e Non-Medical Leave of Absence Without Pay Procedure
e Paid Parental Leave Calculator

e Paid Parental Leave Information

e Paid Parental Leave Procedure

https://www.kingcounty.gov/audience/employees/benefits/leaves.aspx ?print=1 9/27/2019
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Benefits and retirement

Fax: 206-296—77()0@;

Phone hours:
9 a.m. - 4 p.m. weekdays

'Il Email kc.benefits@kingcounty.

Payroll

Fax: 206-296-7678 %

Last Updated October 27, 2017

https://www kingcounty.gov/audience/employees/benefits/leaves.aspx?print=1 9/27/2019



Dec. 2019

2020 Bi-Weekly PAYROLL Production Calendar
JANUARY FEBRUARY MARCH
s|m|T|w|[Th|F]|s s|m|[T|w|Th| F|s s|m w|Th| F|s
o

7

2] 3

8 10

11

10| 11| 12

13 11

12

13

14

15 [ 16 | 17

18

16

17| 18

20 |-

:19'

21

22 24

25

w123

24| 25

26| 27 |2

: E:ﬁ:

28

29 | 30| 31

APRIL *

=1 30

31

JUNE

T

W|Th| F

Th

1 3

N
w
S

8| 9|10

10

12| 1

o 5

13

14

15 17

18

13

15

15

16 | 15| 18

19 I:f.

19

20

21

22 | 23 | 24

25

19| 20| 21 |

22

23 | 24

26 |2

26

27

28

29

26 | 27

29

1 29

30

AUGUST

SEPTEMBER

T | W|Th

M

8 10 |-

4 | 5

R 7 IE

13

15 | 16| 17 |1

10

173, | 2L

14 |1

13

14

20

21

22

24 |2

17

18 | 19

21 |

20

21

27

28

29| 30| 31

OCTOBER *

-l 24

25| 26 | 27

28 |2

27

28

-1 31

NOVEMBER

DECEMBER

T|W|Th

F

T |W|Th

34|65

6

1 2| 3

o N |2

10

13

8|9

11

12

13

16

17| 18 | 19

~18

5| 23

24

B

d 0-

Holiday

-1 30

Pay Period End Date - TIME SHEETS DUE ~ Every other Friday

Bi-Weekly Check Distribution

Three paydays in April & October

20|

14

15 16 | 17

21

22 | 23

28

29 | 30| 31

18

19
26




King County

Vehicle

Driver’s
Operating
Manual

ks
King County

Fleet Services Division




Important Contact Numbers

Pulice amd Medipal SBerviees o copas umsen mavies s 3 1 o [REOIE
Risk Managemert . . . . .. . .. ... ... ....... 206-263-2250
ADM-ES-0320 500 Fourth Avg Room 320, Seattle, WA 98104
Safety and Claims ManagementOGe . . . .. ... ... 206-296-0510
ADM-ES-0500 500 Fourth Ave Room 500, Seattle, WA 98104
It SerWIDER. 4 GRS B e e b G mrs 206-477-3880

KSC-ES-0822 201 S. Jackson S#822, Seattle, WA 98104
Emergency Vehicle Services

Orcas Street Motor Pool Shop. . . . . . ... ... ... . 206-263-9800
ORC-ES-0100 707 S. Orcas SfSeattle, WA 98108
Renton Maintenance and Repair Shop. . . . . . ... .. 206-477-2540

RSD-ES-0155 155 Monroe AveNE, BldgG, Renton, WA 98056
Motor Pool Vehicle Dispatch
Dispatch customer service ., . . . ... ... .. .. 206-477-3880
moispptsii@kingcountgov
KSC-ES-0822 201 S. Jackson S#822, Seattle, WA 98104
Fuel and Fuel Card Information
Fleet Services. . . . . . .. ... .. ... ... . 206-477-3880

In Case of Vehicle Emergency

During normal working hours

Take the vehicle to the Renton Maintenance Repair Shop or to the Orcas Street
Motor Pool Shop

i Renton Maintenance Repair Shop 206-477-2540 Mon-Fri 6 a.m. - 6.p.
i Orcas Street Motor Pool Shop. . . .. 206-263-9800 Mon-Fri 7 a.m. - 4.p.
After-hours and weekends

If an emergency occurs between 6 a.m. and.hpor on a holiday or weekend,
you may incur reimbursable charges of up to $90, or make arrangements to
have the vehicle towed (see Section 8).

i KING COUNTY VEHICLE DRIVERS OPERATING MANUAL



In Case of Accident

1.
2
8.

g

Stop as soon as it$ safe to do so.
Serious injuries? Call 9-1-1 for medical assistance

Assess the situation. Protect the scene to prevent further injury or
damage

Cali police (9-1-1). The dispatcher will tell you if an o@er will be sent
to the scene

Call a Fleet Maintenance and Repair Shogfor assistance and to
report the incident:
i Renton 206-477-2540 Mon-Fri6 am. -6.m

i Orcas Street (Georgetownp06-263-S800 Mon-Fri 7 a.m. -4.m
T After hours, call and leave a message at one of the shops

Gather data and exchange information.
DO NOT DISCUSS THE INCIDENT WITH ANYONE EXCEPT POLIC
not admit fault. Do not agree to settle any claims against you or
King County.
i Get the name and address of any and all witnessesising
the Witness Informationicard from the packet in the glove
compartment If a withess cannot stay at the scene, get his/her
name and address, and give him/her the Witness Informationi
card to dl out and mail
i Exchange contact information (name, phone number, address)
with parties involved (driver/pedestrian/property owner) using
the Notice to Involved Partiesicard (in packet).
i Take photos of the scene and damage

Fill out the Btate of Washington Vehicle Collision Reporti
(in packet) at the scene, regardiess of the amount of damage

i Make two copies of the completed form.

i Send the original completed form (top copy) to Risk
Management (ADM-ES-0320) and keep the duplicate copy
(bottom copy) for your records

I Send one copy of the completed form to your supervisor

i Send one copy of the completed form to King County Fleet
Services (KSC-ES-0822).

If you need a tow truck after the Fleet Maintenance shops are
closed, call a towing provider. See pages 20-22 in the King County
Vehicle Drivers Operating Manual (in glove box) for a list of towing
providers

Within 24 hours:
I Notify your supervisor
i Notify Risk Management

i Send vehicle collision reports (as per step 7)

KING COUNTY VEHICLE DRIVERS OPERATING MANUAL i
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1 Introduction

1.1 Purpose

The purpose of this manual is to provide drivers of King County vehicles
with basic information about their responsibilities regarding safety, vehicle
operation, and accident and emergency procedurékhis information

applies to all vehicles and equipment issued or assigned by King County
Fleet Servicestveryone who drives a King County vehicle should be familiar
with the contents of this manual and should display appropriate courtesy
and conduct while sharing the road with members of the public or while

on King County property!f you have any questions about this information,
please direct them to your supervisor or call one of the phone numbers
listed in Section 1.2.

A copy of this manual should be in every King County vehicle, and copies
should also be made available to employees at all facilities and oG&here
should also be a vehicle owner§ manual in the glove compartment of each
county vehicle Please read both manuals thoroughly before operating your
vehicle

This manual is also available on Fleet Servicess intranet website,
www.kingcounty.gov/ eet.

1.2 Contact Numbers

Police and Medical Services . . . . . . . PR DT S .2 [
Risk Managemert. . s 5w eve s s s e & 206-263-2250
Mail Stop: ADM-ES-0320
500 Fourth Avenue, Room 320, Seattle, WA 98104
Safety and Claims Management Oige . . . . . . . . .206-296-0510
Mail Stop: ADM-ES-0500
500 Fourth Avenue, Room 500, Seattle, WA 98104
Fleet Services. . . . . ... .. e wor saanes e 2206-477-3880
Mail Stop: KSC-ES-0822
201 S. Jackson S#822, Seattle, WA 98104

KING COUNTY VEHICLE DRIVERIS OPERATING MANUAL i



Emergency Vehicle Services

Qreas Streat Motor Pool Shop. cow s wws i e o 206-263-9800
Mail Stop: ORC-ES-0100
707 S. Orcas SiSeattle, WA 98108

Renton Maintenance and Repair Shop. . . . .. ... .. 206477-2540
Mail Stop: RSD-ES-0155
1556 Monroe AveNE, BldgG, Renton, WA 98056

Motor Pool Vehicle Dispatch '
Mail Stop: KSC-ES-0822
201 S. Jackson $S#822, Seattle, WA 98104

Dispatch customerservice . . . . . .. .. ... .. 206-477-3880
mdiswpiohl @kingcountygov

Fuel and Fuel Card Information
FleetServices. . . . . .. ... ... ... ..... 206-477-3880

2 Driver authorization and safety guidelines

2.1 Authorization

Only employees of King County who have valid Washington State drivers
licenses are permitted to operate a King County vehidiadividuals not
employed by the county are prohibited from driving county vehicles
without prior written approval from the Deputy King County Executive
(Per Executive Policy FES 12-1-3 (EP))

2.2 Washington State Driver$ License

Each agencys director, or the directors designee, is responsible for verifying
that the agency$ employees have valid Washington State drivers licenses
before authorizing the employee$ use of a King County vehiclde

employees license must cover the class of vehicle that the employee is
assigned to operatefor example, a motorcycle license or a commercial
drivers license (CDL) may be requireBvery person requesting permission

to operate a county Motor Pool Dispatch vehicle must indicate that he

or she has a valid Washington State drivers license each time he or she
reserves a vehicle through the Motor Pool Dispatch online reservation
system. The Fleet Services Division may request the driving records of any
King County vehicle operator from the State Department of Licensing
Employees may also have to meet additional requirements before they can
use a King County vehicle (for example, drivers operating with a CDL may be
required to undergo drug testing).

2 KING COUNTY VEHICLE DRIVERS OPERATING MANUAL



2.3 King County policy on driver safety

As a provider of various public services, King County holds safe operation
above all other performance criteria. Employees should operate all vehicles
and equipment and conduct themselves in a manner that re ects the
highest regard for the safety of the public, other King County employees,
and the property of our community members and organization.

When you are operating county vehicles and equipment, you should give
every courtesy and consideration to the motorists, cyclists, and pedestrians
with whom you share the streets and highwayBehavior that endangers
others will not be tolerated Unsafe equipment should be reported to the
appropriate vehicle maintenance shop manager

2.4 Defensive driving

Employees who drive King County vehicles should use the principles of
defensive driving, which help you drive safely and avoid accidet@bey all
tralg laws, be courteous to other drivers, and always be prepared to yield
Remember that driving demands your full concentration and attention.

Here are e defensive driving habits that will help you drive safely and
avoid accidents:

1. Get the big picture. Watch over a wide and deep tral¢ scene rather
than any one detail

2. Keep your eyes moving. Move your eyes about every two secondso
and much more often in heavy tral@

3. Aim high in steering. Dont focus your attention on the vehicle in front
of you. Instead, focus three to four vehicles ahead

4. Make sure that others see you.Get eye contact before taking action.
Make sure that other people (drivers, pedestrians, bicyclists,)aee you
and show by their actions that they are aware of you

5. Leave yourself anéscape routel Pace yourself so you always have an
outiif trouble develops . Do not follow any moving vehicle ahead of you
too closely Give yourself enough braking distance for stoppingvoid
driving side-by-side with other vehicles or in their blind spots

2.5 Driver training

Employees driving a county vehicle an average of once a month or

more must be trained in King County defensive driving procedures
Division directors should contact the Safety and Claims Management
(206-296-0510) or check out the County website for training at

www kingcounty.gov/audience/employees/safety-claims/safety-at-work/
safety-training-classesspx to coordinate training as neededf you are a
driver and have not received this training, it is your responsibility to contact
your supervisor immediately

KING COUNTY VEHICLE DRIVERS OPERATING MANUAL 3



3  Policies and procedures for vehicle operators

3.1 Personal use

Personal use of county vehicles is prohibited except where reasonably
necessary to accommodate the employee$ meals and other physical needs

3.2 Transporting non-county employees

County vehicles should not be used to transport any person or employee
other than the vehicle operator unless that transport is directly related to
county business

3.3 Driving outside of King County

County vehicles may be driven outside the county or outside the state of
Washington and into Canadanly with prior authorizatiofrom the drivers
division or department directorBecause the vehicles VVoyager Fuel Card

is not valid outside of the state of Washington, you will need to make
alternative arrangements for fueling the vehicle by contacting Fleet Services
at 206-477-3880.

3.4 Tralg and parking violations

If you are pulled over by law enforcement while driving a county vehicle, the
olger may ask you for the vehicle$ registration and proof of insurancéhe
vehicle registration certi@ate is in the glove compartment of each county
vehicle managed by Fleet Services copy is also kept on [ at the Fleet
Services Division. Per RCW chapters 46.30.020 and 46.16.020, government
vehicles are exempt from the requirement to carry proof of insuranée

copy of this certil@ate of Self-Insurance is located in section 10.3 of this
manual -

If you are cited for a moving or parking violation while driving a county
vehicle, you are responsible for paying any mes (per Executive Policy FES
12-1-3 (EP)).

King County vehicles are not exempt from paying for metered parking
Parking in a space reserved for disabled persons may result in a $250 e
unless a disabled parking permit is clearly visible in the windshield (RCW
46.16.381).

You are also responsible for paying any Mmes resulting from automated
photo enforcement of tral@ laws. These tickets are mailed to the registered
owner of the vehicle, which in this case is King Courftieet Services will
forward them to the driver via the driver$ department or division. If the
driver of the vehicle cannot be identi®d, the agency that employs the
driver and/or operates the vehicle must pay the me
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Your agency is responsible for ensuring that any Mes you incur while
operating a county vehicle are paidf you do not pay the e, your agency
is responsible for paying itAll citation Mes must be paid on time

3.5 Seat belis

All drivers and passengers in county vehicles are required to wear seat belts
at all times when the vehicle is in use

3.6 Smoking

Smoking is prohibited in ali county vehicles, per King County Code Section
12.50.030. This includes electronic smoking devices, such as e-cigarettes,
hookah pens, e-hookahs, and vaping penshe use of these devices is
prohibited in county vehicles as well as in all places where smoking is
prohibited under state law and King County polic¥his regulation comes
from Title 19 of the Board of Heaith Coddsing chewing tobacco in county
vehicles is also prohibited per Executive Policy FES 12-1-3 (EP).

3.7 Driving under the inllence

No one who is under the in uence of drugs or alcohol may operate a King
County vehicle

3.8 Cell phones

It is against the law to use a personal device while driving.

(n 2017, the Washington State Legislature passed the Driving Under
the In uence of Electronics (DUIE) Adiinder this new law, it is a trald
infraction to operate a vehicle while:

7 Holding a personal electronic device in either or both hands

7 Using your hand or Imger to compose, send, read, view, access, browse,
transmit, save, or retrieve email, text messages, instant messages,
photographs, or any other electronic data

T Watching a video

Using your mger to activate, deactivate, or initiate a function on a device
such as hands-free calling or GPS maps remains legal
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The Act speci@s four exemptions from the infraction:
1. A driver summoning emergency services
2. A driver operating an authorized emergency vehicle

3. A transit system employee using a system for time-sensitive relay
communication with transit dispatch services

4. A commercial motor vehicle driver with a valid CDL using the device
within the scope of their employment as allowed by federal law

Although using devices in hands-free mode remains legal, even hands-freei
doesnt necessarily mean the driver is distraction-fréEhe new law addresses
more than just using personal electronic devices -- it is also illegal to drive
dangerously distracted in any manner that interferes with the driver$ ability
to operate the vehicle safely

The county encourages employees to use cell phones to call for help or to
help others in emergenciesHowever, do not place yourself or others in
danger while doing solf you witness a serious auto accident, a crime in
progress, or another serious emergency that puts lives in danger, call 911
and give the exact location and other relevant information. Stay on the line
as long as the dispatcher requires

3.9 Secure your load

State law requires drivers to secure all loads transported in vehicles or trailers
before driving on public roads in Washington (RCW 46.61.655). Even if you are
driving a short distance, your loadénd any items used to cover or secure

the load, such as tarps or strapstust be securedBy taking the time to

make sure your load is safe to transport, you can prevent harm to others and
save yourself a costly e

For the complete King County executive order, refer to PER 18-9 (AEO).
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3.10 Parking assigned and dispatch vehicles
Assigned vehicles

Request authorization to park assigned King County vehicles in county
parking garages through your Division Directo€ounty parking garages are
operated by dilerent management companies; parking access cards can be
obtained from the management company for your garage (see table below).

Downtown county parking garages and their current management companies:

Parking facility Management Company
Goat Hill Garage Standard Parking

415 6th Avenue, Seattle, WA 98104 206-652-0849

King Street Center Diamond Parking

201 S Jackson Street, Seattle, WA 98104 | 206-686-6141

Loaning or transferring an assigned King County garage access card is
prohibited.

Dispatch vehicles

When you return the vehicle, park it in its assigned space, lock it, note the
stall number, and return the keys to the key-manager box. When returning
the keys, note if the vehicle needs servicing, cleaning, or re-fueling on the
keypad when prompted

If the assigned parking space is not available, park in the nearest
non-assigned parking space and notify Fleet Services by calling
206-477-3880 or e-mailing motorpodalispatch@kingcountygov.
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4  Use of dispatch vehicles

Motor Pool Dispatch vehicles are available 24 hours per day, seven days per
week through the use of our online reservation system and unattended
key-manager boxes

Before reserving a vehicle, county employees should carefully assess the
need for travel by car to a meeting outside of county faciliti€®ould the

same goals be accomplished with telephones, e-mail, web conferencing, or
other alternatives to physical travel? Could the employee get to the meeting
and back with public transportation or in a carpool?

Please schedule vehicle reservations online if possible, saving telephone
reservations for those who lack access to the Internet or e-mail, or for
emergencies such as network failures or severe time constraints

Motor Pool Dispatch website
http:// eet .inverscom/kic

Motor Pool Dispatch locations

i Goat Hill Garage 8th Floor
415 Sixth Avenue, Seattle
Entrance on Jel@rson Street between Fifth Avenue and Sixth Avenue

i King Street Center fiLevel A Parking
201 S Jackson Street, Seattle
Entrance on King Street

Contact information

Fleet Services Divisioh 206-477-3880
nbspatchl@kingcountygov

4.1 How to add the Dispatch icon to your computer desktop
(Windows)

Move your cursor to a clear space on your screen.

Right-click your mouse and scroil down the menu to Néw

Select Bhortcutiand left-click your mouse

A new shortcut icon will appear and a new menu with a box.

Type the following http:// eet.inverscom/kic

Click Nexti

Name the shortcut Dispatchior something else that you will recognize
as the vehicle reservation system.

Click Finishi

You can drag the new icon to place it where you want it on your screen.

sl o O s G N =

© o

8 KING COUNTY VEHICLE DRIVERS OPERATING MANUAL



4.2 Registering as a user

You must have a valid Washington State driver§ license and King County
PeopleSoft employee ID number to registéfour PeopleSoft ID number is
included on your pay stub

1. To register, go to the Motor Pool Dispatch website:
http:// eet .inverscom/kic
2. Click on Motor Pool Online Sign-upiat the middle of the page
3. Complete all of the required @lds
4. Click Bubmit formfat the bottom of the page

Once you submit a request, it may take a day to process your registration
and send a conlfmation e-mail with your PIN.

4.3 Reserving a car

Click on your desktop icon or go to the Motor Pool Dispatch website
At the top of the page, [l in your employee ID number and PIN.

Select Logini

Click New reservatiori.

Enter your name and select the vehicle category

Enter your destination and select which garage you will be using
Choose the day(s) and times for your departure and return.

Click Reservé

You will be prompted for the €ost centeflhis is your six-digit Oracle Low
Org number, a required entryEnter a project number and task, if not
charging the default values of your Low Qrg

10.Click Con[fm reservationi

11.Write down your access code, which will also be sent to you via e-mail

(O 00 N OF OT\R. 3 3 =)

4.4 Picking up your key and car

You can pick up your car up to 15 minutes before the start of your
reservation.

Go to the key manager box. These are located on the eighth oor of Goat
Hill Garage, and the A Level of King Street Center

You must have your six-digit access code to open the box.

Enter the access code on the keypad

Press M

Make note of your parking stall number before you open the box.

Open the door and take the keys under the blinking green light

Once you are in the vehicle, touch the round metal end of the yellow key
fob on the key ring to the black ignition lock on or near the dashboard
When the light on the ignition lock turns from red to green, you can start
the vehicle You must do this every time you start the vehicle

O B 00 O, =

o
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4.5 Pre-trip inspection

You must inspect the vehicle before you accept it and leave the Motor Pool
Dispatch parking area. Walk around the vehicle and examine its exterior to
determine its general condition, and inspect the interiorincluding the
trunkto be sure it is clean and free of debris, dirt, and smoke odors

1. Exterior: check the tires (for over-in ation, under-in ation, or extreme
wear) and lights, and look for body damagéhe applicable tire pressure
for each vehicle is listed on a plate on the driver$-side door jamb or on
the glove compartment door

2. Interior: check the mirrors, gauges, horn, wipers, defrosters, lights,
emergency equipment, and seat belts, and secure all loose objetean
the windows and mirrors if necessary

3. Do a test stop to check the brakes.

Report any problems or concerns to the Fleet Services Division by calling
206-477-3880 or e-mailing motorpodalispatch@kingcountgov.

4.6 Returning the car and key

As a courtesy to the next driver, please return a clean and fueled vehitie
Fleet Services Division may charge your agency $50 for any returned vehicle
that needs cleaning, has less than a half tank of fuel, or if alockedVoyager
fuel card is not reported to Fleet Services Divisitffor security reasons, if

you swipe the fuel card more than three times, it will be locked.)

1. When you return, touch the round metal end of yellow data key to the
car lock This will record your trip data.

2. Enter your access code on the keypad to re-enter the key manager box.
After you answer a brief set of questions, return the key to any slot in the
box.

3. Close the key box door and make sure it is locked

Note: Report any damage to the vehicle, or a non-working fuel card, to the
Fleet Services Division by calling 206-477-3880 or e-mailing
motorpool.dispatch@kingcountgov.

5  Assigned vehicles and authorized take-home vehicles

5.1 Assigned vehicles

A vehicle may be assigned to a single employee or retained within the
agency for use by several employees at the agency manager$ discretion.
Employees may be assigned vehicles overnight for the conduct of county
business

Employees may obtain authorization on a case-by-case basis for occasional
overnight use, or approval for a take-home vehicle assignmenteither
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case, they must provide justif@ation and prior written approval from the
department director or his/her authorized representative

Whenever possible, pick up or drop ola county vehicle at a designated
county parking area to avoid the unnecessary assignment of an overnight
vehicle

Provisions for take-home vehicle assignments are outlined in Executive
Policy FES 12-2-2 (AEP) and King County Code 3.30.

5.2 De nitions: Assigned vehicles and authorized take-home
vehicles

Occasional overnight use: Employees may make occasional business-
related overnight use of county owned vehicleXCC 3.30.020 delnes
occasional overnight use as no more than 12 times per quarter, on average
Employees who need to take county vehicles home more frequently must
request authorization for take-home vehicles

Assigned take-home vehicles: An assigned take-home vehicle is one
that is used by a county employee for county business and for regularly
commuting to and from the employee$ home and workplace

5.3 Authorization of take-home vehicles

The Fleet Services Division must approve and monitor the assignment of
take-home vehicles, and is also required to re-evaluate and update all take-
home vehicle assignments twice per yedtmployees seeking authorization
to take county vehicles home must complete the Take-Home Vehicle
Assignment Authorization Request form, have it signed by their department
or division directors, then forward it to the Fleet Services Division for review
and approval

Take-home vehicle assignments may be authorized for the following reasons:

The vehicle is needed for emergency response

Economic beneffito the county

The vehicle is a special vehicle or has special equipment in it

A take-home vehicle is one of the provisions of a union coniract

The employee is a commissioned police oiger, road use investigator, or
arson investigator (Employees in this category are exempt from the need
to request authorization.)

B 0 P =

To learn more about the authorization process, review Executive Policy 12-2-
2 (AEP) or contact the Fleet Services Division.

[f you take a county vehicle home more than 12-times per quarter, you must
complete monthly Vehicle Take-Home Trip Log forms and submit them to
your director or the Sheril)or the appropriate designe€opies of these

forms will be forwarded to Payroll and the Fleet Services Division. The forms
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and instructions for completing them are available from the Fleet Services
Division. Commissioned o(@ers of the SheriCare exempt from having to
complete these forms

5.4 Commuting in a vehicle assigned to another employee

A commuting trip is considered to be personal use for the driver and each
rider. Employees who commute more than once per month in vehicles
assigned to other employees are personally responsible for reporting the
total number of commute trips (non-control employees) or personal miles
(control employees) each month on the respective log form. If an employee
makes only one round-trip commute in the month, the IRS considers this
inconsequential and no reporting is required

6  Fueling

6.1 Dispatch vehicle fueling policies and procedures

Drivers are responsible for ensuring that their vehicles are adequately
fueled, both before leaving and before returning the vehicles to the garage
Each vehicle must be returned with no less than half a tank of.flfed

driver returns a dispatch vehicle with low fuel, the Fleet Services Division
may charge the drivers department a $50 penalty feReportany fueling
problems to the Fleet Services Division at 206-477-3880.

6.2 General fueling policy

Use only self-service, regular, unleaded gasoline in county vehidlbsy are
designed to use 87-octane fuel in order to keep fuel costs |@®xivers are
encouraged to use county fueling sites for fueling county vehicles whenever
possible Refer to section 6.9 for a list of county in-house fueling sitegour
vehicle is equipped to use ethanol (E85) or some other alternative fuel as
well as gasoline, you should use the alternative fuel whenever possibiis
helps keep operating costs low, and the air clean.

6.3 Unauthorized use of unleaded-plus, premium gasoline, and
full-service fueling

In addition to the normal vehicle rental rates, the Fleet Services Division may
separately bill your agency for the added cost of any unauthorized use of
unleaded-plus, premium gasoline, or full-service fueling

If you repeatedly use more-expensive fuel or services, the Fleet Services
Division will notify you of non-compliance with its policies, and may
ultimately deactivate or cancel your fuel card
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6.4 Tips for achieving fuel elciency

Drivers are responsible for using county vehicles in a manner that will
ensure maximum fuel savingdiere are some tips for fuel elciency:

Eliminate unnecessary trips

Plan all travel routes in advance

Remove excess weight from the vehicle

Drive within the speed limit

Avoid unnecessary idling

Develop and maintain proper driving habits

(Examples: dont over-accelerate; avoid constant brakipng

In ate tires to meet manufacturer recommendation.

Take assigned vehicles to county maintenance shops at the scheduled
mileage intervals

IO £5 (00 [ ==

o ~

6.5 Use of fuel cards

Fleet Services assigns a specil@ fuel card to each vehidke card may be
used at county fuel sites or commercial vendor statiofi®ie cards are coded
with information specil@ to each vehicle, including fuel type and tank size

1. Commercial fuel cards may be used only for the vehicles to which they
are issuedNever use the card to [l up other vehicles or containers

2. Commercial fuel cards may be used at self-service islands

3. Commercial fuel cards may be used for discounted car washes at county-
approved commercial car wash facilities

4. Commercial fuel cards may be used to pay for
vehicle emergency services, if the total cost
(including tax) does not exceed $90.

5. Copies of receipts for any non-fuel purchases
must be submitted to the Fleet Services Divisi
on the next business day/rite the vehicle
number on the receipt

6. Each time you fuel a county vehicle at an
automated fueling station, enter the correct
vehicle odometer reading and your PIN into thg
fuel dispenser

7. If a fuel card does not work at a retail station, please report it to Fleet
Services, 206-477-3880.

The use of commercial fuel cards to fuel personal vehicles, or for any uses
other than those prescribed in this document, is prohibiteBEmployees

who violate this policy are subject to disciplinary action, up to or including
termination.

Voyager card

does not work

at AM/PM, ARCO,
7-11, Safeway,
QFC/Fred Meyer, or
Costco There are
Moyagerisigns on
approved pumps/
vendors
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6.6 Fuel Card procedures

1. Insert the commercial fuel card or King County card, with the black strip
face-down. _

2. Enter your PIN which is the last 5 or 6 digits of your employee 1D number

3. Enter your current odometer/mileage reading and press Enter

4. Enter the hose/pump number and press Entér

Troubleshooting fuel card problems

1. Does the station accept the King County commercial fuel card?

2. Verify that you are entering a valid PIN (the last 5 or 6 digits of your
employee number).

3. If you swipe the fuel card more than three times, it will be locked
Youll need to call the toll-free number on the back of the card
(1-800-987-6591) to have it unlocked

If you are still unable to purchase fuel, you may pay out-of-pockatite the
vehicle number and odometer reading on the receipt and keep it as a record
of your purchase Contact the Fleet Services Division (206-477-3880) to [fid
out where to submit the receipt for reimbursement

If you are fueling at a county in-house facility and the fuel card assigned to
your vehicle is damaged so the card reader cannot read it, you may push the
enterikey on the card reader and follow prompts to obtain fuellf you have
questions call Fleet Services at 206-477-3880 (8 a.mm5 p

Monday-Friday).

6.7 Safegarding the fuel card

Each driver is responsible for safeguarding the vehicles fuel cddd not
keep your PIN with the fuel cardo not expose the card to magnetic
items, heat, or direct sunlightBe sure to store it in a place that is not
exposed to these things, and keep it in its cardholder at all tim®s most
county vehicles, the card holder is permanently attached inside the glove
compartment door or to the key ring

If your vehicles fuel card is lost, damaged, or not working, or if the system
states that your vehicle has a bad odometer, report the problem immediately
to Fleet Services at 206-477-3880 (8 a.m. &ip Monday-Friday) so the issue
can be resolved

6.8 Inventory of fuel cards

Each agency with assigned vehicles must maintain a list of all active fuel
cards The list must contain fuel card numbers and vehicle numbers,
verifying that each vehicle has its own respective assigned cérglou md
additional fuel cards, report them immediately to Fleet Services
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6.9 King County fueling sites

Below is a list of King County in-house fueling sites that King County vehicle
drivers may useDrivers must use their assigned fuel cards when obtaining
fuel. If a county fueling site is not operating, please call 206-477-3880 for
assistance with manually dispensing fuédvhile fuel pumps are in manual
operation, you must record the amount of fuel you dispense in this way on
the Weekly Fuel and Oil Log Sheet at the site (See Appendix 10.1).

King County fueling sites

Site Address City, State, Telephone
Zip Code

Black Diamond | 20827 SE Auburn | Auburn, WA 206-296-7714
Black Diamond Roaq 98092

Fall City 4341 Preston-Fall Cipyrall City, WA 206-296-4534
Road SE 98024

Renton 155 Monroe Ave NE| Renton, WA 206-477-254(

Maintenance 98056

Facility

Renton Waste 1200 Monster Road | Renton, WA 206-684-2494

Water Treatment 98057

Vashon Island | 10021 SW Cemetery Vashon Island, |206-296-380¢
Road WA 98070

King County fueling sites with propane and/or compressed natural gas:

Renton 155 Monroe Ave NE| Renton, WA 206477-2540

Maintenance 98056

Facilities

To keep fueling costs as low as possible, Fleet Services encourages drivers to
use King County fueling locations whenever possibledriver§ second choice
should be Pacif¢ Pride stations for those vehicles that have Paci¢ Pride cards
Major brand, commercial fueling stations are a third chaice

6.10 Paci ¢ Pride fueling stations

Below is a list of Pacil¢ Pride fueling stations that may be used by drivers of
King County vehiclesThese stations are unattended and require a Paci@é
Pride fuel card to buy fuelFleet Services has issued Paci@ Pride cards to
agencies and vehicles that are participating in the Paci@ Pride program.

Do not use the Fleet-issued Voyager cards at Paci ¢ Pride stations

because the county will be charged the full retail price as opposed to the
bulk fuel price
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Commonly used Paci ¢ Pride fueling sites

Address City, State, Zip Code
18201 8th Avenue S Burien, WA 98148

666 Grilh Avenue Enumclaw, WA 98022
20007 80th Avenue S Kent, WA 98032

730 Central Avenue S Kent, WA 98032

1005 8th Street Kirkland, WA 98033
6016 204th Street SW Lynnwood, WA 98036
22429 SE 231st Street Maple Valley, WA 98038
14420 468th Place SE North Bend, WA 98045
1303 Valentine Avenue SE Pacilg, WA 98047
2460 S 161st Street Seatac, WA 98158
1617 SW Lander Street Seattle, WA 98134
3215 4th Avenue S Seattle, WA 98314
9014 14th Avenue S Seattle, WA 98108
13435 Interurban Avenue S Tukwila, WA 98168
24019 Woodinville-Snohomish Road Woodinville, WA 98072

For assistance with fueling at Paci®@ Pride stations, please call 1-800-950-3835
For a list of more Pacil@ Pride sites, visit their website: wpaei¢pride.com
and select show Pacilé Pride Cardlock onlyi

7 Maintenance and repair services

7.1 Shop hours

Employees may take their assigned vehicles to the Renton Maintenance and
Repair Shop or the Orcas Street Motor Pool Shop for maintenance and repair
Hours are as follows:*

Orcas Street (Georgetown) 7 afnp .m., Monday-Friday, 206-263-9800
Renton 6 a.m.fdvpnday-Friday, 206-477-2540
*These hours may be extended to 24 hours per day, seven days per week
during emergencies related to ooding, snow, efc

7.2 After-hours vehicle drop-olor pickup

Both the Orcas Street Motor Pool and the Renton Maintenance and Repair
Shops oler 24/7 drop-oCand pickup servicesThe same procedure applies
to picking up and dropping oljgeneral purpose and SheriCvehicles
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Orcas Street Motor Pool Shop

Pull up to the Orcas Street Motor Pool Shop entrance at 5915 Padilla Place
and push the call button to alert securitydentify yourself to gain access to
the parking lot

For drop-o Find the blue box with repair request forms to the right of
the gate Complete a repair request form with your name, telephone
number, and exact mileage (odometer reading), and put it in the blue box
along with the vehicles keys, where applicahléf you have made advance
arrangements to use a loaner vehicle, the keys will be in the drop box.

For pickup: Find the blue box to the right of the gatHf you have made
arrangements to pick up your vehicle after hours, the keys will be in the
drop box. When returning a loaner vehicle, put the keys@ith a copy of the
dispatch slip with the date, stall number, and mileage @lds completedin
the drop box.

tf you are walking out and the gate is closed, push the call button to exit the
facility.

Renton Maintenance and Repair Shop

Pull up to the &ijunction at 155 Monroe Avenue NEurn right at the stop
sign and pull up to the left of the main entrance straight ahedeéush

the button on the left to alert stalbn duty in the Roads Maintenance
Administration Building that you need acceskientify yourself if asked
Drive forward and follow the road to the left, the Maintenance Building (G)
is directly east of the fuel island

For drop-oll Find the blue box with repair request forms at the southwest
corner of Building &iComplete the repair request form with your name,
telephone number, and your vehicle$ exact mileage (odometer reading),
and put the form in the blue box along with the vehicle$ keys, where
applicable If you have made advance arrangements to use a loaner vehicle,
the keys will be in the drop box.

For pickup: Find the blue box at the southwest corner of Building&jou
have made arrangements to pick up your vehicle after hours, the keys will
be in the drop box. When returning a loaner vehicle, put the keyswith

a copy of the dispatch slip (if provided) with the date, stall number, and
mileage [elds completedin the drop box.

On the way out, keep to the right and the gate will automatically open. If for
some reason the gate is not working, call 206-477-8100 for assistance
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7.3 Scheduling preventative maintenance

King County Fleet has established the following guidelines as the normal
interval for vehicle services:
General Purpose:

i 6,000 miles or six months (regardiess of the mileage) for lube/oil/lter
T 12,000 miles or twelve months for safety inspections

Patrol:

T 4,000 miles or four months for lube/oil/lter and safety inspection.

It is the responsibility of the vehicle operator, for assigned vehicles, or the
unit vehicle coordinator, to have vehicles serviced on timé 15% variance

is allowed before or after the actual miles reachedihis allows the service

to be scheduled around peak loads and travel requiremenis$ is advised to
schedule appointments on weekday mornings, between 6:30 a.m. and noon.
Contact the Fleet shop that is convenient for you to schedule service

Each time you bring the vehicle in for a scheduled repair, you must complete
a Repair Request form (sometimes called a BO form) provided by the shop
manager (see Appendix 10.2). The accurate current mileage must be included
on the Repair Request form.

7.4 Unscheduled repairs

If your vehicle requires an immediate unscheduled repair, notify the shop
maintenance supervisor if possible before bringing the vehicle in to have

the repair done If the vehicle is not drivable or unsafe to operate, call the
appropriate maintenance shop to make arrangements to have it towédter
normal work hours, call the nearest towing company listed in Section 8. Each
time the vehicle is brought into the shop for an unscheduled repair, you must
also complete a Repair Request (BO) form, which will be provided by the shop
manager (see Appendix 10.2).

7.5 Emergency repairs

During normal work hours, a vehicle in need of repair must be taken either to
the Orcas Street Motor Pool Shap or to the Renton Maintenance and Repair
Shop You will be required to [l out a Repair Request (BO) form stating the
problem or symptoms For additional questions or help, call the shop:

Orcas Street Motor Pool Shop 206-263-9800
7 a.m. & p.m., Monday - Friday

Renton Maintenance and Repair Shop 206-477-2540
6 a.m. fi p.m., Monday - Friday

If the emergency occurs between @p. and 6 a.m. or on a holiday or
weekend, use your best judgment in deciding whether or how to get a vehicle
repaired Drivers may incur reimbursable charges of up to $90, or make
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arrangements to have the vehicle towed (see Section 8). It is your
responsibility to inform your supervisor, as well as the vehicle maintenance
managers, of your vehicle$ problem and to notify the Orcas Street Motor Pool
Shop or Renton Maintenance and Repair Shop

If maintenance or repair of the vehicle will take longer than originally
estimated, the shop manager will notify the driver or agency contact of the
new expected completion date/time

7.6 Loaner vehicles
If you need to use a vehicle while your assigned vehicle is being repaired:

1. First, check to determine whether another vehicle is available for use
within your agency

2. If no vehicle is available within your agency, check with the appropriate
Fleet Maintenance Shop supervisor to see if a loaner vehicle is available
for temporary use There is no charge to customers for the use of a loaner
vehicle

3. If no loaner vehicle is available, you may rent a vehicle from Motor Pool
Dispatch at the applicable rental rate (see section 4).

7.7 Reimbursement for emergency expenses

Certain emergencies may occur that can be easily remedied at a service statio
(for example, a broken fan belt or radiator hose). You may make the necessary
purchase, either by cash or with your personal credit card, or make arrange
ments to have the vehicle towed to the closest county Fleet Maintenance
Shop (see map on page 21 for King County$ contracted towing providers). If
you incur any expenses on your personal card, you must get a receipt with the
vehicle number, license number, and current mileage noted when making
reimbursable emergency purchase$he purchase must not exceed $90,
including tax. Submit the original receipt to Fleet Services Division for tracking
of all charges for the vehicl&ote: This type of purchase should be made in
emergency situations only.

8  Towing and car washing

8.1 Towing

If a vehicle becomes unsafe to operate, get ol the road or out of tral@é! Do
not continue to operate a vehicle that is unsafe

Certain vehicle emergencies can easily be remedied at a service station
(broken fan belt, radiator hose, efc If no commercial fuel card has been
issued to you, you can make the necessary purchase either by cash or
personal credit cardYou must get a receipt with the equipment number,
license number, and odometer reading noted he purchase must not exceed
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$90, including tax. You can get reimbursed for this cost by turning the
receipt in to Fleet Services at the downtown o@e or at either maintenance

facility.

Remember, this type of purchase is authorized only for emergendies
possible, notify either the Orcas Street Motor Pool Shop (206-263-9800) or

Renton Maintenance and Repair Shop (206-477-2540) before you make the

purchase

Towing a vehicle to the Orcas Street Motor Pool Shop after hoursd

Please tell the tow truck driver to press the red call button at the entrance of

5915 Padilla Place for the Security Oger, who will let him or her drive into

the parking lot

Towing a vehicle to the Renton Maintenance and Repair Shop after
hours®lease tell the tow truck driver to follow these directions:

7 Turn right at the stop sign at 155 Monroe Avenue NE

T Pull up to the left of the main entrance

I Push the button on the left to alert stalin the Roads Maintenance
Administration Building and request access

T Drive forward and follow the road to the left, turn left again at the fuel
island The Maintenance Building (Bld&) will be on your right

T On the way out, keep right and the gate will automatically open.

i If for some reason the gate'is not working, call 206-477-8100 for

assistance

24-hour towing services for county vehicles

Area | - Northwest King County

PRIMARY:

Lincoln Towing
Seattle, WA 98133
206-364-2000

SECONDARY:

Airport & Burien Towing
Burien, WA 98166
Airport: 206-243-6252
Burien: 206-433-0660

TERTIARY:

Skyway Towing & Recovery
Renton, WA 98057
425-226-8050

20

Area 2 - North Central King County
PRIMARY:

Airport & Burien Towing

Burien, WA 98166

Airport: 206-243-6252

Burien: 206-433-0660

SECONDARY:

Skyway Towing & Recovery
Renton, WA 98057
425-226-8050

TERTIARY:

Lincoln Towing
Seattle, WA 98133
206-364-2000
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Northwest King County
North Central King County
Northeast King County

O B W N -

Southeast King County

Area 3 - North East King County
PRIMARY:

Airport & Burien Towing

Burien, WA 98166

Airport: 206-243-6252

Burien: 206-433-0660

SECONDARY:
Lincoln Towing
Seattle, WA 88133
206-364-2000

TERTIARY:

Skyway Towing & Recovery
Renton, WA 98057
425-226-8050

Southeast Central King County

6 Southwest King County
7 Seattle Area
8 Vashon Island

Area 4 - Southeast Central
King County

PRIMARY:

Petes Towing

Des Moines & Kent, WA
206-878-8400

SECONDARY:

Skyway Towing & Recovery
Renton, WA 98057
425-226-8050

TERTIARY:

Airport & Burien Towing
Burien, WA 98166
Airport: 206-243-6252
Burien: 206-433-0660

continued on next page
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Area 5 - Southeast King County
PRIMARY:

Airport & Burien Towing

Burien, WA 98166

Airport: 206-243-6252

Burien: 206-433-0660

SECONDARY:;

Pro-Tow

Auburn & Maple Valley, WA
Auburn: 253-245-5454
Maple Valley: 425-310-1010

TERTIARY:

Skyway Towing & Recovery
Renton, WA 98057
425-226-8050

Area 6 - Southwest King County
PRIMARY:

Petes Towing

Des Moines & Kent, WA
206-878-8400

SECONDARY:
Skyway Towing & Recovery
Renton, WA 98057
425-226-8050

TERTIARY:
Airport & Burien Towing
Burien, WA 98166
Airport: 206-243-6252
Burien: 206-433-0660

Area 7 - Seattle Area
PRIMARY:

Petes Towing

Des Moines & Kent, WA
206-878-8400

SECONDARY:
Lincoln Towing
Seattle, WA 98133
206-364-2000

TERTIARY:
Skyway Towing & Recovery
Renton, WA 98057
425-226-8050

Area 8 - Vashon Island
PRIMARY:

Lincoln Towing
Seattle, WA 98133
206-364-2000

SECONDARY:
Airport & Burien Towing
Burien, WA 98166
Airport: 206-243-6252
Burien: 206-433-0660

TERTIARY:
Skyway Towing & Recovery
Renton, WA 98057
425-226-8050

Note: The list of county towing providers is subject to changghe current
contract is in e@ct from June 19, 2017dune 18, 2022. Check with the Orcas
Street Motor Pool Shop, 206-263-9800, or Renton Maintenance and Repair
Shop, 206-477-2540, for other towing providers
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Towing outside King County

If you are outside the county$ boundaries and need towing, please contact
the Orcas Street Motor Pool Shop, 206-263-9800, or Renton Maintenance
and Repair Shop, 206-477-2548or after-hours and weekend towing
outside King County, call the primary towing company closest to your
location (see map on page 21). If you are unable to call a towing provider,
call the Roads 24 hour line at 206-477-8100 or 911 and request the non-
emergency line

8.2 Vehicle washing and cleaning

The cleanliness and condition of our vehicles have an ef@ct on the publicé
perception of King County government, so we encourage agencies and
individuals with assigned vehicles to keep them clean. Vehicles should

be cleaned and washed at least once a month. Fleet Services has made
arrangements for discounted vehicle washin§ee the table on page 24 for
a list of car wash locations and the recommended payment method

Several Brown Bear car wash locations have implemented RFID technology
Fleet Services is installing new Brown Bear car wash RFID tags when vehicle:
come into the shop for serviceDrivers may stop by the Motor Pool or the
Renton ER&R shop to request the installation of the BBCW RFID tag on their
Fleet vehicle

The Brown Bear car washes that do sell gasoline still accept the Voyager
card, but you must selectdiscount couponion the kiosk to get to the
cashier

To purchase a car wash using the new RFID tags:
1. Drive up to the car wash kiosk

2. The kiosk should read the RFID tag on the windshield and raise the lift
arm gate

3. The car wash attendant will signal for you to enter the car wash. DO NOT
give the attendant the Voyager card since this would cause us to be
double-billed for the car wash. The RFID will record the car wash charge

If your vehicle has an RFID tag and you want to purchase a car wash at a
location which does not sell fuel, and does not have a new kiosk:

1. Pull up to the cashier

2. The cashier will open the drivers$ side door to scan the bar code sticker
in the door jamb

3. Then you may enter the car wash.
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Discounted car washes

Note: The county$ vehicle washing vendor list is subject to changlease
contact Fleet Services for a current list of vendors

City, Zip Code | Business name Address Fuel Payment
method
Auburn, 98002 { Brown Bear Car Wash814 Auburn Wy S N Door bar code
Bellevue, 98006] Elephant Car Wash | 12900 NE Bel-Red R¢ N Voyager
Bellevue, 98006| Brown Bear Car Wash 3724 Factoria Blvd SE Y RFID, door bar
code
Burien, 98166 | Elephant Car Wash | 13855 1st Ave S N Voyager
Cheney, 99004 | Brown Bear Car Wash2400 1st Ave N RFID, door bar.
code
Des Moines, Brown Bear Car Wash 22706 Marine View N Door bar code
98198 DrS
Everett, 98201 | Brown Bear Car Was§ 3523 Broadway Ave Y RFID, door bar
code
Federal Way, Brown Bear Car Wash 34007 Hoyt Rd SW Y RFID, door bar
98023 code
Federal Way, Elephant Car Wash | 31458 Paci@ Hwy S N Voyager
98023
Issaquah, 98027 Brown Bear Car Wash22121 SE 56th St Y RFID, door bar
code
Kent, 98032 Mr. Sudsy Car Wash | 209 Central Ave S Y Voyager
Kent, 98032 Brown Bear Car Wash 1202 W Meeker St Y RFID, door bar
code
Maple Valley, Elephant Car Wash | 27018 Maple Valley N Chg Sheet
98038 Hwy
Maple Valley, Maple Valley Union | 23324 Maple Valley Y Voyager
98038 76 Hwy
Poulsbo, 98370 | Brown Bear Car Wash 18764 State Hwy N RFID, door bar
305 NE code
Puyallup, 98373| Brown Bear Car Wash4412 S Meridian St N RFID, door bar
code
Redmond, Brown Bear Car Wash 17809 Redmond Wy b f Door bar code
98052
Redmond, Brown Bear Car Wash 15248 Bel-Red Rd Y Door bar code
98052
Renton, 98055 | Brown Bear Car Wash621 Rainier Ave S N RFID, door bar
code
Renton, 98055 | Brown Bear Car Wash 77 Rainier Ave S Y Door bar code
Renton, 98055 | Brown Bear Car Wash800 S Grady Wy i Door bar code
Renton, 98056 | Exxon 5321 NE 4th St ¥ Voyager

24
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Wy SW

City, Zip Code | Business name Address Fuel Payment
method
Renton, 98059 | Shell 4102 NE 4th St(near| Y Voyager
Union Ave NE)
Sammamish, Brown Bear Car Wash 3050 228th Ave SE Y Door bar code
98075
Seattle (Ballard)] Brown Bear Car Wash5111 15th Ave NW N RFID, door bar
98119 code
Seattle (Lake Brown Bear Car Wash 14312 Lake City Wy N RFID, door bar
City), 98125 NE code
Seattle, 98134 | Elephant Car Wash | 2763 4th Ave S N Voyager
Seattle, 98119 | Brown Bear Car Wash 1800 15th Ave W Y RFID, door bar
code
Seattle, 98119 | Elephant Car Wash | 616 Battery Str N Voyager
Seattle, 98125 | Lake Forest Park 16827 Bothell Wy NE| N Voyager
Car Wash
Silverdale, Brown Bear Car Wash 3082 NW Bucklin N RFID, door bar
98383 Hill Rd code
Shoreline, Brown Bear Car Wash 16032 Aurora Ave N N RFID, door bar
98133 code
Tacoma, 98042 | Elephant Car Wash | 2501 Pacilc Ave N Voyager
Tacoma, 98406 | Brown Bear Car Wash 5950 6th Ave N Door bar code
Tacoma, 98409 | Brown Bear Car Wash 3002 S 38th St Y RFID, door bar
code
Tacoma, 98444 | Brown Bear Car Wash 13204 Pacilg Ave S b d Door bar code
Tacoma, 98499 | Brown Bear Car Wash 10913 Bridgeport N Door bar code

If you are not within a reasonable distance of a county facility and you are
buying retail fuel at a commercial station that olérs a discounted car wash
for $9.00 or less, you may use the Voyager Card for this car washing service
please provide the vendor with the vehicle$ current odometer/mileage
reading and your Peoplesoft ID number

Some Chevron stations are now requiring the entry of a zip codéhen
using a Fleet fuel card, ent&8056.

KING COUNTY VEHICLE DRIVERIS OPERATING MANUAL

25



Waterless Carwashes

Fleet has a contract with Eco Service USA for waterless vehicle cleaning
Eco Service USA performs exterior and interior cleaning on-site for Fleet
Servicess Motor Pool dispatch vehicles and their services are available for
other county agencies to useé~or more information please contact the Fleet
Services olte at 206-477-3880.

9 Accidents

9.1 Vehicle Accident Reporting

If you are involved in an accident while operating a county vehicle, follow
these procedures:

1. Stop as soon as it$ safe to do so.
2. Serious injuries? Call 9-1-1 for medical assistance

3. Assess the situation. Protect the scene to prevent further injury or
damage

4. Call police (9-1-1). The dispatcher will tell you if an o@er will be sent to
the scene

5. Call a Fleet maintenance shopfor assistance and to report the incident:
T Orcas Street Motor Pool Shop
206-263-9800 7 a.m@ p .m., Monday - Friday
i Renton Maintenance and Repair Shop
206-477-2540 6 a.m. 6 p.m., Monday - Friday
I After hours, call and leave a message at one of the shops

6. Gather data and exchange information.
DO NOT DISCUSS THE INCIDENT WITH ANYONE EXCEPT POLICE. Do
not admit fault. Do not agree to settle any claims against you or
King County.
i Get the name and address of any and all witnessesusing
the Witness Informationicard from the packet in the glove
compartment. If a witness cannot stay at the scene, get his/her
name and address, and give him/her the Witness Informationi
card to [l out and mail
I Exchange contact information (name, phone number, address)
with parties involved (driver/pedestrian/property owner) using
the Notice to Involved Partiesicard (in packet).
i Take photos of the scene and damage
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7. Fill out the Btate of Washington Vehicle Collision Reportl
(in packet) at the scene, regardless of the amount of damage

T Make two copies of the completed form.

T Send the original completed form (top copy) to Risk Management
(ADM-ES-0320) and keep the duplicate copy (bottom copy) for
your records

T Send one copy of the completed form to your supervisor

T Send one copy of the completed form to King County Fleet
Services (KSC-ES-0822).

8. If you need a tow truck after the Fleet Maintenance shop is closed,
call a towing provider. See pages 20-22 in the King County Vehicle
Drivers Operating Manual (in glove box) for a list of towing providers

9. Within 24 hours:
T Notify your supervisor
7 Notify Risk Management
7 Send vehicle collision reports (as per step 7)

DO NOTO

7 State that the county will take care of any expenses

7 Give any statement or discuss accident responsibility with anyone
other than law enforcement authorities.

9.2 Bodily injuries to King County employees Briver or
passenger

Bodily injury sustained through a vehicle accident by a county employee
on county business is covered by the King County Self-Insured Workers
Compensation Program. The injury must be reported to the Safety and
Claims Management Olge (206-296-0510), and the employees supervisor
as soon as possible

9.3 Insurance coverage (Self-Certi cate No. 33)

King County is self-insured for automobile liabilithny authorized

King County employee acting in good faith within his or her scope of
employment is covered by the county$ self-insured program (see Appendix
10.3) while driving or riding in a county vehicle

Government vehicles are exempted from the requirement that vehicles

carry proof of insurance papers (see RCW chapters 46.30.020 and 46.16.020
When completing the State of Washington Motor Vehicle Collision Report
Form, therefore, in the section of the form requesting the name of your
insurance company enter Self-Certiidcate N83 (see Appendix 10.3).
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9.4 Responding to an observed or discovered vehicle
accident scene

The public often perceives King County employees as public servants

with a duty and authority to assist in emergency situatiori§ing County
employees who are not trained professional responders are not obligated to
provide medical care or assistancelowever, the county olérs the following
guidance for responding to a severe vehicle accident

If you observe or come upon the scene of a vehicle accident before
professional responders have arrived, aatl of these things are true:

i You believe the accident may have resulted in serious injuries; and
i You have a way to summon assistance; and
i You can safely stop your vehicle out of harms way;

Then follow these steps:

1. Park your vehicle in a safe location, out of traf@ lanes if possible,
and turn on your emergency ashers

2. Pause for a few seconds and evaluate the situatfon.

3. Call the accident in to 911. Be prepared to give the dispatcher your
location and information about any apparent injuries

4. Useextreme caution if you choose to exit the vehicldf a re ective
vest is available, use. it

5. Tell people at the scene that you have called for help

6. [fyou can do so safely, alert oncoming tralc to the acciderftay
out of tral@ lanes.

7. If you can do so safely, turn olthe ignition switch on vehicles
involved to reduce the risk of e

8. Do not provide mst aid or CPR unless you have been properly
trained. If the victim is conscious, ask if he or she wants assistance
before attempting to render aidIf the victim rejects an o@r of help
for any reason, do not@id him or hdf you are trained and certied
in @st aid or CPR, you are authorized to use universal precautions
and provide aid to the level of your training

9. Do not move a victim unless there is some other danger, sash
e . Victims in the roadway can be protected from tra@ by
positioning vehicles appropriately with their emergency ashers
turned on.
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10. If you can do so safely, remain at the scene until professional

8

responders arrive and take controGive a brief report to the
olger in charge explaining who you are and what you have
done. If the olGer in charge determines your assistance is no
longer needed, ask if you can be released from the scene

Communicate your involvement with your supervisoYou may
be asked to complete an incident repart

Your primary concerns, in order, are:

i

2.
3.
4

Maintain your own safety
Summon assistance
Protect the victim(s) from further injury

Communicate with others to manage the scene until professional
responders arrive

Thank you for reading this manual,
and remember to drive safely!
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10 Appendices

10.1 Weekly fuel and oil log

Site: Renton ERR (22) m ST

G (NG EEET

Weekly Fuel and Oil Log Sheet KogCounty "
(Complete only when fueling through manual operation.)

(a) (b) (c) (d) (e) 4] )]
KC Vehicle # or Odometer Check FuelType  #lof Gallons  Quarts of
Date - Project # Reading Dispensed Pumped  [Oif Used Please print your full name

T Unleaded
1 Diesel

1 1 Propane

1 CNG

{1 Unleaded
0 Diesel

2 0 Propane

0 CNG

1 Unleaded
O Diesel

U Propane

1 CNG

71 Unleaded
1 Diesel

4 1 Propane

1 CNG
== SAMPLE
11 Diesel \
5 ] Propane
| CNG
4 Unleaded
(t Diesel N
6 J Propane Fleet Services
0 CNG
1 Unleaded
1 Diesel
1 7 Propane
N CNG
2 Unleaded
J Diesel
8 U Propane
J CNG
3 Unleaded
1 Diesel
9 J Propane
L1 CNG
7 Unleaded
) Diesel
10 1 Propane
1CNG
71 Unleaded
7 Diesel
11 J Propane
JCNG
U Unleaded
J Diesel
12 U Propane
J CNG
7 Unleaded
M Diesel
13 7 Propane
1 CNG

Site supervisor must submit completed sheei(s) each Friday to Fleet Administration, KSC-TR-0822.
0378 (Rev 712) If questions, call 206-296-6521 e <)

Obtain form from
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10.2 Repair request form

Phona lumber

Please check applicable boxes below and provide additional comments in the space provided:

1 Battery . Engine 2 Other _
I Body __ Engine Fiuid Leaks " Radio
1 Brakes " Engine Service Light " Steenng & Suspension
1 Conling System T Exhaust System . Tires & Wheels

't Defroster Z Fuel Systam i_. Transmission
) Differential 1 Heater & Alr Conditioning i Windows
~] Door Handles & Locks 71 Hom T Wiper Blades
Ul Drive Train - Ignition Sysiein

iectrical/ Charging System I Lights _ Safety Check

1 Emergency Equipment . Minors " Lubrication

Customer’s Input

-F?ié“ase indicate . x:i.ﬂy
body damage

Repair Request L,g King County
ER&R / Motor Pool it A B TS
Venicle Na. ale Reepved in Stop Assigned Driver [ Contac

Riicags T i Baes T ssdgradlocater T

!

i ' oo WA LI L et g soly ta Fre -

=
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10.3 Certi cate of self-insurance for King County

No. 33

STATE OF WASHINGTON
DEPARTMENT OF MOTOR VEHICLES
Financial Responsibility Division
Olympia, Washington
CERTIFICATE OF SELF-INSURANCE

This is to certify that

King County

King County Courthouse Seattle, Wa 98104
Address

has been approved as a self-insurer under Chapter 211, Laws of 1949
{Finanical Responsiblity Law), and assigned NumberS. 1. 33
by the Director of the Department of Motor Vehictes. This number should be
inserted in the space provided on the accident report form in reporting all
accidents coming under this self-insurance.

If the holder of this Certificate is a municipality or other public body or
agency, the self-insurance evidenced by this certificate shall not apply as to
motor vehicle accidents as to which such certificate holder may have or claim
to have immunity from tiability on account of its governmental status.

This approval is effective May 13, 1977 and may
be cancelled by the Director as provided by law.

Director of the Department of Motor Vehicles
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REMEMBER

Leave your gas tank

NG BriSHlig: with at least half a
in County
. tank of gas
vehicles
No No
Do not idling. text!ng
use a while
cell phone driving.
while
driving.

Secure your load

YOU

represent King County
when you drive!

For more information, please contact
Fleet Services Division at 206-477-3880.

wo@d V 005 Ey.ii A

kal
King County

Fleet Services Division

REVISED JANUARY 2019
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m King County Executive Policies

Administrative Policies and Procedures
King County

Title Document Code No.

) INF 17-2-3 (AEP)
Public Records Act Procedures

Department/Issuing Agency Date

. . 2.01
Department of Executive Services MG.VT}V? 22) o
Approved

o Coct—

1.0 SURBJECT TITLE:  Public Records Act Procedures.

1.1 EFFECTIVE DATE: April 1, 2010

1.2 TYPE OF ACTION: Supersedes INF 17-2-2 (AEP), Public Disclosure Request
Response Procedures, March 1, 2007

2.0 PURPOSE: King County is committed to open and transparent government consistent with the
requirements of the Washington State Public Records Act which provides citizens with broad
rights of access to public records. This policy establishes and describes the Executive Branch’s

procedures for responding to public records requests.

3.0  ORGANIZATIONS AFFECTED:  All Executive Branch Departments.

40  REFERENCES:
4.1 Washington State Public Records Act: Ch. 42.56 RCW.
42 King County Code 2.12.
43  Public Records Act — Model Rules: Ch. 44-14 WAC.
5.0 DEFINITIONS:
5.1 “Department” means an Executive Branch department, division, section, or office.

52  “Executive Branch” means the executive branch as defined in the county charter, but
excluding the Department of Public Safety, the Department of’ Assessments and the Department
of Elections.

5.3 “Exempt” means that a law allows or requires the withholding of a record, or a portion
thereof, from disclosure.
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6.0

5.4 “King County Public Records Officer” is the person responsible for establishing Public
Records Act protocols for the Executive Branch and assisting Departments with public records
requests and responses.

5.5 “Public record” means any writing containing information relating to the conduct of
government or the performance of any governmental or proprietary tunction prepared, owned,
used, or retained by the Department regardless of physical form or characteristics. (See 5.11
for definition of writing.)

5.6 “Public records management sponsor” (“management sponsor”) means the
management-level person(s) designated by a Department to lend leadership support and
authority fo the Department’s public records officer(s).

5.7 "Public Records Manual" refers to the “Public Records Manual for King County

et el Fot Ve - avsnilalalo Am o Wiy T Ariimdry Tamtomman A
Employees,” available on the King County Intranet.

5.8 “Public records officer” means the person(s) responsible for processing public records

requests received by Departments.

5.9  "Public Records Request Tracking System" (“Tracker”) refers to the application that
catalogs all public records requests and the status of responses for the Executive Branch.

5.10  “Withholding index” is a list of records or portions thereof that are responsive to a
public records request and exempt from disclosure.

5.11  "Writing" means handwriting, typewriting, printing, photostating, photographing, and
every other means of recording any form of communication or representation including, but not
limited to, letters, words, pictures, sounds, or symbols, or combination thereof, and all papers,
maps, magnetic or paper tapes, photographic films and prints, motion picture, film and video
recordings, magnetic or punched cards, discs, drums, diskettes, sound recordings, and other
documents including existing data compilations from which information may be obtained or
translated.

POLICIES:

6.1 Departments shall make available for inspection and copying all nonexempt public
records in accordance with the Washington State Public Records Act.

6.2 Public records requests are encouraged to be made in writing. Oral requests will be
accepted, and the substance will be promptly confirmed in writing to the requestor.

6.3 In the event that requested records contain information that atfects third parties, the
public records officer may, before providing the records, give notice to affected persons in
accordance with RCW 42.56.540. The notice shall include a copy of the request.

6.4  Ifa Department believes that a record or any part of a record is exempt from disclosure,
the public records officer shall provide to the requestor a written communication identifying the
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record or portion withheld, the specific exemption relied upon and the authority for the
exemption, and briefly explaining how the exemption applies to the record or portion withheld,
including enough information for a requestor to make a threshold determination of whether the
claimed exemption is proper. If only portions of a record are exempt from disclosure, the
public records officer shall redact the exempt portions and provide the nonexempt portions.
The documentation described in this section should be presented in the form of a withholding
index.

6.5 A requestor may choose to have copies of records made instead of inspecting them.
Charges for copies shall be made in accordance with RCW 42.56.070 and .120. The
Department may require a deposit of up to ten percent of the estimated costs of copying all the
records.

6.6  If the requestor chooses to inspect records before deciding whether to have copies
made, the Department shall promptly provide space for inspection except when and to the
extent that it would cause excessive interference with other essential functions or unreasonably
disrupt operations. A Department employee will observe and document the mspection. No
member of the public may remove a document from the viewing area or disassemble or alter
any document. The requestor may indicate which records he or she wishes to have the
Department copy.

6.7  When the request is for a large number of records, the public records officer shall
provide access for inspection and copying in installments, if the public records officer
reasonably determines that it would be practical to provide the records in that way.

6.8 If, within thirty days after notification that records are available for inspection or
copying, the requestor fails to inspect the entire set of records or one or more of the
installments, as applicable, the public records officer shall stop searching for any remaining
records and close the request. The requestor shall be notified in writing of this action.

6.9  If a Department becomes aware after informing the requestor that all responsive records
have been provided that additional responsive records existed at the time of the request, it shall
promptly inform the requestor of the additional records and provide them on an expedited
basis.

6.10  Departments are prohibited by statute from disclosing lists of individuals for
commercial purposes.

6.11  Departments may not distinguish among persons requesting records, and persons
requesting records shall not be required to provide information as to the purpose of the request
unless necessary to determine whether an exemption applies or whether a list of individuals is
being requested for commercial purposes.

6.12  Any person who objects to the initial denial or partial denial of a public records request
may petition in writing to the public records officer for a review of the decision. The petition
shall include a copy of or reasonably identify the written statement by the public records officer
denying the request.
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7.0  PROCEDURES:

Action By:  Department Public Records Officers
Action:

7.1 Receive request for public records. If request is oral, provide written confirmation to
requestor.

7.2 Dale stamp the request. Log the request into Tracker, including date of receipt, the
specific records requested, detailed notes about each communication with the requestor, and
date closed.

7.3 Within five business days of receipt of the request, do one or more of the following:

(A) Make the records available for inspection and copying;

(B) If copies are requested and payment of a deposit for the copies, if any, is made or
terms of payment are agreed upon, send the copies to the requestor;

(C) Provide to the requestor a reasonable estimate of when records will be available;
(D) If the request is unclear or does not sufficiently identify the requested records,
request clarification from the requestor. The clarification may be requested and
provided by telephone, in which case make a written record of the clarification. If the

requestor fails to clarify the request, no response is necessary; or

(E) Deny the request, notify the requestor of the denial, and provide a written statement
of the specific reasons for the denial. :

7.4  Ifapplicable, provide notice to third parties whose rights may be affected by the
disclosure.

7.5 If a request is from a labor union representing King County employees, review the
request with the Labor Relations Section of the Human Resources Division.

7.6 If arequest is from a media representative, review the request with the Department’s
public information officer.

7.7  Identify and collect responsive records, and document steps taken.

7.8 Identify exemptions, if any, and redact or withhold exempt documents. Consult with
the King County Public Records Officer and/or the Prosecuting Attorney’s Office as needed.
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7.9  Prepare withholding index, if applicable. A withholding index includes a description of
the specific record; the date of the record; the author; the subject; to whom the record is
addressed and c¢c’d; the number of pages, the statutory exemption being applied; and a brief
explanation of how the exemption applies to the record. The recommended format for a
withholding index is available in the Public Records Manual.

7.10  If the requestor wishes to receive copies without prior inspection, make arrangements
for payment and provide copies.

7.11  If the requestor seeks inspection, arrange for inspection at a time mutually agreed upon
by the requestor and the Department. Designate an employee to observe and document the
inspection.

7.12  After inspection is complete, make requested copies or arrange for copying. Large
copying requests can be completed by an outside copying vendor.

7.13  Notify the requestor that the request is closed when:

(A) All responsive records have been produced and, if applicable, a withholding index
has been provided, or

(B) A requestor has not, within 30 days of notification that records are available for
inspection or copying, inspected or requested copies of the records; or

(C) A requestor has not, within 30 days of notification that copies have been made,
claimed and paid for copies; or

(D) A requestor has not, within 30 days of a request for clarification, provided
clarification.

7.14  Alert management sponsor and King County Public Records Officer of any petitions of
denials or partial denals.

RESPONSIBILITIES:

8.1 All Executive Branch Departments will follow the procedures outlined in this policy.
g2 Al Departmexﬁs are responsible for:

(A) Designating one or more public records officers.

(B) Designating a management sponsor.

(C) Establishing protocols for processing public records requests in the absence of the
designated public records officer(s).

(D) Ensuring that public records officer(s) attend King County public records training.
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(E) Alerting the King County Public Records Officer of public records requests which
are unusually large or that affect more than onc Department.

8.3  The management sponsor is responsible for:
(A) Assisting in identifying sources of responsive records and facilitating thorough
collection of records.
(B) Assisting in planning, managing and reviewing completion of large requests.
(C) Providing guidance regarding notice to third partics, as needed.
(D) Ensuring that the Department’s public records officer(s) are appropriately trained
and fulfilling their responsibilities.

8.4  The King County Public Records Officer is responsible for:
(A) Providing instructions to Departments on the Public Records Act and the
procedures described in this policy.
(B) Assisting Executive Branch Departments with public records requests which are
unusually large or that affect more than one Department.
(C) Developing and providing training for public records officers.
(D) Developing and maintaining resources for public records officers, such as the
Public Records Manual.

APPENDICES:

Norne
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