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CITY OF BELLEVUE, WASHINGTON

ORDINANCE NO. 2094

AN ORDINANCE repealing Chapter 3.79 of the Bellevue
City Code, the Personnel Code, and adopting in its place a
new Chapter 3.79, to be entitled the Human Resources
Code.

WHEREAS, the Personnel Code of the City was adopted in 1982, and was last
amended in 1996; and

WHEREAS, the employment policies and practices and terms and conditions of
employment for unrepresented employees of the City have changed in some respects
since that Code was first adopted, and those changed policies, practices, terms and
conditions have been adopted and implemented by amendments to the Personnel
Code and the Compensation Plan adopted by the City Council and by Administrative
Orders and Personnel Policies and Procedures promulgated by the City Manager; and

WHEREAS, the City Council desires by this ordinance to establish Human
Resources policies and terms and conditions of employment for the unrepresented
employees of the City; and

WHEREAS, this ordinance is intended to apply to all unrepresented employees
of the City, except as otherwise provided herein, and, in conjunction with the
Compensation Plan of the City, as adopted from time to time by the City Council, will
constitute the policies, terms and conditions that govern the employment, wages,
salaries and benefits of such unrepresented employees; and

WHEREAS, the City Council desires to delegate to the City Manager or his/her
designee authority to adopt all such rules, practices and procedures within the
guidelines and standards provided herein as the City Manager or his/her designee may
determine to be necessary or appropriate to implement the policies, terms and
conditions established by this ordinance; now, therefore,

THE CITY COUNCIL OF THE CITY OF BELLEVUE, WASHINGTON, DOES ORDAIN AS
FOLLOWS:

Section 1. Chapter 3.79 of the Bellevue City Code, the Personnel Code, is
repealed.

Section 2. A new Chapter 3.79, entitled the Human Resources Code, is
added to the Bellevue City Code, to read as follows:
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HUMAN RESOURCES CODE

SECTIONS:

3.79.010 TITLE AND PURPOSE

A.

This Chapter shall be known as “The Human Resources Code” of the City of
Believue.

This Chapter is enacted to:

1. Establish the terms and conditions of employment for City employees
as described and limited herein;

2. Set forth the policies governing the administration of the Human
Resources functions of the City Administration; and

3. Delegate to the City Manager or his/her designee the authority to adopt
and implement all rules, practices and/or procedures necessary or
appropriate for administering this Code.

3.79.020 AUTHORITY OF CITY AND DELEGATION

A.

The City retains all rights to manage City operations and affairs in accordance
with the powers and authority that an employer possesses including but not
limited to the right to make work assignments, to determine the number of
personnel assigned at any time to any function, to make reductions in force as
determined necessary or appropriate subject to the limitations of this Code; to
develop workplace rules that promote efficiency and productivity in the
workplace; and to promote City services to the community.

The City Council hereby delegates to the City Manager or his/her designee the
authority to make all rules, practices and procedures necessary or appropriate
to implement this Code.

3.79.030 APPLICABILITY

This Code applies to all unrepresented regular status employees of the City. Hourly
and hourly PERS-eligible workers are only covered by this Code where they are
specifically identified as being covered.

3.79.040 DEFINITIONS

The following terms shall have the meaning indicated for purposes of this Code.
Unless otherwise provided therein, they shall also apply to the City’s Compensation
Plan as adopted from time to time by the City Council.



0189-ORD

ORIGINAL

09/16/98

A.

Abandonment of a Position: Unauthorized absence from work for a period of
three consecutive days.

Acting Status: The performance of the full duties of a position in the absence
of the incumbent for a minimum of 30 consecutive days when assigned to do
so by the appointing authority.

Administrative Leave: Paid leave of absence during disciplinary investigation
or where it is determined to be in the best interest of the City.

Adjusted Base Salary Rate: (Applicable only to employees covered in the G or
the M pay plans.) An employee’s current base salary rate of pay plus a
prorated share of any merit increase to which the employee may be entitled.

Appointing Authority: City Manager or his/her designee.

At-will employee: An employee in the E or M Pay Plan; a trial employee; an
hourly or hourly PERS-eligible worker; and any other employee who serves at
the pleasure of the appointing authority. At-will employees may or may not
serve in regular positions. At-will employees may be terminated with or
without cause.

Base Hourly Rate: Hourly rate as shown under “hourly” on each pay plan or
base monthly salary times 12 and divided by 2,080; as required by the Fair
Labor Standards Act (FLSA).

Calendar Month of Service: The minimum number of hours in a calendar
month (e.g. January, February, etc.) for which a regular status employee must
be in paid status (time worked, compensated leave, or sick leave) in order to
earn and accrue sick leave and/or vacation credit for that month.

Cause for Disciplinary Action: Acts or omissions of an employee warranting

discipline up to, and including, termination from employment.

Classification: A systematic means for grouping similar positions and
evaluating the relative compensation of the position in relation to other
positions within the City and the external market.

ry Tim mp Time): Hours accumulated by nonexempt
employees in lieu of overtime pay calculated at the rate of 1.5 times the
overtime hours worked.

Continuous Length of Service: The length of time since an employee’s most

recent hire date as a regular status employee.
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M.

Q.

Demotion: The movement of an employee from one classification level or pay
grade to a lower classification level or pay grade as a result of reclassification,
reorganization, voluntary change or disciplinary action.

Discrimination: See “unlawful discrimination”.

Exempt Employee: An employee who is exempt from FLSA overtime because
he/she acts in a bona fide executive, administrative or professional capacity as
defined under the Fair Labor Standards Act and as designated by the
classification and pay system.

Harassment: Acts or conduct of a harassing nature that would be offensive to
the reasonable person, including but not limited to unwelcome hitting,
touching, impeding or blocking movement; physical interference with normal
work; unwelcome sexual advances, requests for sexual favors, and other
unwelcome verbal or physical conduct of a sexual nature, including but not
limited to making explicit or implied job threats in return for submission to
sexual acts or movement; unwelcome epithets, derogatory comments or slurs;
unwelcome derogatory posters, notices, bulletins, cartoons, or drawings or
any other similar conduct; when any of such acts or conduct are directed at
an individual based on race, color, creed, religion, gender, age, national origin,
citizenship, marital status, or the presence of any sensory, physical or mental
disability.

Hourly worker: A non-regular status at-will worker who is employed by the
City for an indefinite, fluctuating or intermittent work schedule not to exceed
69 hours in a calendar month for 5 or more calendar months in any 12-month
period. Hourly workers will be placed in non-regular positions, and shall
receive no other compensation or benefits than the designated hourly rate for
the position for hours of actual work performed except as specifically
authorized by ordinance. Hourly workers are required to participate in the
City's MEBT Il program. Hourly workers are not eligible for membership in any
of the State of Washington Department of Retirement system plans, and no
employee or employer contributions will be made to any of these Department
of Retirement System plans.

Hourly Worker - PERS Eligible: A non-regular status at will worker employed
by the City for an indefinite, fluctuating or intermittent work schedule which

exceeds 69 hours in a calendar month for more than five calendar months in
any 12-month period. Hourly workers will be placed in non-regular positions,
and shall receive no other compensation or benefits than the designated hourly
rate for hours of actual work performed except as specifically authorized by
ordinance. Employer and employee contributions to Department of Retirement
System plans will be made from the date of hire.
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S. Immediate Family: A regular status employee's parents (natural, step,

AA.

BB.

CC.

adopted, foster, or an individual who stood in /loco parentis to the employee
when the employee was a child), sister, brother, spouse, children (natural,
adopted, step, foster, legal wards, or a child of a person standing in /oco
parentis), mother/father-in-law, daughter/son-in-law, grandparents, great-
grandparents, grandchildren, and great-grandchildren.

Job Share: Two regular status employees with the same job classification,
sharing one regular position in the same department within the City.

Layoff: The separation from City service of an employee who has completed
his/her applicable trial service period because of reorganization, a change in
the duties of a position, lack of work, changing needs of the organization,
insufficient funding, or operational analysis.

Market Premium: An amount of money temporarily added to the base salary
rate paid to all regular positions within an affected job classification in order to
make compensation competitive with that offered in the relevant job market.

Merit Date: The effective date that an employee is eligible for a merit increase.

Merit Increase: A within-range increase awarded an employee on or after
his/her merit date based on satisfactory performance during the preceding 12-
month period, or 6-month period for newly hired employees hired at the
minimum rate of the pay range.

Non-exempt Employee: An employee who is not exempt from FLSA overtime.

Qvertime: Time worked by a non-exempt employee in excess of 40 hours in
an FLSA defined work week compensable at time and one-half the employee’s
regular hourly rate of pay. Time worked does not include paid leave time,
except holiday leave.

Promotion: Movement of an employee from one classification level or pay
grade to a higher classification level or pay grade as a result of reclassification,
voluntary change, or reorganization.

Prorated Accruals: Proration of vacation and sick leave accruals and holiday
credits for a regular status part-time employee determined by dividing the
employees's regular weekly work schedule by 40 hours.

Reassignment: Movement of an employee to a different work group with no
change in classification or pay grade.
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DD. Reclassification of Position: The changing of a classification level or position
of an employee as a result of a classification review and/or amendment to the
classification plan in recognition of changes in job duties and responsibilities
that have occurred over time, excluding any action resulting from discipline.

EE. Reemployment. Employment of an employee who has terminated employment
and who is subsequently rehired when such employment does not qualify as
reinstatement.

FF. Regular Employee Full-time: An employee who has successfully completed a
trial service period as defined in this Code and who regularly works a minimum
of 40 hours per week in a regular position. A regular full-time employee may
only be disciplined for cause.

GG. Regular Employee Part-time: An employee who has successfully completed a
trial service period as defined in this Code and who regularly works less than
40 hours but at least 22.5 hours a week in a regular position. A regular part-
time employee may only be disciplined for cause.

HH.  Regular Position: A City Council created and budgeted full-time equivalent
position, or some portion thereof.

il. Regular Status Emplovee: A regular (full or part-time) or at-will employee

serving in a regular position.

JJ. Reinstatement: Return of a regular status employee to a former position
within two years following layoff, leave of absence without pay, or
classification reduction as a result of reorganization.

KK.  Reorganization: Reallocation of duties, assignments, workload, programs,
service and/or responsibilities to achieve organizational objectives.

LL. Salary Range Adjustment:. A percentage or fixed dollar adjustment of wages
and salaries applied generally to pay ranges in the Compensation Plan.

MM. Service Credit Date: Date assigned to each regular status employee based
upon his/her most recent date of hire into a regular position with the City.

NN. Special Assignment Pay: A specified monthly amount which is added to the
base salary rate of an exempt employee who is required to perform a special
function or project that is outside of his/her normal work responsibilities and
that requires the employee to work a substantial amount of extra work time.
Requires written approval from the department director.

00. Standby Pay: An allowance granted by the Department Director to non-
exempt employees in specified job classifications who may be required to be
available and subject to call outside of scheduled working hours.

6-
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PP. Special Recognition Award: A lump-sum award for special recognition to E,
G, L, and M Pay Plan employees.

QQ. [Transfer: Reassignment of an employee to a different classification within the
same pay grade.

RR. Trial Employee: An at-will employee who has not yet completed an initial trial
service period in a regular position or has not yet completed the trial service
period after promotion, demotion or transfer to a regular position, and who has
not achieved regular employee status. Any trial employee serves at the
pleasure of the appointing authority and his/her employment can be terminated
at any time with or without cause. Unless otherwise specified, the policies
and procedures outlined in this manual apply to trial employees.

SS. Trial Service Period: A specified length of time worked during which a newly
hired, promoted, demoted or transferred regular status employee's
performance in a regular position is reviewed to determine whether the match
between the employee and the job is appropriate.

TT. Unlawful Discrimination: Discrimination in employment prohibited by federal,
state, or local law.

3.79.050 EMPLOYMENTS

The City of Bellevue shall have the following categories of employments:
A. Regular Employees - Full or Part-Time

B. At-Will Employees

3.79.060 RECRUITMENT AND SELECTION

The City of Bellevue seeks to hire and promote qualified candidates for positions with
the City. The City also supports diversity in the workforce. The City Manager shall
develop and implement rules and procedures for recruitment and selection of
employees as appropriate or necessary in conformance with applicable laws.

A. Recruitment and Moving Expenses
Recruitment and Moving Expenses may be reimbursed as provided and limited

by rules and procedures developed by the City Manager or his/her designee
within the limitations of the adopted budget.
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3.79.070 EMPLOYMENT OF RELATIVES

The City of Bellevue may limit the employment of immediate family members of
current employees based on business necessity including those circumstances where
there is a compelling and essential need to avoid business-related conflicts of interest,
or to avoid the reality or appearance of improper influence or favor.

3.79.080 EMPLOYMENT AND WORKPLACE POLICIES

A.

Equal Employment Opportunity

The City has a policy of providing a work environment free from unlawful
discrimination and harassment. The City will take appropriate steps so that
employees have such a discrimination- and harassment-free work environment,
including appropriately disciplining, up to and including termination from
employment, employees who are found to have violated this policy. The City
Manager shall develop a complaint procedure for reporting unlawful
discrimination and harassment that requires employees to utilize the complaint
procedure where they believe that they are being subjected to unlawful
discrimination or harassment in the workplace.

Code of Ethics

In accordance with the City’s Code of Ethics and other applicable law, the
City Manager will adopt rules for City employees (both regular and at-will)
with respect to use of public property, conflicts of interest, and political
activities.

Outside Employment

Employees may retain their position with the City while having outside
employment provided that such employment does not interfere with their
assigned duties and responsibilities within the City and does not create a
conflict of interest.

Intellectual Property

Any software authored or otherwise developed by a regular or at-will
employee on City time or for City purposes is the property of the City. The
City shall hold all rights and privileges regarding its use and distribution.

Smoking in the Workplace

Because the City wishes to promote a healthy and productive work
environment consistent with applicable laws, the City Manager shall adopt
rules for regulating smoking in the workplace and on/in City of Bellevue
property.
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F. Safety

All regular (full or part-time) and at-will employees are responsible for following
applicable health and safety precautions on the job including using appropriate
safety equipment and clothing as required. The City Manager or his/her
designee is responsible for promoting safe working conditions and compliance
with safety standards at work sites.

G. Accidents

The City Manager or his/her designee shall adopt rules and procedures for the
prompt reporting of on-the-job accidents, illnesses and/or injuries, and
prescribing consequences for failure to report.

H. Workplace Violence

The City of Bellevue is committed to providing, in so far as it reasonably is
able to do so within available budgetary appropriations and adopted policies, a
safe environment for working and conducting business. The City will not
tolerate acts of violence committed by either regular (full or part-time) or at-
will employees while on City of Bellevue property or while performing City of
Bellevue business at other locations. The City Manager shall develop and
implement rules that promote a workplace free from violence, including
defining dangerous weapons and prohibiting the possession or use of such
dangerous weapons on City property, in City vehicles, or in any personal
vehicle which is used for City business, with appropriate exceptions.

. Substance Abuse Policy

It is the City’'s policy that regular (full or part-time) or at-will employees shall
not be under the influence or in the possession of alcohol or illegal drugs while
on City property, while at City work locations, and while on duty or subject to
being called to duty. Regular (full or part-time) and at-will employees shall not
sell or provide alcohol or illegal drugs to any other employee or person while
on duty. Employees engaged in selling illegal drugs whether on or off duty
pose a serious risk to the reputation of the City and to the weli-being of fellow
employees and the City. Therefore, the City will not tolerate employees
engaged in the selling of illegal drugs whether on or off duty. While the use of
validly prescribed medications and drugs does not violate this policy, failure by
an employee to notify his/her supervisor, before beginning work when taking
medications or drugs that foreseeably might interfere with the safe and
effective performance of duties, or the operation of City equipment can result
in discipline up to and including termination.
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The City reserves the right to search, without employee consent, all areas and
property in which the City maintains control or joint control with the
employee. The City further reserves the right to conduct for cause and/or
random drug and alcohol tests as permitted by law in furtherance of this

policy.

Refusal to immediately submit to an alcohol and/or drug test or analysis when
lawfully requested by a manager or supervisor constitutes insubordination and
is grounds for discipline up to, and including, termination.

The City Manager or his/her designee shall develop necessary or appropriate
rules for implementing this Substance Abuse Policy including rules for random
and for cause drug and alcohol testing for applicants and employees.

Personnel Files

The City will maintain a personnel file for each employee. The City in its
discretion reserves the right to assert the confidentiality of employee personnel
files to the extent permitted by law. The City Manager or his/her designee
shall develop rules relating to the release of employee information including the
release of information in response to requests for references for employment.

3.79.090 GENERAL WORKING CONDITIONS

A.

Work Hours

Except where otherwise specified in rules established by the City Manager or
his/her designee, work hours for City employees are from 8:00 a.m. to 5:00
p.m., Monday through Friday, holidays excepted. The City Manager or his/her
designee shall establish necessary or appropriate rules relating to the employee
work week, work schedule, and work assignments.

Overtime (Non-exempt Employees)

Regular (full or part-time) non-exempt and at-will non-exempt employees may
be required to work overtime with prior authorization by the employee’s
supervisor or manager.

Extra Work Compensation (Exempt)

Regular (full or part-time) exempt and at-will exempt employees are not
entitled to compensation or other benefits as a result of working in excess of

their regular assigned hours unless under special circumstances preauthorized
by the City Manager or his/her designee and as permitted by law.

-10-
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3.79.100 ATTENDANCE, ABSENTEEISM AND TARDINESS

A.

Policy

The successful and efficient operation of the City Administration depends on
prompt and reliable attendance of all regular (full or part-time) and at-will
employees. Therefore, the City shall have the right to require verification from
an employee’s health care provider for absence from work due to illness or
injury. It is further the City’s policy to provide appropriate levels of vital
services to the community during unusual weather conditions and during
emergencies while recognizing a concern for employees’ safety. The City
Manager or his/her designee shall develop rules and procedures as necessary
or appropriate regarding attendance, absence from work, tardiness, reporting
to work in unusual weather conditions, and natural disasters.

Abandonment of Position

An abandonment of position by a regular (full or part-time) or at-will employee
constitutes a resignation of employment.

3.79.110 JOB PERFORMANCE AND CHANGES IN EMPLOYMENT STATUS

A.

Trial Service Period

Employees other than at-will employees shall serve a trial service period upon
initial hire, promotion, demotion or transfer into regular positions. The trial
service period is an integral part of the selection process. The length of the
trial service period shall be established by the City Manager or his/her
designee.

The City Manager or his/her designee may extend the trial service period
where further trial service is considered appropriate and in the best interests of
the City. The City Manager or his/her designee shall develop and implement
rules relating to the extension of trial service periods.

Performance of Employees

The City Manager or his/her designee shall develop and implement rules
relating to the review of employee job performance, consequences where
performance is not satisfactory and merit increases.

Discipline

1. Causes for Discipline - Regular (full or part-time) employees are subject
to discipline for cause, up to and including, termination from
employment, where their acts or omissions adversely affect or may
adversely affect their ability to perform their job or have an adverse
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