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CLASSIFICATION, WORK HOURS, AND COMPENSATION

A CLASSIFICATION
1.1 Preparation of Classifications

A classification plan inventorying the duties and responsibilities of all jobs in County
service has been developed and implemented. The class plan groups jobs into
categories that are basically similar in difficulty and responsibility of work performed and
in education, training, and experience requirements. The plan was developed after
consultation with County Officials and other persons technically familiar with the
character of the work. The Human Resources Director is the designated individual with
responsibility of overseeing the continual maintenance and administration of the plan.
No County Official shall be granted authority to alter classification without prior approval
of the County Administrator with appeal to the Board of County Commissioners, except
as otherwise granted by the Charter or this policy.

1.2 Allocation of Positions

A classification title and description shall identify each class. Every position shall be
allocated to a classification within the adopted plan. In cases where more than one
position exists in a classification, a position description shall further clarify job duties
specific to each job. When the classification contains a single position, the classification
and position description is combined. Each newly created position will be assigned to
the approved classification and shall be clearly defined in the classification description.
Employees shall be notified of the assignment of their positions and the class title as it
appears on the class description. Positions that are part of a career track will be
designated in the classification description.

When a new position is proposed the County Official shall immediately transmit a
comprehensive statement of the proposed duties and responsibilities and the rationale
for the new position to the Human Resources Director. The Human Resources Director
shall investigate the proposal and assign the position to the appropriate class in the
classification plan.

All changed or newly created positions shall be presented to the County Administrator
for approval of allocation and preliminary budget prior to initial filling and appointment.
Positions will not be created without a defined revenue source.

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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1.3 Classification and Position Description Specifications
Class and Position specifications have the following definition and scope:

a. They are explanatory only and not restrictive.

b. In determining the assignment of any position to a class, the specifications shall
be considered as a whole, comparing general duties, responsibilities, minimum
qualifications and relationships to other positions in order to obtain an inclusive
picture of the position and place it in the class which embraces it.

C. The outline of principal duties of work performed shall mean general duties or
tasks. It is not intended to prescribe the specific duties of a given position nor to
limit the ability of the County Official to modify or alter the detailed tasks
involved in the duties, so long as they remain within the general definition of the
class.

d. The minimum qualification defines the class to which the position shall be
allocated by outlining the least acceptable qualifications required to effectively
perform the work.

e. The class specifications may include additional requirements that are determined
to be necessary for the maximum performance of the particular class. These
requirements may include possession of a Washington motor vehicle operator's
license, physical condition, or any other bona fide qualification pertinent to the
position covered by the class specifications.

f. Nothing in the class specification is to be interpreted as restricting a supervisor in
assigning an employee of one class to perform some of the duties of a higher
class for a limited period of time. Such assignment to perform work of a higher
class for a limited period comes within the requirements of work in all classes.
When an employee is assigned to perform the entire job function of a higher
classification for a period of more than two weeks, the employee may be paid at
the higher range, assuring that the employee will be compensated a minimum of
5 percent over their current rate.

1.4 Description Changes

Class and position descriptions are treated as living documents with the specific intent
that as the duties of the job change, those changes will be reflected in the descriptions.
The Human Resources Department maintains the original descriptions for all County
jobs, including those under the jurisdiction of Elected Officials and the Civil Service.
Prior to any modification, classification and/or position description changes shall first be
reviewed by the Director and approved by the Administrator as detailed in this chapter.

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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1.5 Use of Class Titles

The class title shall be the official title of every position assigned to the class for the
purpose of personnel action and shall be used on all payroll, budget estimates, and
official records and reports relating to that position. Position titles may be authorized by
the Director and used for the purposes of internal administration or in contacts with the
public when more than one position exists within a classification.

1.6 Consolidated Classification List

The Director is responsible for maintaining a listing of all classifications and positions in
the County, including County Officials and employees. The list shall also contain, at a
minimum, the salary range, union status, essential worker status, bloodborne risk, and
recurring training requirements of each position. The consolidated list shall serve as the
official classification and position list under the classification plan. The list is contained
in section 100 of this policy.

2 RECLASSIFICATION

Unless previously approved by the County Administrator, it shall be the responsibility of the
County Official to require employees to work within their assigned classifications, except in
situations where an employee may occasionally or intermittently work out of classification.
County Officials are not authorized to re-organize job functions which will require reclassification
of existing employees without the approval of the County Administrator.

The Board of Commissioners considers the collective bargaining process as the proper venue for
adjustments of salary and benefits for classifications and/or groups of employees.
Reclassifications may be considered for individual positions that meet the following criteria.

The following factors may be considered as evidence of possible eligibility for reclassification:

a. A majority of job duties have changed to the extent they are more accurately reflected
in another existing classification description;

b. A majority of job duties have changed to the extent the job entails a different skill set,
which requires increased education or experience in order to perform essential job
functions.

The following circumstances are not factors to be considered reasons for reclassification:

a. Increased volume of the same level of work;

b. Added duties of a similar nature already covered by the current classification or requiring
similar skills, education, or experience;

C. Duties within a current classification that have not been previously assigned;

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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Additional assigned duties in a higher classification unless those duties become a
majority of the current position;

Enhanced technological tools to perform current duties;

Salary differences for similar jobs in other jurisdictions;

Reclassifications which occur in other departments.

2.1 Procedures for County Official to Request Reclassification

A County Official may request a classification change to meet business needs. Prior to
classification or reclassification, the following steps shall be documented in writing and
submitted to the Human Resources Director.

€]

County Official Evaluates Need to Change Classification

First, the County Official will evaluate:

@mooeoTp

@)

Recruitment or retention problems;

Service delivery changes or enhancements;
Value of the position to the department;
Internal equity;

Availability of funds;

Level of duties assigned to an existing position;
Reorganization opportunities due to vacancy.

County Official Considers Alternatives

Prior to requesting reclassification, the County Official will consider the following
alternatives:

a.
b.

©)

Can work be accomplished within current classification?
Is higher-level work short-term or can a specific project be addressed
with out-of-class pay?

County Official Submits Request with Budget

If the County Official decides to proceed with a reclassification request, he or she
will normally submit the request as part of the department's budget submittal.
When business needs require an immediate classification change and funding is
available within current year's budget, a County Official may submit a request
outside the budget process.

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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2.2 Employee May Request Reclassification

In the event the County Official does not submit a request for reclassification and the
employee believes their current assigned duties meet the eligibility criteria as established
above, the employee may submit a request for reclassification directly to the Human
Resource Director and the County Official. The request will be processed by the Director
in the normal course of work priority.

2.3 Human Resources Reviews All Reclassification Requests

When the duties and responsibilities of an existing position are so changed or proposed
to be changed, meeting the criteria above, the County Official may request the Human
Resources Director conduct a reclassification analysis. All reclassification requests shall
be presented in writing accompanied with supporting documentation. The Human
Resources Department shall prepare recommendations to the County Administrator.

2.4 County Administrator to Approve

Upon receipt of the recommendations from the Human Resource Director, the County
Administrator shall review the results and take action to approve or deny the request.

2.5 Funding and Budget Impacts

The Board of Commissioners may limit consideration of reclassifications based upon
financial condition of the County and establish a minimum amount the wage must be
under-compensated in order for a reclassification to be considered.

It is the policy of the Board to consider reclassifications that are in excess of 20 percent
lower than the established market for the position. The Board may modify the
percentage at the time of adoption of the annual countywide budget.

2.6 Determination of Established Market

It is the County’s goal to set top step compensation at the average wage for benchmark
jobs using a combined market of Western Washington Counties within a population
range and assessed evaluation of 60 percent larger and 60 percent smaller than Clallam
County. For jobs where there is insufficient market data available, the County will
classify such positions using a point factor matrix that measures the job complexity and
responsibility in relation to other established positions within the County’s classification
system.

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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2.7 Notice to the Union

Prior to implementation of reclassification the Director will notify the Union in writing of
the County’s intent to reclassify the position. The Union may request a meeting for the
purpose of reviewing the data and recommendations. In the event the Union fails to
respond within ten (10 days the County will commence implementation.

2.8 Implementation of Reclassification Recommendation

Unless otherwise approved by the Administrator, the employee subject to the
reclassification will be placed at step 1 of the new range, or, the step of the new range
that is approximately 5 percent higher than the employee’s current salary, whichever is
greater. The step increase date will be modified to reflect the first day of the month
following one year from the reclassification date.

2.9 Status of Employees Affected by Reclassification

The status of employees affected by reclassification occurring in the administration of
the classification plan shall be resolved in the following manner:

An employee whose position is reclassified to a higher level than the class in which the
employee has regular status shall be considered to be a temporary appointee to the
higher class. As such, the employee shall be eligible to compete on a promotional basis
for the reclassified position; provided, however, that such promotional examination shall
be given, or notice of such examination shall be published, within 60 calendar days of
the effective date of reclassification. Only those employees who successfully pass the
examination for the position shall be considered for the position. Employees so
promoted shall serve a probationary status in the new class.

If the employee is not appointed as the result of the examination, with County Official
approval, the employee may be transferred to a vacant position in the same
classification as that in which the employee has regular status. If no vacancy exists, the
employee shall be laid off and entitled to bumping rights as specified in the applicable
labor agreement.

OR;
When reclassification occurs and the position that has been reclassified contains only

one employee, the employee occupying the affected position may be retained in the
position without examination provided that:

a. The Director determines that the reclassification results from an official
recognition of a change in duties and responsibilities that has already occurred;
b. The County Official determines that the performance of the duties and

responsibilities of the incumbent has been satisfactory;

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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C. The incumbent possesses the minimum qualifications for the new class; and

d. Such other factors as are relevant and appropriate to the establishment of
salaries for each position, in the context of the County's total compensation
system.

The above conditions are included as a means of encouraging proper classification and
organization without jeopardizing the status of employees. If all of the above conditions
cannot be met, the County Official and the Human Resources Director shall be guided by
other appropriate provisions of these rules.

.10 RESPONSIBILITIES AND AUTHORITIES OF MANAGERS AND SUPERVISORS

Managers, supervisors, and lead workers are key to the success of the organization. These
levels are identified in classification and/or job descriptions. Managers and supervisors may
delegate authorities but retain responsibility for any function so delegated.

10.1 Managers (including County Officials)

Detailed management responsibilities are contained in the "Regular Management
Responsibilities" document which is a part of the County's classification plan. The
document is available on the intranet on the "Reference Documents” page. All
managers are required to have a working knowledge of the document. In addition,
managers have the following responsibilities and authorities.

a. Appoint employees to positions within their respective departments or divisions
according to these policies.

b. Administer provisions of labor contracts, County and department policies and
procedures and delegate such authority to supervisory personnel.

C. Plan and organize the functions and activities of their department or divisions.

d. Prioritize, direct and control the activities of personnel to ensure effective and
efficient services are provided within allocated Resources.

e. Ensure that citizen complaints and/or allegations of violation of policies and

procedures are investigated. Delegate, and/or conduct and document
investigations of complaints against employees and administer corrective and/or
disciplinary action if appropriate.

f. Provide supervision to any supervisory or line level personnel directly under their
command.
g. Maintain knowledge of the County organization as a whole and participate, as a

member of the management team, in solutions to Countywide issues. Managers
are expected to understand and be supportive of decisions made for the good of
county citizens, even when such decisions may impact their department or
division.

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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10.2  Supervisors

Detailed supervisory responsibilities are contained in the "Regular Supervisory
Responsibilities" document which is a part of the County's classification plan. The
document is available on the intranet on the "Reference Documents” page. All
supervisors are required to have a working knowledge of the document. In addition,
supervisors have the following responsibilities and authorities.

a. Participate with managers in personnel and administrative decisions.

b. Enforce provisions of labor contracts, County, and department policies and
procedures.

C. Formulate and recommend changes to policies and procedures.

d. Assure that work assignments are made with the objective of utilizing the skills
of assigned employees to the fullest extent of available resources.

e. Provide supervision and performance evaluation of assigned employees.

f. Direct the day-to-day activities of personnel assigned to them.

g. Conduct and document investigations of complaints against employees. Make
recommendations for corrective and/or disciplinary action if appropriate.

h. Maintain knowledge of their department organization as a whole and participate,

as a member of the management team, in solutions to department issues.
Supervisors are expected to understand and be supportive of decisions made for
the good of their department, even when such decisions may impact the function
or personnel they supervise.

10.3 Lead Workers

Lead workers may be either regular positions or, a temporary assignment in the absence
of the regularly assigned supervisor. Lead workers have authority to direct the day to
day activities of personnel assigned to them. They are not granted the supervisory
responsibilities and authorities listed above.

COMPENSATION

The County maintains a compensation plan to provide for equitable pay for its employees. The
compensation plan includes, but is not limited to classification descriptions, salary schedules,
labor agreements, and resolutions establishing salary and benefits. The County Administrator,
in consultation with the Director, is responsible to administer the compensation plan.

20.1 Basis of Salary

All FLSA non-exempt employees shall be paid on the basis of the actual number of hours
worked, including authorized absences with pay, to the total number of hours worked,
including authorized holidays, in the payroll period.

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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All FLSA exempt employees shall be paid a predetermined monthly salary. Payroll and
compensation practices and procedures shall account on an hour-for-hour basis the
accrual and use of paid leave. Provided, however, that employees exempt from the
overtime requirements of FLSA shall not have their salary reduced during the workweek
in which they performed any work with the following exceptions:

e Docking of salary is permissible under the law for administration of protected
leave under Family Medical Leave Act, Americans with Disabilities Act, Pregnancy
Disability Act and Military leave; and

e For infractions of security regulations of major significance promulgated by the
County or another government agency, or for infractions of safety rules of major
significance intended to prevent serious danger to the workplace or to other
employees.

20.2 Rates of Pay

Each employee and County Official shall be paid at one of the steps of the range
prescribed for the classification. Temporary and Extra Help workers shall be paid at the
range established for un-skilled, semi-skilled, or skilled workers as approved by the
Director.

20.3 Beginning Employee Salary

Unless otherwise provided, all employees should be hired at the entry step of the range.
A County Official who believes that, based on the qualifications and prior experience of
the candidate, an appointment should be made at a step higher than the first step will
present their request in writing to the Director, who has authority to approve or deny
the request up to Step5 of the pay schedule. Requests for appointment beyond Step5,
or that require a budget change shall be approved by the Administrator.

20.4  Chief Deputy Prosecutor and Chief Civil Deputy Prosecutor Salary
Salaries for the Chief Deputy Prosecutor and Chief Civil Deputy Prosecutor are set by the
Board of Commissioners based upon a percentage of the County Prosecuting Attorney’s

salary as follows:

e Chief Deputy Prosecutor 80 percent
e Chief Civil Deputy Prosecutor 75 percent

20.5 Elected Official Salary
Salaries for the Assessor, Auditor, Community Development Director, County

Commissioners, Sheriff, and Treasurer are set by the Board of Commissioners in
Resolution 117, 2008 and reflected in the Consolidated Position List.

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
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20.6 Benefited Court Commissioner Salary

Salaries for the benefit eligible Family Court Commissioner and District Court
Commissioner are set by the Board pursuant to the below specified percentage of the
judge salary for the respective court to which assigned:

Year 1 — 80 percent of the Judge salary
Year 2 — 85 percent of the Judge salary
Year 3 and above — 90 percent of the Judge salary

20.7 Judges Salaries

Salaries for District Court and Superior Court Judges are set pursuant to RCW by the
Washington Citizens’ Commission on Salaries for Elected Officials.

20.8 Beginning Elected Salary
Newly Elected Officials will start at Step 5 of the 9-step pay plan.
20.9 Step Increases

Step increases for regular, benefited employees and County Officials shall be at 12-
month intervals. Step increases shall be subject to written satisfactory evaluation of job
performance as determined by the County Official. Increases shall be effective on the
first day of the month following the 12-month anniversary except when the anniversary
falls on the first day of the month in which case the increase shall be effective on that
day.

Temporary, Part Time non-benefited including retirement only, or Extra Help Workers
with no break in service shall be eligible for step increases after 2080 hours of work.

Road and Parks seasonal workers returning from the prior year’s service shall be eligible
for advancement to the next step in the same assigned range.

20.10 Cost of Living Adjustments

Cost of Living Adjustments are part of the negotiated labor agreement for represented
employees.

The salary schedule for County Officials, Charter exempt, non-represented, temporary,
and extra help employees shall be adjusted in an amount the same as any cost of living
adjustment granted to the management and professional unit. Except that, the wage
for Court Commissioner, County Prosecuting Attorney, Chief Deputy Prosecutor, Chief
Civil Deputy Prosecutor, and District Court 2 Judge shall only be adjusted when salaries
are modified by the state. Further except that County Commissioners shall receive a 2
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percent cost of living adjustment annually until the COLA provisions of Resolution 117,
2008 become effective.

20.11 Provisions Should No Labor Agreement be in Place

In the event agreement has not been reached between the County and Local 1619-MP
prior to the expiration of the then existing agreement, Elected Officials listed in section
20.4 and Charter exempt, non-represented, temporary and extra help employees shall
be compensated at their previous rate plus the last County offered COLA increase, if
any.

In addition, the employment group identified in this sub-section shall receive the last
County-offered increase in County contribution to medical/dental/vision, if any. Any
increases awarded under this section shall be effective until settlement by Local 1619-
MP at which time any additional wages and benefits, including any settlement for
retroactive payments shall also be paid. Benefit eligible Judges and Court
Commissioners shall have county paid medical benefit contributions adjusted according
to the settlement.

20.12 Rate/Step Placement upon Promotion

Whenever an employee is promoted, the employee shall be hired into the new position
on the County’s 9-step pay plan at the step in the new range that is equal in pay to one-
step higher than the employee’s salary in the old position. The employee's anniversary
date shall be changed to reflect the date of the promotion.

20.13 Step Placement on Demotion

When a demotion occurs, the County Official shall recommend to the Director a salary
for the demoted employee within the salary range of the lower classification which may
be less than or equal to the employee's present salary. If a new anniversary date is
established, the new anniversary date shall be noted at the time of the demotion on the
personnel action documentation.

20.14 Step Placement upon Recall
(€D) Recall to Former Classification
Employees returned to their former classification during the recall period shall be
placed at the same step and benefit accrual rates as when they left employment.

Adjusted Date of Hire and Adjusted Date of Classification shall be modified to
reflect the layoff period.
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(2) Recall to a Lower Classification

Employees recalled during the lay off period, to a classification lower than the
classification from which they were laid off shall be placed at a step determined
by the Director, in consultation with the County Official. Unless approved by the
Administrator, the employee shall not be returned at a wage higher than at the
time of lay off, or at a step higher than that approved in the budget. Adjusted
Date of Hire and Adjusted Date of Classification shall be modified to reflect the
layoff period.

3 Hiring after the Recall Period has Expired

A previous employee re-hired through the competitive process after their time on
the recall list has expired is hired as a new employee. Seniority, benefit accrual,
and salary are as if the employee had not previously been employed by the
County.

.30 HOURS OF WORK

All County positions are designated as either "exempt" or "non-exempt" according to the Fair
Labor Standards Act (" FLSA™) and Washington Minimum Wage Act regulations.

It is the policy of the County to establish a workweek of thirty-seven and half (37.5) hours with
a seven-day workweek. Alternate workweeks of forty (40) and thirty-five (35) hours may only
be established by the Administrator based upon business necessity. The workweek runs

12:01 a.m. Monday through Sunday 12:00 midnight.

The County recognizes that County Officials are responsible to perform their work functions
without regard to a set number of hours in the workday or workweek. It is also recognized that
each County Official requires one employee to be a confidential employee, available to work
when necessary to accomplish essential tasks. The County Charter requires Elected County
Officials to designate one individual as exempt from the Personnel System to serve as their
chief deputy or administrative assistant. It is the policy of the County that each Elected and
Appointed County Official may designate a forty (40) hour workweek for one individual in their
office.

For law enforcement, corrections, and detention employees, the established work period may
be subject to C.F.R. 29, Section 207(k), (referred to as 7k). Employees are responsible for
accurately reporting all hours worked according to these policies.

Sheriff's Department and Juvenile Department employees work schedules may be established
based upon 24-hour operation. Workweek for employees, other than those scheduled on a 24-
hour operation, shall be four or five consecutive days, evenly divided according to the assigned
work hours, but may be varied depending upon business necessity.
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Employees shall be assigned to work either a standard or alternate/flex workweek. The
workday and workweek shall be established by the County Official of each department and kept
on file with the payroll clerk for that department. The workday and workweek may be changed
to accommodate the efficient operation of the department.

.35

30.1 Limitations for Temporary, Extra Help, and Seasonal Workers

Work hours of extra help employees shall be restricted to 69 hours per calendar month.
The work hours for temporary and seasonal workers whether skilled, semi-skilled, or un-
skilled shall be limited by the County Official so as not to qualify the employee for any
benefits, including retirement, unless specifically approved by the Director. County
Officials are required to be familiar with Department of Retirement Systems' rules, labor
contracts, and other regulations that affect employee benefit eligibility.

30.2 Meal Period

All employees shall be granted a meal period of one-half or one hour as determined by
the County Official. Meal periods shall be taken at a non-public location away from the
workstation.

30.3 Rest Periods
All employee work schedules shall provide for a fifteen-minute rest period during each
one-half shift. An additional rest period may be granted for each additional two-hour

increment that an employee is required to work beyond the normal shift. Rest periods
may be required to be taken at the workstation.

OVERTIME

County Officials are responsible to schedule employees in order to provide adequate service
while minimizing overtime. Overtime shall only be authorized for business necessity and only
within budgeted funds. No overtime shall be authorized for employee convenience.

35.1 Authorization for Overtime

All overtime shall be approved in advance by the employee's supervisor; however, in the
case of emergency, the employee shall notify the supervisor as soon as possible of the
need to work overtime.

35.2 Definition of Overtime

Unless otherwise specified in a labor agreement, overtime shall be considered as time
worked in excess of forty (40) for the workweek. Part-time or extra help employees
whose hours are set at less than forty (40) shall not be eligible for overtime until the
total work hours exceed forty (40).

Issue Date: 2 November 2004 Classification, Work Hours, and Compensation
Revised: 5/23/2006; 6/20/2006; 5/15/2007; 4/22/2008; 2/24/2009 Policy 220 - 13



Clallam County
Administrative Manual

35.3 Overtime Rate

Unless otherwise specified in a labor agreement, the rate of compensation for overtime
worked shall be one and one-half (1-1/2) times the employee’s regular rate of pay
including any shift differential, standby pay, incentive pay or any pay added to the rate
as established in the pay plan.

35.5 Compensatory Time

Employees may accrue compensatory time in lieu of overtime payments, with the
approval of the supervisor. Unless otherwise specified by labor agreement, employees
may not accrue time in excess of forty (40) hours. Compensatory time will be accrued
at the rate of one and one-half (1 1/2) hours for each hour of authorized overtime
worked. The employee and the supervisor are encouraged to schedule use of
compensatory time by mutual agreement. The County may purchase back the entire
compensatory time balance of any employee, or a portion thereof, at any time with
written notice to the employee. The employee may convert compensatory time to
overtime by written request.

35.6 Time-off Plan for FLSA Exempt Employees

Employees exempt under FLSA shall be entitled to earn hour for hour time off
commencing with the sixth (6™) hour worked beyond their regularly assigned
workweek of thirty-seven and one-half (37.5) or forty (40). An annual maximum of two
(2) weeks may be earned and either accumulated or used. Such hours must be used as
time off prior to the end of the calendar year and shall not be eligible for cash payment
or used for the purpose of extending benefits beyond the last active at work day. Flex
time (where the employee still works their full 37.5 or 40 hours per week, but on a
flexible schedule) off is authorized under this provision. Such flexible schedule is termed
an alternative workweek. Except in the case of an emergency that requires immediate
action hours in excess of the fifth hour require pre-approval by the Department Head.

35.7 Overtime Hours not to Affect Benefits

Overtime Hours shall not be credited toward any employee benefit accruals or have any
affect on probation, step, or other accrual dates.

35.8 Emergency/Disaster Operations

All FLSA exempt employees performing emergency/disaster duties when working full-
time under any activation level designated by the County Commissioners for which the
State approves the County for public disaster assistance will be compensated as follows:
a. Employees will be paid at straight time the sum of their regular hourly rate for
those hours worked in excess of forty (40) in a workweek as a result of full-time
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work in support of a significant emergency, declared disaster, or Emergency
Management Assistance Compact (EMAC) or other Mutual Aid
activations/deployments as determined by the County Administrator or designee.
During federally declared disasters overtime compensation will be limited to cash
payments.

b. For those hours worked during the activation, one dollar ($1) is added to an
employee’s regular rate in lieu of any other forms of additional compensation
including, but not limited to, callback, standby, shift differential, split shift
differential, assignment pay, and/or schedule change.

C. Unless otherwise noted in writing, employees will retain the assigned workweek
while supporting emergency/disaster operations. However, employees’ assigned
work hours may be different from their regularly assigned work hours.

d. These provisions are limited to qualifying work performed in the Clallam County
Emergency Operations Center, in a Joint Field Office, and work in direct support
of EMAC or other Mutual Aid activations/deployments.

37 VEHICLE ALLOWANCE

A monthly vehicle allowance is provided to certain County Officials. The vehicle allowance is
intended to partially reimburse the County Official for travel as part of official business within
Clallam County. Travel outside Clallam County shall be reimbursed in accordance with the
County’s travel reimbursement policy. When traveling outside the County, County Officials who
receive vehicle allowance shall deduct the mileage traveled within the County from their total
mileage. Unless otherwise provided by contract, the monthly vehicle allowance amount shall be
set annually as part of the budget adoption resolution.

Unless provided a County vehicle in accordance with the County’s vehicle policy, the following
Elected Officials shall receive monthly vehicle allowance: Assessor, Auditor, Commissioners,
Director of DCD, Prosecuting Attorney, and Treasurer.

Vehicle allowance will be authorized, in writing, by this policy, employment contract, or
Personnel Action Form, approved by the Administrator.

.40 COMPENSATION FOR STAND-BY AND ON CALL STATUS

Time spent in stand-by status is considered compensable hours. Time spent in On-Call status is
not considered compensable hours, except that any time spent actually working is paid.

42 COMPENSATION FOR HIGHER CLASSIFICATION WORK

Except for on-the-job training purposes, whenever an employee is assigned to perform the
entire job function of a higher classification for a period of two weeks, the employee may be
paid at the higher range for a minimum increase of 5 percent (two steps on the 9-step scale).
Performance of such duties on an occasional basis, for short periods, or for training purposes is
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not subject to pay increase. Out of class pay will not be paid while an employee is on any form
of leave unless approved by the Director.

43 COMPENSATION FOR LEAD WORKER

An employee who is assigned lead worker responsibilities shall be paid a minimum increase of 5
percent (two steps on the 9-step scale) for all hours active at work. Lead worker pay shall not
be paid while an employee is on any form of leave, unless approved by the Director.

44 COMPENSATION UPON TERMINATION

Upon an employee's separation from County employment, the employee will receive the
following compensation at the time of the next regularly scheduled payroll:

a. Wages for all hours that have not been paid
b. Any holiday pay due
C. Accrued vacation up to the maximum accrual allowed
d. Accrued sick leave at the following percentages:
e 100 hundred percent if death occurs while employed or employee is totally disabled
in the line of duty
e 10 percent if separated other than termination for cause
e 20 percent upon retirement
¢ None if terminated for cause
e. Any applicable severance pay

Note: Upon retirement PERS 1 employees hired after 1 January 1996 shall be paid for a
maximum of 240 hours combined vacation and sick leave unless otherwise provided by
contract.

45 BENEFIT CASH OUT UPON TRANSITION FROM EMPLOYEE TO ELECTED OFFICIAL

Upon election to a County office an employee may choose to cash accrued vacation and/or sick
leave benefit as if separated other than termination for cause. In such event payout shall be
calculated at the last rate of pay for the last position held prior to election to office.

In the event an election is made not to cash out vacation and/or sick leave, such accruals may
be frozen at the earned rate and be eligible for cash out at the time the person ends
employment with the County.

.50 PAYROLL
NOTE: Section 50.1 and 50.2 below were implemented as of May 2006. The impacts of the pay

date change have been fully bargained with the all of County’s unions. As a part of
implementation, the County reserved the right in the future, to modify the mid month draw that
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occurs on the 25" day of the month to a full payroll on the 25", that compensates employees
for the 1% through the 15" of the month without further bargaining.

In addition, the County has reserved the right in the future to compensate all non-exempt FLSA
employees based upon the hourly rate. Currently the County utilizes a compensation formula of
annual salary divided by twelve (12) months.

50.1 Time Sheets

The County utilizes an electronic monthly sheet to record daily time activity for all
employees and County Officials. It is the responsibility of each employee to accurately
record all hours worked and leave used. Time sheets must be completed and submitted
to the timekeeper by the end of the shift on the last working day of the month.

The County payroll system will not process countywide payroll until every employee’s
time has been processed. Therefore, employees and their supervisors will be held
accountable for any failure to timely submit accurate time records. When failure to do
s0 occurs, the Director will authorize input of assumed data in order to process payroll.
Such assumed data will be subject to correction based upon accurate information
received in the subsequent payroll period. When this inconvenience is caused by an
employee or supervisor, appropriate discipline will be recommended.

Falsification of time records shall be grounds for immediate discipline, up to and
including discharge.

50.2 Pay Periods/Payday

Pay periods are based on the calendar month. Employees are paid on the 10™. For
Public Works Road Division employees, payrolls occur on the 10" and 25", If a payday
falls on a weekend or courthouse holiday, paychecks will be available on the last
workday preceding the normal payday.

Paychecks are normally distributed by supervisors and are available before close of
business hours.

50.3 Payroll Draw

Mid-month payroll draws are allowed in compliance with RCW 36.17.040. Draws are not
treated as a payroll and no withholding or deductions are made. The employee must
complete necessary forms to authorize a payroll draw either during employee orientation
or by contacting the Payroll Specialist in the Human Resources Department. Once
established draws may only be modified quarterly unless approved by the Director.
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Payroll draws are normally available on the 25" of each month. If a payroll draw day
falls on a weekend or courthouse holiday, draw checks will be available on the last
workday preceding the normal draw day.

Employees may authorize payroll draws according to the following guidelines:

a. No draw is allowed during the first full month of employment

b. Draws up to 20 percent of gross regular pay are allowed through month 6 of
employment

C. Draws up to 40 percent of gross regular pay are allowed after completion of 6
full months of employment.

d. Draws of employees whose wages are subject to garnishment may be reduced or
eliminated at the discretion of the Director. The employee will be notified of
such action.

e. Draws of employees who are on authorized leave of absence without sufficient

leave accruals to cover the estimated leave time shall be cancelled at the
discretion of the Director until such time as the employee returns to full time
duty.

50.4 Garnishment of Wages/Liens

The County is required by law to accept legal garnishments or liens attached to
employee wages. Garnishments and liens require the County to withhold a portion of
the employee's disposable earnings for the satisfaction of a debt, and remit the withheld
amount to the court or the Internal Revenue Service. If a garnishment or lien is
received by the County, the employee will be so notified by the Payroll Specialist, and
may be encouraged to seek the advice of a professional financial counselor.

Wage garnishments and liens place an administrative expense and burden on the
County. Multiple garnishments or liens may indicate that the employee has disregarded
his or her obligation to pay debts on a timely basis and has shifted the responsibility to
the County. For every transaction processed, the County will charge the maximum
statutory fees allowable. Receipt of three or more salary garnishments on an
employee's wages within 12 consecutive months for three or more separate debts may
result in disciplinary action, including discharge.

50.5 Direct Deposit of Paychecks
The County utilizes direct deposit of paychecks for the convenience of employees. All
newly hired employees shall utilize direct deposit. Current employees are encouraged to

utilize direct deposit for payroll.

Employees may direct the deposit of their paycheck into two bank accounts of their
choice. The Direct Deposit Enroliment Form and other required documentation must be
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completed and submitted to the Payroll Accountant in the Human Resources Department
to authorize direct deposit.

50.6 Payroll Deductions

The County will withhold from an employee's paycheck those deductions required by
law, authorized benefits, union dues, and purposes approved by the Administrator.

.60 RELOCATION EXPENSES

Exceptional circumstances may warrant consideration of reimbursing a new employee for
certain reasonable costs and expenses directly related to relocation. In all such cases, approval
must be obtained from the Administrator before extending any offer to reimburse the employee
for relocation expenses. Relocation reimbursements or estimates should be considered in
conjunction with determining appropriate salary offers, as they are in effect a part of the new
employee's first year earnings, and should be consistent with the employee's salary level.

60.1 Eligibility

Reimbursement for relocation expenses will only be considered for candidates for full-
time positions in those instances where substantial recruiting efforts have not identified
a sufficient number of qualified applicants living within a reasonable commuting distance
of the County. Prior to receiving such reimbursement, individuals must agree that, if
they voluntarily separate from the County within two years of the effective date of their
appointment, they will repay any monies received for relocation expenses.

60.2 Taxability of Relocation Expenses

The Internal Revenue Service currently requires that each employee report as regular
income all amounts received from or paid by his/her employer for the expense of
moving from one residence to another. All applicable taxes are the sole responsibility of
the employee, and will not be reimbursed by the County.

.100 CONSOLIDATED CLASSIFICATION/POSITION LIST

The County's consolidated list of classifications and positions is available on the County’s
internet site at www.clallam.net/employment.
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