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LAYOFF/REDUCTION IN FORCE SECTION 7.00
A. GeneralPolicy: If it becomesnecessaryto reducestaffinglevels,theCity Managershall layoff

employeesby usingasystemwhich systematicallyconsiderslengthofserviceandwork
performancein orderto determinetheorderof layoff. Layoffs shallonly occurwhenoneof the
following reasonscanbedemonstrated;

1. Lackofwork;

2. Lackoffunds;

3. Abolishmentofjob.

B. The headofthedepartmentldivisionconcernedshallprepareandprocessthroughthePersonnel
Director,for theCity Manager’sapproval,a list ofthoseemployeesto be laid off.

C. Every effortwill be madeto transferemployeesto anotherdepartmentratherthanlay themoff.
However,whentheemployeeisnotqualified to holdanotherposition,DepartmentlDivision
Headswill maketheirrecommendationsto theCity Managerbasedon thefollowing criteria:

1. Evaluationofwork performance;

2. Seniority.

D. An employeewho is laid off asaresultofa reductionin forcewill begivenpreferencein filling

anypositionswhich subsequentlyopenandfor whichtheemployeeisqualified.

B. PayFollowing Displacement:Wheneveranemployeedisplacesto a lower classificationasa
resultof layoff, everyeffort shallbemadenot to reducehis or herpay;however,payratesshall
beestablishedaccordingto the following provisions:

1. If thelowerpayrangepermits,theemployee’srateshallbesetatthesameor
mostnearlythe samepaylevel,without receivinganincrease.

2. If theemployee’spayrateexceedsthepayrangeofthelowerclassification,it will
be setatthetop level of thelowerpayrange.

F. Appeals: Employeeswho believethattheyhavebeenlaid off in errormayappealtheactionto
theWashingtonCivil ServiceBoardif suchBoard hasjurisdictionto hearsuchappeal. Such
appealmustbe in writing, andincludereasonsasto why thelayoff or displacementwas
improper.

0. A moreextensivediscussionoflayoff andrecallis foundin Chapter13 oftheCity of
WashingtonCourtHouseCivil ServiceRulesandRegulations.

Original AdoptionDate: January1. 2001 RevisionDate:
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EXIT INTERVIEW SECTION 7.01

Uponresignation,or otherwisevoluntarily terminatedemployment,anemployeeis requestedto
completeanexit interviewquestionnaire(Appendix),andto personallydiscussthequestionnairewith
thePersonnelDirector.

Theexit interviewisanopportunityfor theemployeeto offer constructivecriticism andinsightsto the
PersonnelDirectorregardingtheoperationofthevariousoffices/departments!divisions.

Original AdoptionDate: January1.2001 RevisionDate:
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RESIGNATION SECTION 7.02

A. Employeeswhoplan to voluntarily resignshall notify theirDepartment/DivisionHeadat least
two (2) weeksin advanceoftheeffectivedateofseparation.TheDepartment/DivisionHead
mayconsentto theemployeeleavingsooner.

B. Any employeewho resignsis encouragedto give his orherreasonsfor resigningandto discuss
with his orhersupervisoranyworking conditionswhichheorshefeelsareunsatisfactory.

C. A formalletterofresignationshallberequired. TheEmployerherebyacceptsresignations
uponreceipt,andwill rely on havingreceivedthem. Resignationsmaynot, therefore,be
revokedwithoutpermission.A copyoftheletterofresignationshallbe forwardedto the
PersonnelDirector.

D. Failureto givepropernotificationmay resultin ineligibility for reinstatementandmaybecome
amatterofpublic record.

E. WhenadismissedemployeehasapendingappealbeforetheWashingtonCivil ServiceBoard,
theacceptanceby aDepartmentDivision Headofadismissedemployee’sresignationwhich is
receivedbeforefinal actionon thepartoftheBoardwill beconsideredawithdrawalofall
chargesbeforetheBoard

Original AdoptionDate: January1, 2001 RevisionDate:
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RETIREMENT SECTION 7.03

A. Mostemployeesareeligible to retirewith PERSbenefits,providedtheymeettherequirements
ofthePERSsystem,whicharegenerallyoutlinedin “RetirementPlan” ofthismanual. Other
employeesmaybe includedin thePoliceandFirePensionFund. Informationon these
retirementssystemsmaybeobtainedfrom thePersonnelDirector.

B. Employeesarerequestedto notify theEmployerin writing atleastsixty (60)daysprior to the
effective dateoftheir anticipatedretirement,buttheymustprovideat leasttwo (2) weeks
advancenoticeunderSection7.02to receiveproperbuyoutpaymentsandfor considerationfor
re-employment.

C All full time employees,whosefirst dateofemploymentisprior to April 12, 1991shall, atthe
timeoftheirretirement(“retirement”for purposesofthis Article beingdefinedas[1]
immediateability to qualify for ageandserviceretirementunderPERS{dispatchers}orPFPF
{police officersandsergeants},OR[2] wheretheemployeehasten {10} yearsof servicewith
theCity ofWashingtonCourtHouse,OR [3] whereanemployeeis eligible to receivedisability
benefits{sometimesreferredto asa “disability retirement”} from hisor herapplicablestate
retirementplan{i.e., PERSor PFPF}andtheemployeeisapprovedfor suchbenefits),receive
paymentin alumpsumofone(1) hourofpayfor eachhourofaccumulatedunusedsick leave
to hiscreditfor accrualsup to andincludingnine hundredandsixty (960) hours. All full time
employeeswhosefirst dayofemployment is on or afterApril 12, 1991 shall,atthetime of
theirretirement,receivepaymentin alump sumof one(1) hourfor eachfour (4) hoursof
accumulatedunusedsickleaveto his credit for accrualsup to and includingtwo hundredforty
(240)hours. A bargainingunitemployeemayonly convertsick leaveto severancepayment
one(1) time with theCity underthis section,regardlessofwhetherthe employeeis rehiredor
otherwisereturnsto activeCity employment.

OriginalAdoption Date: January1. 2001 RevisionDate:
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RE-EMPLOYMENT SECTION 7.04

A. An employeewho hasresignedfrom City serviceandis subsequentlyre-employedwill not be
creditedwith prior City servicefor thepurposeofcomputingvacation,sickleavebenefits,or
otherbenefitsthatmaybe in effect,unlessspecificallyapprovedby theCity Manager,orunless
mandatedby law.

B. Any employeewhoresignswhile disciplinaryactionis pendingshallnotbeeligible for re-
employment.

OriginalAdoptionDate: January1.2001 RevisionDate:
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APPENDICES CHAPTER 8

AppendixA:
AppendixB:
AppendixC:
AppendixD:
AppendixE:
AppendixF:
AppendixG:
AppendixH:
AppendixI:
AppendixJ:
AppendixK:
AppendixL:
AppendixM:
AppendixN:
Appendix0:
AppendixP:
AppendixQ:
AppendixR:
Appendix 5:
AppendixT:
AppendixU:
AppendixV:
AppendixW

Applicationfor Employment
EmploymentEligibility Verification
NewHire Reporting
NoticeofOutsideEmployment
AcknowledgmentofReceiptofPersonnelPolicy Manual
Long DistancePhoneCall Log
Time Sheets(Non-ExemptandExempt)
Requestfor TravelAuthorization
CompensatoryTimeRequest
Requestfor Leave
MedicalPractitioner’sStatement
Injury Form
FMLA Notification
Requestto Cashin PersonalTime for SalaryEmployees(only)
SickLeaveConversion
Complaint
ADA Complaint
RecordofVerbalWarning
RecordofWritten Reprimand
RecordofSuspensionof Three(3) DaysorLess
NoticeofPre-disciplinaryConference
Exit Interview
Requestto Cashin VacationHours


