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1 100 | INTRODUCTION

101 — Welcome to Grant County 100-1
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2 200 | GENERAL STANDARDS FOR EMPLOYEES

201 — Code of Ethics 200-2
202 — At Will Employment 200-4
203 — Equal Opportunity 200-4
203.1 Specifics 200-4

203.2 Reporting Procedure 200-4

204 — Disability & Reasonable Accommodation 200-5
205 — Non-Discrimination 200-5
205.1 Specifics 200-5

205.2 GINA (Genetic Information Non-Discrimination Act) 200-6

205.3 Reporting Procedure 200-6

206 — Anti-Harassment 200-6
206.1 Specifics 200-6
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206.3 Harassing Behavior 200-7

206.4 General Harassment 200-8

206.5 Reporting Procedure 200-9
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206.6 Additional/Other Harassment Complaint Reporting Options | 200-9

206.7 Harassment Complaint Investigations 200-9

206.8 Corrective Actions 200-10

206.9 Awareness/Training 200-10

207 — Whistleblower Act 200-10

207.1 Specifics 200-10

207.2 Definitions 200-10

207.3 Implementation of Policy 200-11

207.4 Procedures for Reporting 200-12

207.5 Procedures for Investigating 200-12

207.6 Protection from Retaliation 200-12

207.7 Additional Resources 200-14

208 — Non-Fraternization 200-14

209 — Conflict of Interest 200-14

209.1 Specifics 200-14

209.2 Prohibition Against Conflicts of Interest 200-14

209.3 Personal Interest Conflict 200-14

209.4 Conflict of Commitment 200-15

209.5 Inappropriate Use of County Name or County Resources 200-15

209.6 Use of Confidential Information 200-15
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210 — Suggestions 200-15

211 — Communication 200-16

212 — Problem Resolution 200-16

213 — Other 200-16

213.1 Employee Lounges 200-16

3 300 RECRUITING & HIRING

301 — Job Descriptions 300-2
302 — Recruitment 300-2
303 —Job Announcements/Postings 300-2
304 — Emergency Hiring 300-2
305 — Pre-Employment Testing 300-3
306 — Background Checks 300-3
307 — Selection & Hiring 300-4
308 — Civil Service Positions 300-4
309 — Volunteers 300-4
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309.1 General 300-4
309.2 Use of Volunteers 300-4
309.3 Expectations of Volunteers 300-5
309.4 Consult with Human Resources 300-5
309.5 Compensation and Coverage 300-5
309.6 County Liability for Volunteers 300-5
310 — Minimum Age Requirements 300-5
4 400 EMPLOYMENT
401 — At Will Employment 400-2
402 — Personnel Action Request (PAR) Process 400-2
403 — New Employee Orientation 400-3
404 — Introductory Period 400-3
405 - Employment Status/Classifications 400-3
406 — Exempt Guidelines 400-4
407 — Employee Training & Continuing Education Opportunities 400-5
407.1 General 400-5
407.2 County-Sponsored Training 400-6
407.3 Continuing Education 400-6
407.4 Essential Training 400-6
407.5 Other Training 400-7
408 — Professional Memberships/Licenses 400-7
409 — Promotions/Transfers/Demotions 400-7
410 — Employee Recognition “Above and Beyond” 400-8
410.1 Specifics 400-8
410.2 Eligibility 400-8
410.3 Criteria 400-8
410.4 Requesting/Processing Recognition 400-8
410.5 Program Modification/Suspension/Termination 400-9
411 — Performance Evaluations 400-9
412 — Personnel Records 400-9
413 — Employment of Relatives 400-10
5 500 STANDARDS OF CONDUCT
501 — General 500-4
502 — Personal Appearance and Image 500-4
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503 — Off-Duty Conduct 500-5
504 — Contacts with the News Media 500-5
505 — Personal Visitors 500-5
506 — Parking 500-5
507 — Conflicting Outside Activities 500-6
507.1 Moonlighting 500-6
507.2 Political Activities 500-6
508 — Quality of Work 500-6
509 — Confidentiality/Public Records 500-7
510 — Research & Development 500-8
511 - Security of Personal and County Property 500-8
512 — Use of County Resources 500-9
512.1 General 500-9

512.2 County-Issued Cell Phones/SCAN Card Numbers/Pagers 500-10

512.2.1 Specifics 500-10

512.2.2 Issuance Standards 500-11

512.2.3 Acquisition Standards 500-11

512.2.4 Usage Standards 500-11

512.2.5 Additional Restrictions 500-12

512.2.6 Monitoring 500-12

512.2.7 Compliance 500-12

512.3 Electronic Communications 500-13

512.3.1 Specifics 500-13

512.3.2 Property of Grant County 500-14

512.3.3 Monitoring 500-15

512.3.4 Personal Use 500-15

512.3.5 Copyrights 500-15

512.3.6 Security 500-15

512.3.7 Prohibited Uses 500-17

512.3.8 Netiquette 500-18

512.4 Computer Usage 500-18

512.4.1 Specifics 500-18

512.4.2 Security and Monitoring 500-19

512.4.3 Site Access — Federal/Other 500-20

512.5 County Electronic Payments, Card Usage 500-21

512.5.1 Specifics 500-21
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STANDARDS OF CONDUCT (Cont’d)
512.5.2 County Procurement/Credit and Travel Card 500-22
Program/User Agreements
512.5.3 Acceptance of Electronic Payments by the County | 500-27
512.5.4 Creation/Issuance of Pre-Paid Cards 500-29
512.6 Asset Inventory 500-31
512.6.1 Specifics 500-31
512.6.2 Responsibility of EOs and DHs 500-31
512.6.3 Acquisition of Assets 500-32
512.6.4 Inventory Account Classes 500-32
512.6.5 Inventory of Assets 500-33
512.6.6 Identification of Property 500-34
512.6.7 Valuation of Assets 500-35
512.6.8 Capital Leases 500-35
512.6.9 Disposal of Assets 500-36
512.6.10 Depreciation 500-37
512.6.11 Real Property 500-37
512.7 County Mail Services 500-37
512.8 County Motor Vehicles/Use of Personal Vehicles for County | 500-38
Business
512.8.1 Specifics 500-38
512.8.2 County Owned Vehicles 500-38
512.8.3 Use of Privately Owned Vehicles for County 500-38
Business
512.8.4 Driver’s License Requirement 500-39
512.8.5 Report of Accidents 500-40
512.8.6 Traffic Tickets/Parking Violations 500-40
512.8.7 Fuel 500-40
513 - Gifts & Loans 500-40
514 - Solicitation 500-41
515 — Tobacco Use 500-41
516 — Drugs and Alcohol 500-41
516.1 Specifics 500-41
516.2 Prohibitions/Violations 400-42
516.3 Use of Prescription and/or ‘Over the Counter’ Medications 500-42
516.4 Self-Recognized Substance Abuse 500-42
516.5 Substance Abuse Testing 500-42
516.6 Substance Abuse Testing Procedures 500-43
516.7 Employer Conducted Searches 500-46
517 — Privacy 500-46
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518 — Social Media 500-46

518.1 Specifics 500-46

518.2 Definitions 500-47

518.3 Procedure 500-48

518.3.1 Authorization for County Business Use of Social 500-48

Media

518.3.2 County Business Usage Standards 500-49

518.3.3 Statutory and Other Usage Standards/Materials 500-50

518.3.4 Social Media Content Ownership 500-50

518.3.5 Compliance/Non-Compliance 500-51

519 — Workplace Rules (General) 500-51

520 — Corrective Action/Discipline 500-54

521 — Location of Policy 500 Forms, Ordinances, Etc. 500-56

6 600 COMPENSATION
601 — Salary Classification 600-1
602 — Classification Evaluation Process 600-1
603 — Reclassifications 600-2
604 — Qut of Class Pay 600-2
605 — Pay Increases 600-2
606 — Longevity Pay 600-3
607 — Payroll 600-3
608 — Payroll Deductions 600-4
609 — Garnishments/Wage Assignments 600-4
610 —Hourly Rates for Temporary Employees 600-4
611 — Compensation Upon Separation 600-5
612 — Prohibition Against Severance Pay 600-5
7 700 HOURS AND ATTENDANCE

701 — Hours of Work 700-2
702 — Overtime 700-2
702.1 Overtime Accrual 700-2
702.2 Exceptions to Overtime Eligibility 700-3
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HOURS AND ATTENDANCE (Cont’d)

703 — Compensatory Time 700-4
703.1 Compensation for Overtime 700-4
703.2 Comp Time Use 700-4
703.3 Comp Time Maximum 700-4
703.4 Exceptions to the Comp Time Maximum 700-5
703.5 Comp Time Payout 700-5
703.6 Possible Variance 700-5

704 — Call Back 700-5

705 — On-Call 700-6

706 — Time Records 700-6

707 — Attendance and Punctuality 700-6

708 — Emergency Conditions/Inclement Weather 700-7

709 — Meal and Rest Periods 700-8

710 — Reasonable Break Time, Nursing Mothers 700-8

711 — Unauthorized Work 700-9

712 — Exempt Employees 700-10

8 800 | LEAVE & HOLIDAYS

801 — Annual Leave 800-3
801.1 Specifics 800-3

801.2 Annual Leave Accrual 800-3

801.3 Annual Leave Use 800-4

801.4 Annual Leave Maximum 800-5

801.5 Exceptions to Annual Leave Maximum 800-5

801.6 Annual Leave Pay Out 800-5

801.7 Variance(s) 800-5

802 — Sick Leave 800-5
802.1 Specifics 800-5

802.2 Sick Leave Accrual 800-5

802.3 Sick Leave Use 800-6

802.4 Sick Leave Maximum 800-7

802.5 Sick Leave Pay Out 800-8

802.6 Insurance Coverage 800-8

802.7 Retaining Rights to a Position during Extended Leave 800-8

802.8 Variance(s) 800-9

803 — Sick Leave Donation 800-9
803.1 Specifics 800-9
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LEAVE & HOLIDAYS (Cont’d)
803.2 Donation Process 800-9
803.3 Sick Leave Donor Eligibility 800-10
803.4 Sick Leave Recipient Eligibility 800-10
803.5 Requirements for Receipt 800-10
804 — Qvertime and Comp Time 800-11
805 — Extended Leave-of-Absence 800-11
806 — Leave Without Pay 800-12
807 — Civil Leave 800-12
808 — Administrative Leave 800-13
809 — Military Leave 800-13
810 — Family & Medical Leave Act (FMLA) 800-14
810.1 Specifics 800-14
810.2 Definitions 800-14
810.3 Eligibility 800-18
810.4 Procedure 800-18
810.5 Covered Leave 800-19
810.6 Employment Status and Benefits During Leave 800-19
810.7 Employment Status After Leave 800-20
810.8 Use of Paid Leave and Leave Without Pay 800-20
810.9 Intermittent Leave or a Reduced Work Schedule 800-21
810.10 Certification of a Serious Health Condition 800-21
810.11 Certifying and Verifying Active Duty (Qualifying Exigency) 800-22
Leave
810.12 Certifying and Verifying Military Caregiver Leave 800-23
810.13 Procedure for Requesting Leave 800-24
810.14 Fitness for Duty Certification 800-25
810.15 Key Employee Provision 800-25
810.16 Other Helpful Information 800-25
811 — Family Care Act 800-26
812 — Family Leave Act (aka Pregnancy Disability Leave) 800-26
813 — Parenting Leave 800-26
814 — Leave for Victims of Domestic Violence, Sexual Assault, and 800-27
Stalking
815 - Volunteer Firefighters, Reserve Officers, Civil Air Patrol 800-27
Members’ Leave
815.1 Specifics 800-27
815.2 Definitions 800-27
816 — Bereavement Leave 800-29
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LEAVE & HOLIDAYS (Cont’d)
817 — Paid Holidays 800-29
817.1 Specifics 800-29
817.2 Holiday Pay 800-29
817.3 Designated Holidays 800-31
818 — Unpaid Holidays for Reasons of Faith or Conscience 800-32
819 — Leave-of-Absence for Part-Time and Temporary Employees 800-32
9 900 BENEFITS
901 — Medical/Dental/Vision/Life Insurance 900-1
902 — Flexible Benefits Plan 900-2
903 — Continuation of Health Insurance Benefits (COBRA) 900-3
904 — Retirement Program (PERS & LEOFF) 900-3
905 — Deferred Compensation Program 900-3
906 — Worker’s Compensation 900-4
907 — Social Security 900-4
908 — Unemployment Compensation 900-4
909 — Credit Union 900-4
910 — Automatic Deposit 900-5
911 — Employee Assistance Program (EAP) 900-5
912 — Benefits for Temporary Employees 900-5
10 | 1000 | LEAVING GRANT COUNTY (SEPARATIONS)
1001 — General Information 1000-1
1002 — Work Reductions/Call Back 1000-2
1003 — Re-Employment 1000-2
1004 — Benefits 1000-2
1005 — Resignation 1000-2
1006 — Retirement 1000-3
1007 — Termination of Employment 1000-3
11 1100 | HEALTH, SAFETY & SECURITY
1101 - Introduction 1100-2
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HEALTH, SAFETY & SECURITY (Cont’d)
1102 — Reporting Process 1100-3
1102.1 Empowerment of Employees in the Event of an 1100-3
Emergency
1102.2 Employee/Supervisor Required to Timely Complete 1100-3
Reports
1102.3 Two Types of Mandated Reporting 1100-3
1102.4 Incident/Accident and Employee Injury Reporting 1000-3
Procedures
1102.5 Risk Management & Employee Injury Forms Locations 1100-5
1103 — Security Policy & Procedures 1100-6
1103.1 Security Concern Contacts 1100-6
1103.2 Employee Identification Badges 1100-6
1103.3 Security-Related Building & Facilities Matters 1100-8
1103.4 Workplace Violence 1100-9
1103.5 Firearms and/or Dangerous Weapons 1100-10
1103.6 Additional Courtroom Prohibitions: District, Juvenile & 1100-12
Superior Court
1103.7 Unattended and/or Suspicious Items/Packages 1100-12
1104 — Safety Policy & Procedures 1100-13
1104.1 Specifics 1100-13
1104.2 Grant County Central Safety Committee and Contacts 1100-14
1104.3 Fire/Emergency Procedures 1100-15
1104.4 Blood Borne Pathogens 1100-16
1104.5 Grant County Emergency Management Department 1100-16
1105 — Health Matters 1100-16
1105.1 Specifics 1100-16
1105.2 Employee Health Resource Information 1100-17
1105.3 Insurance Committee 1100-17
1105.4 Contagious Temporary llinesses 1100-17
1105.5 First Aid 1100-17
12 1200 | TRAVEL, TRAINING & EXPENSE REIMBURSEMENT
1201 — Motor Vehicle Use 1200-2
1201.1 Specifics 1200-2
1201.2 County Owned Vehicles 1200-2
1201.3 Privately Owned Vehicles 1200-3
1201.4 Driver’s License Requirement 1200-4
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TRAVEL, TRAINING & EXPENSE REIMBURSEMENT (Cont’d)
1201.5 Reports of Accidents 1200-4
1201.6 Drug Testing After Vehicle Accidents 1200-5
1201.7 Traffic Tickets/Parking or Moving Violations 1200-6
1201.8 Fuel 1200-6
1202 — Travel Authorization & Expense Reimbursement 1200-6
1202.1 Specifics 1200-6
1202.2 Policy Definitions 1200-7
1202.3 Travel/Expense Authorization 1200-8
1202.4 Health and Safety of Travelers 1200-9
1202.5 Authorization for Reimbursement 1200-9
1202.6 General Rules 1200-10
1202.7 Transportation Costs 1200-11
1202.8 Lodging Costs 1200-12
1202.9 Miscellaneous Expense Reimbursement 1200-13
1202.10 Meal Reimbursement 1200-14
1202.11 Professional Memberships/Licenses 1200-15
1202.12 Appointed Boards, Commissions, & Special Speakers 1200-15
1202.13 Non-Reimbursable Personal Expenses 1200-15
1202.14 Travel Expense Advances 1200-17
1202.15 State of Washington Travel Policy or County Policy 1200-18
1203 — County Travel Card Program 1200-18
1203.1 General 1200-18
1203.2 See Policy 500, Section 512.5 for Specifics 1200-18
13 1300 | DISCIPLINE/CORRECTIVE ACTION
1301 — Purpose 1300-2
1302 — At Will Status 1300-2
1303 — Responsibilities of Employees 1300-2
1304 — Responsibilities of Supervisors, Managers and Directors 1300-2
1305 — Responsibilities of Human Resources Department 1300-2
1306 — The Steps of Progressive Discipline 1300-2
1307 — Coaching & Counseling 1300-3
1308 — 1°*' Warning 1300-3
1309 — 2" Reprimand 1300-3
1310 — Suspension Without Pay 1300-4
1311 — Discharge From Employment 1300-4
1312 — Additional Information 1300-4
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DISCIPLINE/CORRECTIVE ACTION (Cont’d)
1312.1 Pre-Disciplinary Meeting 1300-4
1312.2 Paid Administrative Leave 1300-5
1312.3 Performance Improvement Plans 1300-5
1312.4 Name-Clearing Hearings 1300-5
14 1400 | GRIEVANCES OF ALLEGED POLICY VIOLATIONS
1401 — The Difference Between a Grievance and Reporting Concerns | 1400-1
1402 — Grievance Procedure 1400-2
15 1500 | GENERAL FINANCIAL POLICIES
1501 — General Overview and Goals 1500-2
1502 — Definitions 1500-3
1502.1 Capital Outlay 1500-3
1502.2 Capital Assets 1500-3
1503 — Procedure 1500-4
1503.1 General Policies 1500-4
1503.2 Revenue Policies 1500-5
1503.2.1 General Revenues 1500-5
1503.2.2 Fees and Charges 1500-6
1503.2.3 Grants and Gifts 1500-6
1503.3 Expenditure Policies 1500-7
1503.4 Operating Budget Policies 1500-8
1503.5 Accounting Policies 1500-9
1503.6 Capital Management Policies 1500-11
1503.6.1 Capital Facilities Plan 1500-11
1503.6.2 Capital Asset Plan 1500-11
1503.7 Capital Outlay Budgeting 1500-11
1503.7.1 Current Expense (General Fund) 1500-11
1503.7.2 Special Revenue Funds, Internal Service 1500-12
Funds, and Proprietary Funds (outside of
Current Expense)
1503.8 Purchasing Approval Thresholds 1500-12
1503.8.1 Current Expense/General Fund Purchases 1500-12
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GENERAL FINANCIAL POLICIES (Cont’d)
1503.8.2 Special Revenue Funds, Internal Service 1500-12
Funds, and Proprietary Funds Purchases
1503.9 Debt Policies 1500-12
1503.9.1 Purchase and Overview 1500-12
1503.9.2 Capital Planning 1500-12
1503.9.3 Legal Governing Principles 1500-13
1503.9.4 Roles & Responsibilities 1500-13
1503.9.5 Ethical Standards Governing Conduct 1500-14
1503.9.6 Types of Debt Instruments 1500-14
1503.9.7 General Requirements 1500-16
1503.9.8 Limitations on General Obligation Debt 1500-16
Issuance
1503.10 Financial Communication Policy 1500-18
1503.11 Governmental Bonds Post Issuance Compliance 1500-18
1503.11.1 Specifics 1500-18
1503.11.2 Procedure 1500-19
1503.12 Investment and Cash Management Policies 1500-26
1503.13 Reserve Fund Policies 1500-26
1503.14 Enterprise Funds 1500-28
1503.15 Equipment Rental & Replacement Fund 1500-29
1503.16 Additional Reserves 1500-29
16 1600 | OTHER COUNTY OPERATIONS/PROCEDURES
1601 — Municipal Research and Services Center (MRSC) Roster 1600-1
Bidder Eligibility
1601.1 Specifics 1600-1
1601.2 Procedure 1600-1
1601.2.1 Bidder Eligibility, Small Public Works 1600-1
Projects
1601.2.2 Respondent Eligibility, Consulting Services 1600-2
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