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15 a chapter in the Clzllan County Code. (C.C.C.)

BE ¥T ORDAINED BY THE BOARD OF CLATIAM COUNTY COMATSSIONERS:

's Deputy

08.010. Purpose. The purpoze of this chapter is to
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N Jestablich and raintzin a personnel system which will assure that re-
cruitment, selection, promotion, retention and separaiion of County

enployces shall be tozed on merit and Titness and chall provide for a
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The specific objectives of the personnel system shall include, but

County career servics

not be limited to the following:

(1) Recruiting, selecting and promoting employees on the basis of
their ablllty, knowledge and skills, including open consideration of

quallfled aprplicants for all vecant positions;

(2). Recruiting, selecting and promoting employees in accordance
with the spirit and rules of the County's Affirmative Action Program, as
adopted Sept. 18, 1975; I o S S

(3) Ensuring that positions in the classified service are placed in
the ‘aprropriate classification, so that positions which share fha sané or
51m11ar duties and reSPOnalbllltles and require essentially the same or
51m11ar'recru1t1nﬁ and selection crlterla receive the approprlate com-

-pengatlon,

(h) Reraining compeultlve with other publlc and prlvate employers
1n the appropriate labor market;

(5) Ensuring fair treatment of applicants and employees in selec-
tlon, promotion, tralnlng and all other aspects of personnel adnlnlstra—w
tlon, in accordance with the non-discrimination principles of the Clallam
Gounty Home Rule Charter, Artlcle X, Section 10 30;

(6) ”ralnlng employees, as needed to ensure hlgh quallty perfor—'

mance.

(7) Retalnlng employees.on the baals of the adequacy of thelr
perfqrmance, correctlng 1nadequate performance, and separating employees

whose inadequaté performance cannot be corrected; and,

(8) Ensuring that employees are protected against coercion from
partisan political purposes and are prohibited from using their official
authority for the purpose of interfering with or affecting the results

of an election or a nomination for office,

c.C.C. 3.08.020. Applicability. The personnel system herein de-

fined shall only apply to the classified service unless specific refer-
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used in this chapter shall, unless the context clearly 1ndlcates other—- :

“to duties and respons1b111t1es to warrant the use of the same class

 title, quallflcatlon ‘requirements, exanlnatlons, and. my grades.

ence is nade to the unclassified service.

C.C.C. A3.08.030. Exemption for Elected Official's Deputy.

(1) Each elected County officizl shall desi “a+e, by January 15
of each calendar yeaxr, one (1) other terson in hls/her office, who shall
be either a first deputy or administrative assistant, and who shall be

exenpt fron the personnel systen,

(2) Such des1gnatlons shall be ratified by the Board of Comm1551on—'"

ers by resolutlon.

(3) If an elected official fails to make his designation by Januaiy
15, then the designation nay be rade by the Board, by resolution. »

(4) If a person d851gnaued under the terms of this section shall
leave the County employ during a calenda_ year, then the elected County
official shall designate such deputy's successor or another persqnwln the
elected'official's office.as the person who shall be exempt, all ﬁithin
fifteen (15) days of the separation, and, failing that, the designation E

- may be made by the Board, by resolution.

©-€.C.C.  3.08.040. Definitions. The following words and phrases as

wise, have the meanings as follows:
- (1) "Board". The Board of Clallam Coﬁnty Commissioners. - 7

(2) "Class". Positions which are sufficiently alike with~fespect

(3) "Classified service". All positions in County employ except

those included under "unclassified service" as defined herein.

(4) "Director". The Director of the Personnel Department of
Clallam County.

(5) "Manager". An elected official or department head.

(6) "Personnel policies and procedures”. Rules and regulations

for administering the personnel systen, including sections on employee
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selection, classification,. salary administration, employee developnent,
performance improvement system, disciplinary action, termination,

,,grfevanco procedures, and personnel records management.

(7) "Position description”. A statement of dut 1ea reguired of the
individual positions. that compose a classification, providing information
about position duties, responsibilities, skills, and relatlonshlps with

other-p051olons.

(8) "Regular full-time employee”. An employee who is not serving
a"probationary period, ahd who is emﬁiéyéq on a perménent, annual basis,
requiring work on a regulai schedule of at least thirty-five (35) hours
per week. o '

(9) "Supervisor". A position in the classified or unclassified
service with the responsibilities and authority as set forth under C.G.C{'

3 08.050 (»).

‘ - (10) "Unc1a531f1ed sexrvice". All pos1t10ns in the County employ
yhich are filled by (a) Temporary and contract employees; (b) Volunteer
members of boards and commissions appointed by the Board of Comm1531oners, f
(c) ‘Elected County'offlcers and one (1) other person in their offlce who .
shall be either the first deputy or administrative assistant as desig-_-
nated by such officer or by the Board, purstant to C.C.C. 3.08.030; and,
(d) A1l reserve employees unless revularly employed, and such other en-
ployees as may be de31°nauel by state or federal law or regulatlon.

e.c.0. 3. 08'0'50. PérSonnel Administration:

(1) The Board of County Comnlss1oners shall have the final re~
pon51h111ty and authorlty in all matters affecting personnel admlnlstra—
tion, and sh;ll adopt. by pegolutlon, pergonnel policies and vrocedures.
Prior to the adontion of such policiesand procedures, managers shall bé h
afforded the onportunity to review and comment.

(2) The Personnel Director shall have the responsibility and
authority to:

(a) Within one (1) year of the effective date of this chapter,
prepare and recommend to the Board for approval personnel policies and
procedures which are responsive to the needs of management,and after
adoption prepare and recommend to the Board for appfoval changes in the

personnel policies and procedures as necessary or ds required by the provisions

of this chapter;
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their adoption by the Board;

(c) Bstablish and maintain a roster of all employees in the
County service, which shall include the class title, mmy, and other per-

tinent data; =

(d) Develop and recommend to the Board for approval, and ad-
minister, in cooperation with elected officials and derartment heads,
afflrmatlve action programns to provide for equal opportunity in all as-

pects of County personnel admlnlstratlon,

(e) Develop and recommend to the Board for app“oval and ad—
' minister, a safety management program for managers, supervisors and

employees;

" (£) Investigate, from time %o tlne, and as may be requested
by the Board, the operation and effect of the personnel pollCles and pro~ v‘

cedures, and report findings and recowmendatlons to the Board,

(g) Prepare and recommend to the Board for anproval such forn\
as may be necessary to admlnlsber the personnel policies and procedures;

and,

(h) Prepare an annual repo*t OL parsonnel system accompllsh-;

ments and deflclenC1es for review by the Board.
(3) Managers shall have the respon31b111ty and authorlby to:

_ (a) Appoint, w1th tbe approail of the Board, em;ﬂoyees tor
p031t10ns within their respectlve offices and departnents in accox dance;

wlth establlshed personnel policies and procedures,

(b) -‘Administer provisions of the labor contract and the
personnel policies and procedures in their respective offices and depart-

nents and delegate such authority to supervisory personnel;

_(c) Recommend to the Personnel Director or the Board changés

in the policios'and rrocedures to improve the personnel system; and,

(a) Keep employees in their office and departments informed of

current personnel policies and procedures.

—5-




(4) Supervisory personnel shall, to the extent that managers dele-

gate the authority, have the responsibility and authority to:

(a) fﬁrticipate with the manager in the personnel administra-
tion process;

(b) Enfoxce provisions of the labor contract and personnel

policies and procedures;

(¢) Recommend to the manager initially, or if necessary to the
Personnel Director, or the Board changea in the personnel policies and
procedures; and,

(d) Perform first 11ne sunerV1sory and other functlons.
(5) Employees shall have the respon31b111ty and authority to:

(a) Read, undeTstand and carry out prov1swons of the person— .
nel policies and procedures as approprlate, and prov151ons of the collec~-

tlve bargaining agreement, and,

(b) Recommend changes in the personnel policies and procedures to
the appropriate supervisor or madager initially, or if necessary to the Board.

Board.

:fQC.C.C..JZBQGB;OGb; 'Selection. The personnel poiicies and ﬁrocedures
sheil inelﬁde Irovisions for the conduct of an acti%e’recruitment‘prograﬁ
designed to neet current and prOJected manpower needs, 1nc1ud1ng prov1~
31on5f&eallng w1th the follo&1ng.

(1) Job vacan01es shall be fllled throuﬂh open competltlve selectlon.

(2) Every‘person,app01nted to a,p031t10n 1n the c1a351f1ed serv1ce
will.serve~a prdbatlonary'perlod of a mlnlmum of three (3) months and not -
1onger then elghteen (18) months based on the-probatlonary perlod for

each class as established by the personnel policies and procedures,

(2) At any time during the yprobationary period, any person
may be terminated by the manager for sufficient cause, including unfit-

ness or unsatisfactory performance.

(v) Each employee shall be evaluated by his immediate super-
visor thirty (30) days prior to the completion of the initial and any

—6-
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for the positioh.

_ clud:mg prov:nsr_r_ons dealing mlth the follom ng.

't:r.an m.th CldSSlfl@.thn. SIECZI_fl(aulODS unen developu_ng _}ob announcemonts.

hm—sﬁall ‘be v.pdated a.t Ieasf: am'maIIy

' a.cc:m.ately descnbe the work in a partlcular orga.nlza.tlona.l un::.t ma.y be

extended probationary period. The enployee must have a satisfactory evalu-

ation in order to achieve regular status. The supervisor's evaluation shall
be reviewed by the probationary period employee and the manager, and copies
of the evaluation shall be given to the employee and the Pergonnel Director.

The employee ray attach his written comments to any such evaluvation.

{c) The protationary period for promotional appointments and
traxisfe:x:s may be shorter than the established probationary period for each
class. If such employees do not receive a sa.tlsfa.ctory evalua.tlon for tnel:r: 7 ‘
respectlva pr:o'ba.tlona:r:y penods, tbey sba]l be reinstated in then: fomer o

poe.z.tlons.

(3) Promotloml selectlon shall be open to the general publlc and

to all County employees v_fho meet the prescrlbed minimum qualifications

S @.0.0.  3.08.070. Position Description. The personnel policies and

procedxmes shall mclude p:cnsn.ons dealing wfc.h pc)sn.t: on descrlptlon, in~ - o

(I) Posn,tlon descriptions shall };ronde the basis by which POal.thIlS
are: class:.flefl, ;gx:ccsuan.t to C.C.C. }.(}8 GSO and shall be u.;efl in congunc-—_

L. Tl "_—-—\

(ZI Plrs:r.t:on dosc:rlptlon changes I:a.y be recommended 'by employees,

:magers, and. tha Personnel DJ_‘rector to the a.pproprla'te sSupervisor or '

‘ma.nager, or the B'oa.rd, based upon Cha-ns°s in posrtlon duties, responsl—"'“ o

b.i}it:nes, sk:.lls and. relatlonshlps ith other POSl.tZLOIlS. POSl'thIl descrlp— e

(3)’ Ho:r:k:mg t:.tles 'w.sed upon pos:Ltlon descnptions whlch more
used on all official correspondence if approved by a manager.

C.C.C.  3.08,080. Classification. The persomnel policies and pro-

cedures shall include provisions for the classification of personnel,

including provisions dealing with the following:

- (1) All positions in the classified service s%llﬂlf énf\ﬁeg in

-7~ ~lallam County Commissioners
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classes based on their sinilar duties, authority and responsibilities.
‘ Each classification shall have a description which shall set forth a class
title, a statement of dut1 es, authority and respons ivilities, and a state-

ment ot “the nan.nun recruitment and selection criterisa,

- (2) Changes inl tlassification may be recommended by employees,
nlanagers or the Personnel Director to the appropriate supervisor‘ or - -
. manager, the Personnel Director, or the Board, based upon changes in
_ duties, authorlty, respons:.bllrtles and qua.llflca.tlons. Classzflcatlon )
. '“descrlptlons shall be updated at least annually.

_ (3) Prior to the crea,tlon of a new position, such posi‘bien must
be classified in accordance with the provision of subsection (1) of this

section. Requests for new positions by managers should comply with the

Areqm:reme'nts of G.’C.d. 5.16;_ ‘

" (4) Class titles ant class code numbers will be used in all per—

o ’son;léﬂ.‘y budgef and fihanci__e_l.i‘ecords..

a.nd. pr:oced.u‘res shall include pcons:.ons for a system of salary adm:LnJ.—-

f . _ ¢.C.C.  3.08.090. S«J_a:rv Admmstra.tlon. The rersonnel pollcles
. stm’ca.on wh:Lch willzs

(I) Ass:.st ‘l:he Courrty to recruﬁ: and re’c.a.ln employees and to be
. co:npetltlve mth other publlc a.nd private employers for 51m11ar classi-

- flca,tlons or work in Jche a.ppr:o;m'la.te labor ma:rket(s)

':'(2) E‘nccurx:age ftiLl performance by employees, and

(3) Pcovide mcentlves for super:x_or performance by employees.
o C;C.C. j;08.1100. Emplovee Development. The' iiersonnel poiicies
and I_Irocedures shall include provisions for promoting employee develop-

ment, including sections dealing with the following:

(1) Newly hired employees will receive orientation to the County
by their managers and the Personnel Director. Orientation shall be con-

ducted according to the personnel policies and procedures.

. (2) To facilitate County career advancement, the Personnel Director

__8__ OQLG‘IIIAly
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. &Irectlnv requests throuoh the Personnel Dxrector to the Board of County

will be reasonably available to (a) work with the employeé and determine
the employee's desired County career rath; (v) assess the employee's past
and present job-related skills; (¢) recommend skill requirements of the
Counuy career goals; and, (d) recomnend education, training, or experierce
appropriate for the em;&o"ee to follow in schievement of County career

objectives.

:"7(3) At least ohce each year, the Personnel Director will preiare or

~ revise a training resource ‘manual 1lsu1nv training oppqrtunities, along

_ wziirzxxxrmmen&atlons on the quality of course-contert and 1nstruct10na1 ;

staff. This manual will be dlstrlbuted to managers for use in 1mprov1ng"'
their enployees skllls.~ ' -

C@) Managers will 1denu1fy tralnlng needs of employees and propose s
ihe allocatlon of’funds in_their budget for fraining purposes. Nanagers
shall submlt reqpests 1n advance-far ewPlogees to aitepd tralnlng se531ons,

N

: GammlSSIOnﬁrs“ REQPEStS will te on fbrms Pmepared by the Personnel Dlrector»‘i—f"'

,,sw. = - -

Hc:Cbunty'emyaoyee w111 be relﬂbursed and no County‘funds w1ll :

be;exyep&ed.fcr'fees;and exyenoes fbr'a-trainanm se531on—whichrls HOb TR R

'1;“ C}C C} - 3 08.110. Perforn,nce Innrovemen& Svatem. The personnel

p011c1es an&’procedures shall 1nclude—grov151on~ fbr'a perfornance 1mprove~f*

WSIS’C'E’"‘ Vﬁi"h R il .‘ SN ANl b ST

_::-..».

- =€1) Ehcouxagg gpalltz_serv1ce»tc the publlc au the leagt 29531b1e .7?"

- ff(z) Enccnrage managers, superv1sors, and employees to develop work B
p&ans “that relate to the goals, ObJGCthES and Jrograms of thelr respect—
tive departments;

(3) Assist in motivating and developing employees to their fullesﬁ
potential; '

(4) Encourage the support and involvement of all employees in the

system;

(5) Encourage open communication between managers, supervisors and
| - ORIGINAL |
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emnployees;
‘ (6) Establish an enployee sugzestion system; and,

(',7) Provide for evaluating the performance of employees with regard
to: ' .
(a.) Identifying performance deficiencies objectively and cor-

recting those deficiencies;
(b) Retaining or dismissing employees;
. S (c) Identifying ‘promotiAona.l potential;
| (d) Ident.ifying training needs; ahci,

(e) Providing a basis for determining incentive awards..

€.C.C.  3.08.120. Disciplinary Action. The personnel poliéies and

procedures shall include provisions for dlsc1p11na1:y actlon, Whlch pro-

-v:,_slons shall be: _' _ . T o ‘ L

(1) Constructive: Supervisors should come %o an understanding about

. the causes and/of reasons for an enployee's .deficienci es, attempt to cor-
:cec’c those def1c1enc:1es and restore the enployee to a productive and posi-

"' - 'tlve employment s’catus, and, _ o : I

(2) Progressive: Dlsc1p11ne will normally bcwln with an oral repri-
mand or wa.rnlng. a.nd, when the circumstances of serarate incidents wa:cra.nt,
proceed to wrltten reprlmand suspensmn fron work without Ry, or denotlon
in sta.’cus, and flnally, dlscha.rge fron County employnen’c A severe inci- .
dent of msconduct ma.y requlre severe dlsclpllnary mea.su:res such as immediate

’ dlscha:cge and may not necessarlly be preceded by lesser forms of 61501p11na.ry

action; a.nd,

(3) Lawful: Disciplinary procedures shall not violate any provisions
of law. ‘ v

C.C.C. 3.08.130, Termination. The personnel policies and procedures

shall include provisions for termination including provisions dealing with
the following:

(1) It shall be the policy of the personnel system to adhere to merit
~10-
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principles in the separation of employees from County service. Managers
will base their separation decision on relative merit, and shall give
consideration to employee senworlty in the County service only where the

employee’s qualiflcablons and abilities are relatlvely egual,

When faced ¥ith certain lay-offs, the manazer will make a reason-
able effort to 1ntegrate employees into anather department by transfer, -
subject to the approval of the other ‘department's: mana*er.

(2) In order to resign in good standing, an employee nust glve the

manager at least two (2) weeks' written notice, or obt aln approval for a

- shorter period before separation,

(3) Exit interviews with all employees leaving the County service
should be conducted by the Personnel Director regardless of length of

serv1ce, p051t10n, or the~c1rcumstarces of separatlon.

C.C.C., - é 08.1L0. G*:Levancn Procedures. The per*onnel policies and

rrocedures shall include provisions for grlevance procedures for bargain-

- ing unit employees, which procedures shall be as establlshed under bargaln—

1ng unlt.contracts

¢.c.C. 3.08. 150. Personnel Reccrde M;ﬁaeeﬁent Tne-reisonnel

policies and procedures shall include provisions for personnel_records IR

management "' T T T '3-,‘.

C C.C. _v3'08”160 Severablllty. If any sectlon, sub—sectlon, o

Lfraragnaph sentence, - clause, or phrase of this chapter-ls for any'reaeon RS

held to be invalid or unconstltutlonal such 1nva11d1ty or-unconstltue‘
tionality shall not affect the validity or constltutlonall'ty of the )
remaining portions of this chapter; it being herein expressly declared
that this chapter and each section, sub-section, yaragraph, sentence,
clause and phrase thereof would have been adopted irrespective of the
fact that any one (1) or more other section, sub-sections, paragraphs,

sentences, clauses, or phrases be declared invalid or unconstitutional.

ADOPIED this /3= day of Decesmber ', 1977.
| ~ ORIGINAL
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BOARD OF CLALLAM COUNTY COMMISSIONERS

Howard V. Dohnrty, Jr., C frman

ch& Lotzgesell

MWW

Ronzld N. Richards

ATTEST:

PR

{ : ’ e
Alice C., Thorne, Auditor
and Clerk of the Board

Ordinande No, - 1977
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