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GENERAL PROVISIONS

AUTHORITY AND APPLICATION. These Rules are to be followed by the
Civil Service Officer when administering the Personnel System applicable to
Civil Service employees. These Ruleswill aso be followed by the Civil Service
Commission when hearing appeals and when making initial administrative
decisions.

PURPOSE. These rules govern the continuing administration of the Civil
Service System of the City of Bremerton. The purpose of these rulesis to assure
that the Civil Service System in Bremerton is administered in accordance with
the Bremerton Charter and ordinances of Bremerton, and that all proceedings
before the Commission are conducted within an orderly, fair and timely manner.

PRESUMPTION OF VALIDITY. The Civil Service System implemented by
these rules substantially accomplishes the purpose of RCW 41.08 & 41.12.
Variation from state models are based on loca conditions and are intended to
maintain the purposes of Civil Service Systems. merit selection, tenure, and an
independent Civil Service Commission. These Rules are presumed to be valid
and shall be upheld unless they do not substantially accomplish the purpose of
the state law as it gppliesto Civil Service.

SEVERABILITY. If any provision of these Rules or the application thereof to
any person or circumstance is held invalid, such invalidity shall not affect other
provisions or applications of these Rules which can be given effect without the
invalid provision or application, and to this end, any section or word is declared
to be severable.

A. EMPLOYEES COVERED BY THESE RULES. All postions in
municipal government except for positions exempted by the City Charter
(see Appendix A), positions designated as partialy exempt pursuant to
Rule 1.09C, and positions classified as exempt pursuant to the
Commission's authority set forth in Section 31 of the Charter are subject
to these Rules and the jurisdiction of the Commission; provided,
however, that certain employees in exempt positions may be subject to
Rule 1.09C and 1.09D and if at the time the current employee was hired
to fill the position the position was a Civil Service position, and the
individual holding the position was aregular employee, the position will
not be exempt until avacancy occursin said position.



TYPES OF POSITIONS EXEMPT FROM CIVIL SERVICE
PURSUANT TO THE COMMISSION'S AUTHORITY
CONTAINED IN SECTION 31 OF THE CITY CHARTER. The
following types of positions are exempt from Civil Service;

@ Temporary positions which have a duration of not more than one
(1) year or a position which occurs, terminates and recurs
periodically.

2 All positions in the Teamster § Bargaining Unit except those in
the Police or Fire Department.

TYPES OF POSITIONS PARTIALLY EXEMPT FROM CIVIL
SERVICE. Employees separated from City employment due to an on-
the-job industrial injury or occupational disease who cannot be placed in
alimited duty position and who have been retrained under the industrial
insurance statute may be assigned work in a position utilizing their
available skills. Such a position shall be considered partially exempt in
that, with the exception of Rules #9, #10, and #11 during the hiring
process, al other Civil Service Rules shall apply to the position.

Any such proposed position shal be reviewed by the Civil Service
Officer, who shal certify to the Commission the necessity and
appropriate classification for the position. The Department Head may
appoint the employee to the position following Commission approval of
the exemption.

The Civil Service Officer shal annually certify to the Commission the
continuing need for the position. Should the need for the position cease
to exist, the Civil Service Officer shall report to the Commission and
recommend the abalition of the position.

RETREAT RIGHTSOF CERTAIN EXEMPT EMPLOYEES. Any
regular non-uniform employee who accepts an appointment to an exempt
position shall, upon being terminated or asked to resign within five (5)
years from the date of appointment be afforded options, if any are
applicable, contained in Rule 15.07. These options will not be afforded
if the employee was terminated from the exempt position for reasons
contained in Rule 19.05 or the employee fails to notify the Civil Service
Officer in writing within thirty (30) days of separation of his or her
desire to exercise these rights. Any regular uniformed employee who
accepts an appointment to an exempt position or waives the right under
these rules to be terminated for just cause, shall, upon being terminated
or asked to resign within five (5) years from the date of gppointment, be
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afforded options, if any are applicable, contained in Rule 15.03 and
15.05. These options will not be afforded if the uniformed employee was
terminated from the exempt position for reasons contained in Rule 19.05
or the employee fails to notify the Civil Service Officer in writing within
thirty (30) days of separation of hisor her desire to exercise these rights.
(Revised 06/19/19)

Nothing in this rule shall be construed to limit the power of the
Department Head to terminate an exempt employee without cause,
except exempt employees who are part of a bargaining unit which has
secured the right of employees covered by said unit to represent them in
"for cause" terminations.

EFFECT OF RULE ON UNION MEMBERSHIP. A position which
is exempted under this Rule is not necessarily excluded from a
bargaining unit. This Rule has no effect on a determination of whether a
position should be in abargaining unit.
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ADMINISTRATION AND OPERATIONS

COMMISSION-MEETINGS-QUORUM . In the necessaryconductof its

work, the commissionshall meeton the fourth Tuesdayof eachmonthat 5:30

p.m.unlessthereis no pendingbusinessequiringcommissionaction. Notice
of specialmeetingsshallbe providedasrequiredby the OpenPublic Meetings

Act (Chapter42.30RCW, as amended). Two membersof the Commission
shall constitutea quorum. No action of the Commissionshall be effective
unlessa majority of thosecommissionergresentat the meetingconcur. In

the event of a tie, an absentmember shall review the record and at a
subsequenineeting,castthe decidingvote. All Commissionmeetingsshall

be openandpublic; provided,(1) atthe option of thegrievantin a disciplinary
hearing,the hearingmay be closedto the public, (2) the Commissionmay
meetin the ExecutiveSessiorasauthorizedby the OpenPublic Meeting Act

(Chapter 42.30 RCW, as amended).

COMMISSIONERS--COMMUNICATIONS . During any pending
guasi-judicial proceeding, no Commissioner shall engage in ex-parte
communicationwith opponentsor proponentswith respectto the proposal
which is the subject of the proceeding.

CHAIR--VICE CHAIR . At thefirst regularmeetingin Januaryof eachyear

the Commissionshall electone of its membersas Chair and anothermember
to serveas Vice Chair for a term of oneyear. Shoulda Chair and/orVice

Chairresignor be removedfrom the positionprior to the expirationof his/her
term, the Commissionuponappointmenbf a new member shall proceedto

the election of a new Chair and/or Vice Chair.

RULES OF ORDER. RobertsRulesof Ordershall be the final authorityon
all questionsof procedureand parliamentarylaw not otherwiseprovided by
theseRules However,with the concurrencef two commissionersuchrules
may be waived and/or modified.

COMMISSIONERS--CHALLENGE . Any challengeto a commissioner
sitting at a hearing shall be made by an interestedparty prior to the
commencementf a hearing. The challengedccommissioneshall review and
rule on the challenge prior to proceedingwith the hearing. Upon a
commissioner'sinding of causefor disqualification,the commissioneishall
take no part in the hearing.

Failure to timely raisea challengeprior to the commencementf a hearing
shall constitutea waiver of the challengeby the partyunlessjn the exerciseof
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reasonablealiligence,a basisfor challengeis unknownto a party prior to the
commencement of a hearing.

211 COMMISSIONERS--CHALLENGE--NECESSITY . If, as a result of
disqualification(s) pursuantto Rule 2.09, there is no longer a lawfully
constitutedquorum available, then by reasonof necessitythe disqualified
commissioner(sshallreturn and proceed with the hearing.

213 OFFICE 2 HOURS. The office address of the Commission is Norm Dicks
Government Center, 345 Sixth St. Suite 600, Bremerton, WA 98337-1873.
The regular office hours shall be 8:00 ath:00 pm, Monday through
Thursday

215 PUBLIC RECORDS. Public recordsof the Commissionshall be available
for inspectionandcopyingduring the regularoffice hoursof the Civil Service
Officer. Pursuanto RCW Chapter42.56and City Ordinanceno fee will be
chargedfor inspectionof public records. Inspectionwill be during office
hours in a space provided by the Civil Service Officer; under his/hei
supervision,and must be accomplishedwithout excessiveinterferencewith
the essentialfunctions of the Civil Service Officer. Copieswill be made
available at actual cosstablishedy City Ordinance.

217 RECORD OF PROCEEDINGS. The Commissiorshallkeepa recordof its
proceedings. The record of the Commissionshall not include a written
verbatimreportof proceedingsinlessordered. The Commissiomrmay retaina
court reporterto recordall or part of a proceeding. In addition,a partyto a
proceedingat his/herown expensemay havea court reporterrecordall or
part of a proceeding. Upon appealto a court, the costsof transcriptionshall
be borne by the appealingparty unlessa court of competentjurisdiction
determines otherwise.

Upon appeal or review, transcription and certification of a record of
proceedings shall be coordinated by the Civil Service Officer.

219 AVAILABILITY OF APPLICANTS, ELIGIBLES, EMPLOYEES .

A. Each applicant, eligible and employeeshall keep the Commissiol
informed, by written notice to the Civil Service Officer, of current
addressand telephonenumber,and shall report any changeof name
through marriage or otherwise.

B. Eacheligible shallkeepthe Civil ServiceOfficer informed,in writing,
regarding availability and any refusal to accept appointmentor
promotion and the reasons therefore.
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223
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COMMISSION AGENDA. Seven(7) days prior to any Civil Service
Commissiorregularmeeting,the Civil ServiceOfficer shalldistributewritten
agendago eachof the Commissionerandalsodistributea sufficientnumber
of copies to appropriate Department Heads Department Heads are
responsibldor ensuringonecopyis postedn eachlocatior seven(7) calenda
days preceding the next Commission meeting.

REPORTS--DEPARTMENT HEADS. A DepartmentHeadshall reportto
the Civil ServiceOfficer in suchdetailandon suchformsasthe Civil Service
Officer may prescribe:

A. Every appointmenttransfer,promotion,demotion, reduction,layoff,
reinstatementsuspensionjeave of absencewithout pay, return to
duty, assignment,changesof position within a class or within an
assignment title, change of title, change of compensation

B. Every separation from the service with the reasons therefore;

C. Everyrefusalor failure to acceptappointmenby a personwhosename
has been certified

PERSONNEL RECORDS. The Civil ServiceOfficer shall haveaccesgo
all personnelrecordsfor employeescoveredby theserules. The personnel
recordsfor Civil Serviceemployeesshall containthe namesof eachperson
employedin the classifiedservice the classificationof any positionoccupied,
salary received,length of service,any changesin employment,and other
pertinent information in regard tos/her record.
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3.05

3.07

CIVIL SERVICE OFFICER

APPOINTMENT . The Civil Service Officer shall be appointedby the
Mayor and confirmedby City Council. The Civil Service Officer shall be
appointedasa resultof competitiveexaminationwhich examinationmay be
eitheropento all qualified applicants,or promotionalandlimited to persons
alreadyin the service of the police, fire or other city departmentsas the
Commission may decide.

CIVIL SERVICE STANDING. TheCivil ServiceOfficer maybe subjectto
suspensionreduction,or dischargein the samemannerand subjectto the
samelimitations as are provided in the caseof membersof the classified
service.

DUTIES AND AUTHORITY OF THE CIVIL SERVICE OFFICER. In
additionto actingasthe SecretaryandChief Examinerof the Commissionthe
Civil Service Officer shall administerthe Civil Service Systemon a daily
basisin accordancewith the Civil ServiceRules The Civil ServiceOfficer
may, at his/her discretion requestthat the Commission make the initial
administrativedecisionin any matter. The Civil ServiceOfficer § dutiesshall
include but are not limited to:

A. CoordinatingCommission activities

B. Reportingto the Commissionasthe Commissiondeemsnecessaryto
ascertainwhetherArticle VI Section29 of the BremertonCity Charter
and these Ruleme being obeyed

C. Classifying all Civil Service positions in the classified service,
maintaininga schematiclist of all such classesin the classification
plan, and preparing and maintaining specifications for each class;

D. Communicating with employees concerning their rights and
responsibilities under these Rules;

E. Conducting examinationsas necessary,determining the minimum
gualification of applicants, the subjectsto be covered in each
examinationmethodsof testing,andthe relative weightsto be given
to the various parts of the examination;appointing such experts,
specialexaminersand other personshe or shemay deemnecessary;
decidingall questionsrelatingto the eligibility of applicantsreview
applicationpacketdo determineeligibility of applicantsrespondo all
guestionsarising during the courseof an examination;prepareand
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3.08

submitareportprior to andaftereachexaminatiorto the Commission
togetherwith a reporton all appealdrom rulings or appealdrom any
part of the examination;

Asking, atthe Civil ServiceOfficer § discretion,thatthe Civil Service
Commissionapprovethe use of a testing agencyto formulate and
administer certain tests accordancevith these rules

Controlling position selection procedures to provide the greatest
efficiency consistent with open and competitive appointment;

Keeping the records of the Commission and its proceedings, and making
such records available pursuant to Rules 2.15 and 2.17;

Providing proper notice of regular and specia meetings of the
Commission;

Reporting to the Commission as directed concerning the details of the
work of the Civil Service Officer;

Scheduling hearings and notifying all parties of hearing schedules;

Issuing subpoenas on behaf of the Commisson and the parties
appearing before the Commission,

Maintain records of Civil Service employees relating to selection, tenure
and termination;

Perform such other duties as the Commission may direct;

The Civil Service Officer, as an administrative function, shall update and
publish new appendices on an as heeded basis.

PUBLICATION OF CERTAIN RECORDS.

A.

The following administrative decisons made by the Civil Service
Officer pertaining to Civil Service employees shal be put in writing and
shall contain the date the decison was put in fina written form
(hereinafter called the decision date). The written decision shall aso
include a date fifteen (15) days from the decision date (hereinafter called
the "terminal appeal date"):

@ classification of positions,
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2 new or revised position descriptions;

3 examination announcements containing minimum qualifications,
designating the hiring process as promotional or open to outside
candidates, examination components and test weights;

4 provisiona appointments;

) transfers;

(6) names of individuals in aphabetical order without scores on the
register and duration of the register;

) rgection of an applicant or €igible, or debarment from
employment, or certification out of order in accordance with
Rule 11.05;

8 the exemption of aposition from Civil Service;

9 reversion rights of exempt employees;

(10)  reduction in force decisions.

The Civil Service Officer shall post decisions made pursuant to 3.08A
(1) - (6), and (8) above on a board in the Civil Service Office and
distribute a sufficient number of copies to appropriate Department Heads
who are responsible for ensuring that one copy is posted in each work
location. A current list of work locations shall be maintained in the Civil
Service Office. The following individuals shall also receive a copy of
decisions (1) - (6) and (8):

@ Shop Steward as designated by each bargaining unit;

2 Business Representative or individua designee for each
bargaining unit;

3 Individual employee who is persondly, or whose job, is the
subject of the decision.

Each Department Head, upon receiving decisions 3.08A (1) - (6) and (8),
shall stamp the day it is received and by the end of the next work day
following receipt, prominently display the decision on a bulletin board
located in each work location. The decision shall remain posted until the
terminal appeal date.

The Civil Service Officer shall distribute decisions 3.08A (7) - (9), and
(20) to the individua who is personally the subject of the decision.
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3.09

311

3.13

APPEALS FROM DECISIONS SET FORTH IN CIVIL SERVICE
RULE 3.08.

A. Any Civil Serviceemployeeadverselyaffectedby any decisionmade
by the Civil ServiceOfficer pursuanto Rule 3.08 of the Civil Service
Rulesmay appealto the Commission. Any appealmustbe filed with
the Civil ServiceOfficer by 5:00 p.m. on the terminal appealdate.
Suchnotice shall containa statemenbf 1) the specificrule(s)alleged
to have been violated; and 2) a statement of the relief sought.

B. The Commissionshall not hear an appealfiled after the terminal
appealdateunless(1) the decisionwaspostedin his/herwork location
less than fifteen (15) days and the employeedid not learn of the
decisionuntil after the terminalappealdate;(2) the employeewason
vacationor sick leave or was temporarily assignedio a work place
outsideof the departmentdid not havea reasonabl®pportunityto see
the posteddecisionand did not learn of the decisionuntil after the
terminalappealdate;or, (3) the Civil ServiceOfficer failed to sendan
individual who is or whosejob is personallythe subjectof the decisior
a written notice, or, thoughthe individual was mailed a copy of the
decision,he/shedid not reasonablyearnof the decisionuntil afterthe
terminalappealdate. If the Civil ServiceOfficer denieshe appealthe
issuewhetheror not an exceptionaboveappliesshall be placedon the
Commission agenda.

EFFECTIVE DATE OF DECISIONS MADE BY THE CIVIL SERVICE
OFFICER. Decisons (2), (4), (5), (6), (8) and (9) set forth in 3.08 and all other
decisions made by the Civil Service Officer affecting a Civil Service employee
shall be effective on the decision date and shall continue in force until and unless
the Civil Service Commission reverses the decision of the Civil Service Officer
pursuant to an appeal. Decisions (1), (3), (7), (10), (11) and (12) set forth in 3.08
above shal become effective on the terminal appea date unless there is an
appeal filed on or before the terminal appea date in which case the decision will
not be in force unless and until the Commission hears the appeal and approves
the decision of the Civil Service Officer.

REVIEW OF ACTIONS OR DECISIONS OF THE CIVIL SERVICE
OFFICER. The Civil Service Commission may review or modify any action
or decision of the Civil Service Officer. There is no other appeal or review of
actions or decisions of the Civil Service Officer except as specifically
provided in Rule 5.
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Civil Service employees covered by a collective bargaining agreement may
also have access to contractually defined remedies in lieu of the Civil Service
Appeal process.
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4.

4,01

4.03

4.05

4.09

411

4.13

4.15

417

4.19

4.21

DEFINITIONS

The following words and phrases shall have the meanings hereinafter described
unless the context in which they are included clearly indicates otherwise.

ADVERSELY AFFECTED. A showing by an employee, applicant or eligible
that a personnel action or other action directly and negatively affected his’her job
status adversely.

ALLOCATION. The locating or placing in the classified service of a position
in the class appropriate to it on the bass of duties and responsibilities and
required qualifications of such position.

APPLICANT. Anyone who has filed an application to take a Civil Service
examination.

APPOINTMENT--REGULAR. The appointment of acertified eligible.

APPOINTMENT--TEMPORARY. An exempt limited appointment, other
than from aregister, to atemporary position.

APPOINTMENT--PROVISIONAL. The limited appointment other than
from a register of a regular employee to a regular position when there is no
suitable register or there are less than three (3) names available for certification.

APPOINTMENT--INTERIM. The limited appointment other than from a
register, of an individual who is not a regular employee to a regular position
when there is no suitable register or there are less than three (3) names available
for certification.

ASSIGNMENT. In order to accomplish the necessary duties of a position when
the individual normally performing the duties of the position is absent, an
employee in another position may be assigned some or al of the duties of the
temporarily vacant position. An assignment is not an appointment to a position
unless otherwise stipulated in the labor agreement.

CANDIDATE. Any applicant who has completed, or is in the process of
completing a Civil Service examination.

CERTIFICATION. A list of names from appropriate registers transmitted by

the Civil Service Officer to a Department Head from which such Department
Head may fill avacancy.

13



4.23

4.25

4.27

4.29

431

4.33

4.35

4.37

4.39

441

443

4.45

4.47

4.49

CERTIFY. Veification to the Department Head that a list of names of
individuals for employment has been selected from the registers and are eligible
for employment.

CITY. The City of Bremerton.

CLASS. A group of postions sufficiently similar with respect to duties and
responsibilities so that the same title may be applied to each position,
substantially the same qualifications may be required, and approximately the
same salary range may be applied with equity.

CLASS SERIES. Two or more classes which are similar as to line of work but
which differ as to degree of responsibility and difficulty and which have been
arranged in a ladder of steps in a norma line of promotion, such as [Police
Officer, Police Sergeant, Police Lieutenant]. Refer to Appendix B.

CLASS SPECIFICATION. A description of the essential characteristics of a
class and the factors and conditions that separate it from other classes, written in
terms of duties, responsibilities and qualifications.

COMMISSION. The Civil Service Commission. The term Commissioner
means any one member of said Commission.

DAYS. Means caendar days unless otherwise specified.

DEMOTION. Remova of an employee from a higher to a lower class of
employment or salary step within a class as a disciplinary measure.

DEPARTMENT HEAD. Appointing authority (or hisher designee). A person
who is authorized to employ others on behalf of the City.

DISCHARGE. Termination, separation, dismissal, or removal from the service
for cause.

DIVERSITY GUIDELINES. See Initiative 200.

ELIGIBLE. Anyone quadified for a given class through examination and
placed on the proper eligible register.

ELIGIBLE REGISTER. A list of successful examinees for a given class from
which certification may be madeto fill vacanciesin such class.

EMPLOYEE--REGULAR. Any employee who has received a regular
appointment to a position, has been transferred to the position or has been
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451

4.53

4.55

457

4.59

461

4.63

4.65

demoted or reduced to the position; provided that one is not a regular employee
until any probationary period required by these Rules has been completed.

EMPLOYEE--TEMPORARY. An employee appointed to fill a temporary
position which has a duration of not more than one (1) year or a position which
occurs, terminates and recurs periodicaly.

EMPLOYEE--EXEMPT. Any employee in a position of employment which
is not subject to the Civil Service Rules, and who serves at the discretion of the
Department Head.

EMPLOYEE--PROBATIONARY. A person appointed from a certification
who has not yet completed the specified trial period of employment.

EMPLOYEE--PROVISIONAL. A regular employee who is appointed to a
classified position for which no register is available or for which three (3) names
are not available for certification.

EMPLOYEE--INTERIM. An individua who is not a regular employee who
is appointed to a regular position for which no register is available or for which
three (3) names are not available for certification.

EXAMINATION. The process of testing the fitness and qualifications of
applicants for positions in a specific class. Testing may be written, ord,
physical, or performance based or any combination as determined by the Civil
Service Officer.

A. EXAMINATION--OPEN. An examination open to any member of the
public who meets the requirements as stated in the Examination
Announcement announcing such examination.

B. EXAMINATION--PROMOTIONAL. An examination limited to
regular employees meeting the requirements stated in the Examination
Announcement announcing such examination.

EXAMINATION ANNOUNCEMENT. The Examination Announcement
containing basic information about the class of positions, the requirements for
filing, how to apply, and the other pertinent information which is posted in the
Civil Service Officer § office and in other locations as shown on list maintained
in the Civil Service Office.

IMMEDIATE FAMILY. Immediate family means spouse, child, brother,
Sister, parents, grandparents, step relations as defined herein, in-laws, dependents
and anyone residing in the employee's househol d.
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4.67

4.68

4.67

4.69

4.71

4.73

4.75

477

4.79

481

KEYED COPY. A copy of an examination that includes the answers.

LAYOFF. The termination of service and pay of any regular, probationary or
temporary employee because of reorganization, lack of work or funds, except
that this term shall aso apply to the separation of temporary employees who
have completed the stipulated period of employment.

POSITION--REGULAR. A full-time postion funded in the officia annual
budget that is not specified as temporary employment, and is subject to Civil
Service Rules.

POSITION 2 REGULAR PART-TIME. Employment in a regular budgeted
position funded at less than eight hours a day or less than forty hours a week, but
on aregular schedule.

POSITION--TEMPORARY. A position which has a duration of not more
than one (1) year or a position which occurs, terminates and recurs periodically.

POSITION--EXEMPT. A position not subject to the Civil Service Rules by
virtue of the City's Charter and/or the application of Rule 1.09 B.

PROBATION OR PROBATIONARY. The status of an employee during a
trial period following a regular appointment from an eligible register. Thistria
period is part of the examination process and is a working test during which an
employee is required to demonstrate, by actual performance of the duties, fithess
for the position to which certified and appointed.

QUIT. Any voluntary separationof an employeefrom the City service
without acceptance of a resignation by Department Head

REDUCTION. Theremovalof anemployeefrom a higherclassto a lower
class of employment for reasons other than disciplinary reasons

REGISTER. A list of candidatesfor employmentwho have passedan
employment examination.

A. ELIGIBLE REGISTER. As defined in Section 4.47 "Eligible
Register.”

B. RESIGNATION REINSTATEMENT REGISTER. A list of
former Civil Service employees who have resigned voluntarily.
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4.83

4.85

487

4.89

491

C. LAYOFF REINSTATEMENT REGISTER. A list of namesof
personswho were regularemployeesn a given classwho were laid
off or reduced to a lower classification and are entitled to
reinstatement.

REINSTATEMENT . Reappointmendf a regularemployeeto a positionin
a class in which the employee was a regular employee.

RESIGNATION . A written requestby an employeefor a separatiorfrom a
classor from the City service. To be valid, suchrequestmustshowwritten
approval of thddepartment Head

STANDING--REGULAR . The full Civil Service status of a regular
employee.

SUSPENSION. Temporaryremovalof an employeefrom employmentwith
or without pay, for cause,or pendingdeterminationof chargesagainstthe
employee which could result in demotion or discharge.

VETERANS' PREFERENCE. Preference in examinations and

employmentpasedon military service,asprovidedanddefinedby applicable
laws.
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5.

501

5.03

APPEALS

APPEAL PROCEDURE REFERENCES.

A. Appealsof decisiongnadepursuanto Rule 3.08 aregoverneddy Rule

3.09
B. Examination protests are governed by Ruit39.
C. Appealsof dischargeor disciplineof a regularemployeearegoverned
by Rule 22.
D. ,ZAgpeaIsfrom PerformanceEvaluationReportsare governedby Rule
E. Appeals from dischargedor reduced probationary employeesare

governed by Rule 1270

APPEALS OF OTHER ALLEGED RULE VIOLATIONS. Any Civil
Serviceemployeewho is adverselyaffectedandfeelsthata Civil ServiceRule
or practice under the jurisdiction of the Commissionhas beenviolated in
conjunctionwith a decision,otherthanthosedecisionssetforth in 5.01above
may appeal to the Commission

To appeal other” violations, the employeemust comply with the following
rules:

(1) File with the Civil Service Officerin writing:

(a) the decision(s)madewhich violatesthe Civil ServiceRule(s)and
why;

(b) the Rule(s) alleged to have been violated

(c) indicate theelief sought;

(2) Attempts to resolve the appeal with the Civil Service Officer and

(3) If the appealcannotbe resolvedby the Civil ServiceOfficer within ten
(10) daysof filing the appeal,the appellantshall requestin writing that the
issue be resolvedby the Commission. The decisionof the Civil Service
Officer shallremainin effectuntil, andunless reversedoy the Civil Service
Commission.
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5.05

5.07

5.09

RESOLUTION OF APPEAL BY CIVIL SERVICE OFFICER. Nothing
in theserulesshalllimit the Civil ServiceOfficer $ ability to resolveappeals
prior to the hearing,providedthat, if a hearinghasbeenscheduledhe Civil
ServiceOfficer shallreportto the Commissiorregardingthe resolutionof the
appeal.

SCHEDULING APPEALS AND CONTINUANCES .

A.

Appealsfrom dischargeor discipline of a regularemployeeshall be
scheduledor hearingbeforethe Commissionpursuantto Rule 2207
and 2211.

For decisionghathavea terminalappealdatea hearingshall be setby
the Civil ServiceOfficer no later thanfifteen (15) working daysfrom
the terminal appeal date.

All otherappealsshall be scheduledasfollows: Appealsfiled prior to
the close of businessseven(7) days prior to the next Commission
meetingwill be heardat the nextregularmeeting. Appealsfiled later
thanseven(7) daysprior to the Commissiomrmeetingwill beheardata
special sessionof the Commissionor at the next month's regular
meeting.

Continuance: Upon written request,the appellantor the employer
may requesta continuanceof an appeal. The Civil ServiceOfficer

may, in his or her discretion, if good causeis shown, grant the

continuanceor, may allow the Commissiorto rule on the continuance
request;provided, however,that the Civil Service Officer may not

grant a continuanceof a hearinginvolving more than one appellant
unless the appellant seeking the continuancesecuresthe written

approvalof otherappellants.If written approvalof otherappellantss

not forthcoming, the Commission must resolve the continuance
request.

HEARING PROCEDURES FOR APPEAL BROUGHT BY REGULAR
EMPLOYEES. Thefollowing procedureshallgovernhearing for appeal,
other than discharge or disciplinary appgehtsught by a regular employee:

A.

The appellantmay withdraw his/herappealor the DepartmentHead
may alter his’her decisionto the satisfactionof the appellant;excep
thatanyalterationof a decisionmustbein writing andpostedpursuan
to Rule 3. The Commissionshall be advisedof the resolutionof the
appeal, but shall take no action on the resolution.
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Notice of hearingdateshall be mailedto the appellantat leastfive (5)
days prior to the hearing.

The Discovery, Subpoenaand Evidenceproceduresof Rules?22.1F,
22.17and22.21shall be followed.

The Commissionshall deliberatein opensessionunlessan executive
sessionis allowed by RCW 42.30. The Commissionshall stateits
reasons for going intexecutivesession.

If an appellant fails to appear at a hearing, the appeal shall be denied.
The Commissiorshallissuea decisionin opensessiorandsigna form
order grantingor denyingthe appealat the time the oral decisionis
rendered. A copy of the order shall be mailedto appellan{s) andis
effective on the date the order is signed.

The Commission shall not reconsider its decisions.
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6. RULE MAKING

6.01

6.03

6.05

6.07

AMENDMENTS OF RULES. The Commissionmay amendtheseRulesor
adoptnew rulesby majority vote of the Commissionat any regularor special
meeting of the Commission provided the amendmentis postedin work
locations seven (7) days prior to the meeting and noted on the agenda.

EFFECTIVE DATE OF RULES. All rulesandamendmentshall become
effective upon adoption by the Commission.

COPIES OF RULES. A copy of theseRulesanda copy of all subsequent
rulesor amendmentshallbe sentassoonaspracticableafteradoptionto eacr
work location of the City. A copy shall be maintainedin the office of the
Civil Service Officer and on the City § websitefor public inspectionand
copies shall be available for free public distribution as required by State Law.

EFFECT OF RULES. Thetermsandconditionsof civil service employmer
aregovernedoy theseRules. No employeeshallhavea propertyinterestin or
asaresultof theseRules. TheseRules,andrulesthe Commissionmay enact,
regulate the mode of appointmentand tenure in the Civil Service, and
employees are subject to these Rules and amendments thereto.
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7.

7.01

7.03

7.05

CLASSIFICATION

CLASSIFICATION PLAN. A classspecificationshall be preparedand
maintainedfor each classin the classified Civil Service System. Such
specificationsshall describethe class generally, distinguishit from other
classesgive examplesof typical dutiesof the class,and shall set forth the
necessary knowledge, skills and abilitresebd for positions within the class.

ADMINISTRATION OF POSITION CLASSIFICATION . The Civil
ServiceOfficer will make,or causeto be made positionclassificationstudies
of individual positionsor groupsof positionsin the classifiedCivil Service

whenever

a. The duties or responsibilitiesof existing positions have undergone
significant changes

b. Notification is receivedthat new positionsareto be establishedy the
City Councit

C. Requestedo do so by a DepartmentHeador an affectedemployeeif

the classificationof suchpositionhasnot beenreviewedwithin thelast
twelve (12) months.

CLASSIFICATION OF POSITIONS

A.

Eachpositionin the classifiedserviceshall be classifiedor reclassifiec
at the direction of the Civil Service Officer and allocatedto its
appropriateclass in accordancewith the character,difficulty, and
responsibility of its designated given class when:

(1) The samedescriptivetitle may be usedto designateeach
position in the class;

(2)  The samelevel of education,experience knowledge,ability,
and other qualifications may be required of incumbents; and

(3) Similar tests may be used to select incumbents.
All classeswvhich involve the samecharacterf work but differ asto
level of difficulty and responsibilityshall be assemblednto a class

series.

Compensationor salary shall not be a factor in determiningthe
classification of any position or the standing of any incumbent.
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In allocatingany positionto a class the specificationfor the classshall
be consideredas a whole. Considerationshall be given to the
representativeessentialduties and responsibilities the required and
desirablequalificationsfor suchposition, and the relationshipof that
position to other classes. The examplesof duties set forth in such
specificationshall not be construedasall inclusive or restrictive,and
anexampleof atypical taskor a combinationof two or moreexample
shall not be taken,without relationto all partsof the specification,as
determining that a position should be included within a class.

Except as set forth in G below or in the case of a provisional
appointment, no one whose position has been allocated to its
appropriate class shall be required to perform duties generally
performedby personsholding positionsin otherclassesprovided,the
languagein the job description"and to perform related work as
required"” shall be liberally construed.

In caseof emergencyor for limited periodsof time, anemployeemay
be assignedsomeor all of the dutiesof a higheror different classfor
relief periodsnot to exceedone (1) monthif approvedby the Civil
ServiceOfficer; provided,thattheinability of theemployeeo performr
dutiesof the different classmay not be groundsfor discipline. If the
employeecannotperform the assignedduties, he/she will simply be
relieved of those duties.

The Departmenteac will reportto the Civil ServiceOfficer any and
all organization changeswhich will abolish or affect changesin
existing regular positions or establish new regular positions.

When a DepartmentHead requestgshe establishmenbf any new or
additional regular position, or a changein allocation of an existing
position, a requestfor such considerationshall be addressedo the
Civil Service Officer accompaniedby a statementof the duties,
responsibilities and qualification requirements of the position.

In thoseinstancesin which the duties of a position are materialy
change, the Civil Service Officer shall be notified in writing
immediately and not later than ten (10) days from the date of such
change.

Whenever an employee believes he/she is being required to perform
duties beyond his/her classification and he/she has not been provisionaly
appointed to the class, he/she shall report such fact to the Civil Service
Officer.
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7.07

7.09

EFFECT OF CLASSIFICATION CHANGESON INCUMBENT.

A.

Whenever the title of a class is changed without a change in duties or
responsibilities, the incumbent shall have the same status in the re-titled
classasheld in the former class.

Whenever a position is reclassified from one class to higher class, lower
or different class, the incumbent shall not continue in the same position,
except temporarily, without gaining €eligibility for the new class by
examination and receipt of an appointment in accordance with these
Rules.

Whenever a position is reclassified from one class to a lower class, the
regular incumbent may accept a voluntary reduction to the lower class.

If the incumbent does not receive a regular appointment or he/she does
not accept a voluntary reduction he will be afforded the options and
rights set forth in Rule 15.

TRAINEE CLASSIFICATIONS-- NON UNIFORM.

A.

Trainee Classfications may be established for any non-uniform
classfication covered by these Rules.  The intent of trainee
classfications is to enable a diverse range of individuals the opportunity
for employment and career advancement.

Trainee classifications will be used in a manner consistent with the best
interests and the efficient operations of the City.

The maximum amount of time that an employee may be in a Trainee
class will be set by the Civil Service Officer, not to exceed 24 months.
Thetraining period will be stated on the job announcement.

Employees in a Trainee classification will be considered to be in a
probationary period as long asthey remain in the Trainee classification.

An employee in a Trainee classification may appeal termination solely
on the issue that she or he was not provided an opportunity to meet the
training requirements.

Upon successfully completing all requirements for promotion to the
regular classification the employee will be automatically promoted.
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G. The remainder of the Civil Service Rules will apply in al respects to
employees in Trainee classifications except any portion that isin conflict
with this Rule.
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8. APPOINTMENTS AND APPLICANTS

8.01 GENERAL REQUIREMENTS FOR FILING APPLICATIONS

A.

All applicantsfor examinationsor regularpositionsin the classified
Civil Servicemustfile ar applicationon-line or in a format otherwise
authorize( by the Civil ServiceOfficer. No one shall be admittedto
any examinationwithout havingfirst filed an applicationgiving fully,

truthfully, and accurately all information required.

(Revised 09/24/13)

In order to file an application for examination, the applicant must:

(1)

(2)

Meet the requirementsspecified in these Rules and in the
official examinatiorannouncemerasof the closingday of the
official filing period,;

Produceevidenceof education,training, experience,or any
lawful requirementfor the class, as directed by the Civil
Service Officer.

Time for filing applications:

(1)

(2)

All applicationsfor examinationshall be filed with the Civil
ServiceOfficer during office hoursand within the time limit
fixed in the official announcementf examination. It is the
applicant§ responsibilityto submittheir applicationwithin the
time limit fixed in the official announcementNo exceptions
will be madefor applicationsreceivedafter the closing date
unlessrequiredby law. Applicationsreceivedby mail in the
office of the Civil ServiceOfficer must be postmarkedon or
before the closing datgRevised 3/01/17)

The time for filing applicationsmay be extendedby the Civil
ServiceOfficer only whenthe numberof qualified application:s
receivedis belowthree(3). Requestdo extenda closingdate
for any other reasonmust be approvedby the Civil Service
Commissio, provided, that the examination shall then be
re-advertise@nd posted pdRule 9.03 (Revised 3/01/17)
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8.03

8.05

8.07

APPLICATIONS FOR PROMOTIONAL EXAMINATIONS

A.

An application shall be acceptedfrom any regularly appointed
employeewho, in additionto meetingthe total requirementof Rule
8.01,hasthe requisitetotal servicecredit, classseriesservicecredit or
class service credit as designatedin the official examinatior
announcement.

SPECIAL REQUIREMENTS

A.

The Civil Service Officer may prescribesuch limits and such other
specific requirementsphysical or otherwise,as in the Civil Service
Officer's judgment are required by and related to the work to be
performed.

Whendesignatean the official examinationannouncementhe Civil

ServiceOfficer may permitfiling by anapplicantwho is not morethar
one(1) yearunderthe specifiedminimumageon an examinationand
not morethanone(1) yearunderthe specifiedexperiencer minimum
servicecreditrequirements.A successfutandidatewill havedelayed
eligibility until therequiredminimum age,experienceor servicecredit
is attained.

REJECTION OF APPLICATION OR ELIGIBLE . The Civil Service
Officer may rejectan applicantfor examinationwithhold from a registeror
from certificationthe nameof aneligible, or removefrom aregisterthe name
of an eligible if the applicant or eligible:

A.

Does not meet the requirementsset forth in theseRules or in the
official announcemerdnnouncing the examination;

Is not a citizen of the United States;
Cannot read and write the English language;

Is physically or mentally unfit to perform the duties of the position
sought;

Has been convicted of any felony that gravely violates the moral
sentimentor acceptedmoral standardsof the community (moral
turpitude)in the lasttenyears. However,employmentmay be denied
for certainconvictionsinvolving sexualexploitationof a child evenif
the time elapsedsince the guilty plea or conviction is ten or more
years.
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8.09

811

Has an unsatisfactory record of employment in the City service, or with
any other agency or firm;

Has made any materially false statement(s) or has attempted any
deception or fraud in connection with this or any other Civil Service
examination;

Failsto appear for examination as required;

Has assisted in preparing the examination for which application is
sought, or has in any other manner secured confidential information
concerning such examination which might give him/her an unfair
advantage over other applicantsin the examination;

After proper notification, did not properly appear at the time and place
designated for the examination(s);

Has been released from active military service for which an undesirable,
bad conduct or dishonorable discharge was given.

For just cause.

DEBARMENT FROM EMPLOYMENT

A.

No one who has been dismissed from City service for cause including
but not limited to reasons stated in section 19.05 shall be alowed to
again enter the service.

Anyone dismissed for other good cause shall be allowed to again enter
the service only by express consent of the Commission.

Any applicant for appointment, promotion, reemployment, increase of
salary, or other personal advantage, who shal directly or indirectly pay
or promise to pay any money or other valuable thing to anyone whatever
for or on account of such actual or prospective advantage, shal be
ineligible for any further employment in the Civil Service.

MEMBERS OF IMMEDIATE FAMILY EMPLOYMENT
RESTRICTION. Consistent with applicable laws, the employment of
immediate family members will not be alowed if one member would have
practical authority, on a regular basis, to appoint, supervise, evauate, direct,
discipline or audit the work of another member.
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8.13

8.15

8.17

8.19

8.21

This rule will not affect the current status of regular employees, at the time of
adoption by the commission. It will apply to al appointments after the date of

adoption by the commission. (Adopted by the Commission 2/25/97)

NOTICE OF NON-ACCEPTANCE. Anyone against whom action is taken
under Rule 8.07, 8.09 and 8.11 shall be notified in writing promptly by the Civil
Service Officer of the reasons therefore at time of filing the application. Notice
will be sent viaregular U.S. Mail or e-mail.

ADMISSION TO EXAMINATION PENDING APPEAL. The Civil
Service Officer may admit to the examination anyone whose application was not
accepted, pending final disposition of an appeal, such admission to be without
prejudice to either the City or the applicant.

AMENDMENT OF APPLICATION. The Civil Service Officer may permit
any applicant, before or after acceptance of the application form, to amend the
application or to file an amended application before the application deadline.

APPLICATIONS NOT RETURNED. All applications when completed and
filed become the property of the Commission and thereafter may not be returned
to the applicant.

All applications for public safety positions shall be accompanied by the
appropriate testing fee as determined by the testing agency.
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9. EXAMINATIONS

9.01

9.03

9.05

9.07

9.09

ORDERING EXAMINATIONS. The Civil Service Officer shall order an
examinationwheneverit is deemedto be in the bestinterestof the City and shall
administer examinations as provided by these Ru(&ee Appendix C.)

EXAMINATION  ANNOUNCEMENT . Public notice of non-promotione
examinationshall be given by the Civil ServiceOfficer in the official newspapeat
least fifteen (15) businessdays preceding such examinationand in any other
publications which the Civil Service Commission may direct. The official
examinationannouncemerghallbe postedin the Civil ServiceOfficer $ office andin
departmentoffices not fewer than fifteen (15) businessdays preceding the
examination

The examination announcement shall contain minimum qudifications, designate the
hiring process as promotiona for city employees or open to outsde candidates,
examination components, and test weights.

AMENDMENTS TO ANNOUNCEMENTS. The Civil ServiceOfficer mayamen
or reopen any published announcement with appropriate public notice.

CHARACTER OF EXAMINATIONS. All examinationsshall be competitive,
impartial,andpracticalin their character. They shall be designedo qualify andrank
applicantsin termsof their relative fitnessto performthe dutiesof the classification
for which the examinationwas ordered. An examinationshall be deemedto be
competitivewhenapplicantsaretestedasto their relative qualificationsandabilities,
or when a single applicant is scored against a fixed standard.

Appointing Authorities shall not participatein the administrationof the examination
proces after the official examinationannouncemenis published. Appointing
Authorities may be included in establishingthe content of the exam and the
examination (position) announcement (see CONTENT OF EXAMINATIONS)9.

LIMITATION OF NUMBER OF APPLICANTS. The Civil ServiceOfficer may
restrictthe numberof qualified applicantsto be examinedat any onetime whenever
an open examinationfor a position is likely to attractlarge numbersof qualified
applicants, and when job-related testing processesare prohibitively costly or
impractical to administer to all qualified applicants.

A. The Civil Service Officer may provide for a random sampleof
qualified applicantsto be drawn for an open examinationby so
statingin the job announcement.In addition, all applicantswho
are currently employed by the City and have been so for the
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911

9.13

equivalentto six (6) monthsof full time servicewill beincluded.
Thoseapplicantswhosenamesare not drawnfor the initial groug
to be examinedwill be held on file. Should the initial group
examinedall to yield a sufficientregisterto meetthe City $ needs
a samplefrom the remainingqualified applicantswill be drawr
and the examination process repeated.

B. The Civil Service Officer may also determine an applicant limit for
continued testing which shall be included in the examination
announcement.

CONTENT OF EXAMINATIONS. Examinatiors may include,but are not limited

to, written tests,personalgualifications,physicalor performanceests,evaluationf

traininc and experience interviews,or any other suitableevaluationof knowledge,
skills and abilities, or any combinationof such tests. Such tests may evaluate
education, experience, aptitude, knowledge, skill, physical condition, personal
characteristicand otheraccomplishment$o determinethe relative qualificationsof

the candidates.

PARTS, MINIMUM PASSING SCORE, GRADING AND WEIGHTS OF
EXAMINATION. Eachexaminationshall contain one or more partsto which
percentagweightsshal be assignedwhich weightsshalltotal 100%. Eachpartshal
be gradedindependently. This earnedgradeshall be multiplied by the percentage
weight assignedo eachpartandthe sumof theresultingproductsshall be calledthe
ExaminationGrade,providedthe following rulesshallbe adheredo in makingthese
determinations:

A. Tests consisting of interviews and evaluation of experience records shall
be graded with 100% as the maximum and with 70% to represent the
passing grade for such tests.

B. In a written examination the test shall be graded by measuring the total
number of questions answered correctly and applying the minimum
passing score.

C. Where an examination consists of two (2) or more parts and there is a
minimum score required in any part, any applicant who fails to attain
such minimum score shal be considered as having failed the entire
examination and shal not be entitled to take the baance of the
examination.

D. The Civil Service Officer may request proposed examination questions
from departments, provided that individuals currently working in that
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9.15

9.17

9.19

department who are applicants for the test may not submit questions.
Drafts of proposed questions shall be confidentially forwarded from the
Department Head to the Civil Service Officer in a sealed confidentia
envelope and shal not be disclosed to anyone else.  Evidence of the
Department Head or designee breaking confidentiality shall lead to the
invaidation of all relevant test results and a new examination will be
initiated.

E. The Civil Service Officer shal determine and be satisfied with
quadifications of any and al examiners prior to conducting the
examination.

F. After the administration of the examination and before identification of
the test papers, the Civil Service Officer may request that the
Commission lower the passing score contained on the examination
announcement.

PROMOTIONAL EXAMINATIONS. Vacancies in the higher positions of a class
series shal be filled by promotion, unless the Department Head requests the Civil
Service Officer to approve otherwise. All requests shall be based on the best interests of
the City. Upon a showing from a department that special training and knowledge gained
within a department is essential to the proper filling of the vacancy; the Civil Service
Officer may limit an examination to a promotiona within that department only.

TEST EXAMINATION. All examination results will be maintained in the Civil
Service Officer § Office.

OPEN EXAMINATIONS. An examination may be advertised as open when, in the
judgment of the Civil Service Officer, it isin the best interest of the City.

A. CONTINUOUS OPEN EXAMS. A Continuous open examination may be
authorized by the Civil Service Officer. Filing will be open, applications
received and the examinations administered according to the needs of the City.
The dates of examination will be published as per Rule 3.08 (A). The names of
qualified applicants will be entered on the eligible register and certifications will
be in the same manner as from any eligible register. Names of applicants from
successive examinations will be entered on registers determined by their grades.
Names will be removed from such digible registers in the same manner and for
the same reasons as any digible register. Applicants who take a succeeding
examination must choose which grade remains on the register.

B. EMPLOYEE PREFERENCE. RegularCity employeesapplying for and
passingan OpenExaminationwill havesevenpointfive (7.5) percentof their
PASSINGscore added to establish their final score.
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921

9.22

9.23

C. LAYOFF PREFERENCE: Qualified applicantswho havebeenlaid off or
receivednotice of layoff from a positionfrom outsidethe City of Bremerton
within twelve (12) months of the date of the Civil Service recruitment
announcementyill havefive (5) percentof their PASSING scoreaddedto
their examination score to establish their final score for the eligibility register.

VETERANS' PREFERENCE. Veteranswho havepassednexaminationshallbe
entitled to preference pursuant to Chapter 4RCAV.

MINIMUM AGE: POLICE DEPARTMENT . The minimum age requirement for
police positions shall be 21 years of age.

KEYED COPY INSPECTION AND PROTEST OF EXAMINATION

A. Protess againstthe scope,content,or practicality of any part of an
examinationshall only be allowed by thosewho participatedin the
exam and shall be filed in writing with the Civil Service Officer
within  five (5) working days immediately following the
administrationof suchpart, or within the time limit specifiedon the
examinationinstruction sheet. In order to facilitate this protest,
applicantsmay view unscoredexaminationquestionsat the Civil
Service Officer § office. They may take away hand written notes
concerning those examination questions they wish to protest.
Examinationscoresshall be providedto candidatesat the conclusion
of the five-day appealperiodimmediatelyfollowing administrationof
the test.

B. When a qualifying gradeis requiredon any part of an examination,
any protestor appealby thosewho are affectedby any clerical error
in scoring or as to the published correct answermust be filed in
writing within five (5) working daysafter notice of resultsof that part
or parts have been mailed.

In orderto facilitate this protest,no keyedcopy will be providedfor

inspectiol, however,applicantswill be advisedof the correctanswer
of any questionsthey missedand they may review their individual

scoredexaminationin the Civil Service Officer $ office. They may
take handwritten notesconcerningthoseexaminationquestionshey
consider incorrectly graded.

C. Any clerical error may be correctedby the Civil ServiceOfficer upon
discoveryat any time during the life of the eligible register,but no
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suchcorrectionshall affect an appointmenimadefrom a certification
made prior to the correction.

All protestsfiled in accordancevith this rule shall be considerecand
any propercorrectionsmade. If authorizedcorrectionsareapplicable
to other examineesthe correctionsshall be madeon all examination
papers affected.

Applicantswill not have accessto any part of an examinationthat
would violate any test security agreement.

925 REEXAMINATION

9.27

9.29

A.

No one shall be reexamined for the same class within six (6) months of
the effective date of such examination, unless authorized by the
Commission upon its determination that it would be in the best interest
of the City.

If an eligible takes a succeeding examination for the same class within
twelve months, the result of such examination shall not invalidate
eigibility aready established. Eligibility attained by the second
examination shall be entered on the register and the digibility that will
provide the greatest advantage to the eligible shall be used.

EXAMINATION PAPERS. All examinatiorresultsandexaminatiornpapersof eact
eligible shall be kept on file in the Civil Service Office until the expiration of

eligibility.

ADDITIONAL EXAMINATION

A.

Eligibles certified pursuant to Rule 11 shall be subject to medicd,
physical, or psychologica examination and to such other examinations
administered by the Civil Service Officer as authorized prior to
appointment of the eligible. Such other examinationsinclude, but are not
limited to, background examination and polygraph (RCW 49.44.120).
Reports of such examination shall be filed with the Civil Service Officer.
In the event the findings of the examination recommend that the eligible
not be considered for employment, the Civil Service Officer shal
consider such recommendation, may require further examination, and
may order the eligibles name removed from the dligible register.
(Revised 06/19/19)
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931

B. The Civil Service Officer may designate a limited number of additional
certified eligibles for examination as provided in Rule 9.09.

INTER-LOCAL AGREEMENT FOR A JOINT TESTING PROCESS. When an
Inter-local Agreement for a joint testing process is established, the provisions of the
Agreement shall be approved by the Civil Service Officer and the Bremerton City
Council prior to implementation. The applicable Civil Service Rules will apply to al
candidates for the City of Bremerton, except as modified by the Agreement.
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10. REGISTERSAND ELIGIBILITY

10.01 A. ESTABLISHMENT OF NON-CONTINUOUS ELIGIBLE REGISTERS.
After each examination, an eligible register for the class shall be prepared on
which the names of successful candidates shall be ranked as follows:

1 On a promotional register: relative rank shall be determined by the
examination rating or grade, plus any percentage allowed by Law for
Veteran's Preference. [RCW 41.04.].

2. On an open competitive register: relative rank shall be determined by
the examination grade, plus percentage allowed by law for Veteran's
Preference. [RCW 41.04].

3. The preference in rank of eligibles having equal fina general averages
shall be determined as follows, in the order stated:

(&)  When the examination is composed of two or more parts with
separate grades, the one who has:

@) The highest grade on the most heavily weighted part of
the examination; if atie still exists, then the highest grade
on the next most heavily weighted part, and so on for as
many parts as the examination contains.

(i)  The highest grade on the written test if al parts are
weighted equaly.

(b.)  When the examination has only one part, or the candidates have
the same standing under (a.) above:

(B As between examinees who are City employees, the one
having the greatest total service credit.

(i.) If oneis aregularor probationaryCity employeeand
the others are not, the regular or probationary City
employee has preference.

(c) Bylot.

4, If an applicantis permittedto file for and take an examinationfor
delayed eligibility and if such applicant is successfulin the
examinationeligibility shall be held in abeyanceuntil the candidate
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10.03

1005

1007

meets the requirementsfor eligibility, which must be reportedin
writing by the applicant. If otherwiseeligible, the candidate'shame
shallbe placedontheregisterin accordancevith thefinal examinatiol
grade. Any sucheligibility shall expire with that of other eligibles
from the same examination.

ESTABLISHMENT OF CONTINUOUS ELIGIBLE REGISTER.

1. Continuous Examinations. Thefiling of applicationsshall be open,and
the examinationsshall be periodically administered,accordingto the
needsof the service. Continuoustesting may, at the discretionof the
Commissionpe offeredthroughthe Civil ServiceOfficer or pursuanto a
subscriptiontestingagreement. Continuoustestingshall be administered
in accordancewith Civil ServiceRule 9.19A. The namesof qualified
candidates,who complete the examination and meet the standards
established,shall be registeredinto a candidate pool according to
grade/rankfor a periodof one calendaryear,beginningwith the datethe
candidatds placedon the register. Namesof candidategrom successive
examinationsshall be includedin the samecandidatepool in order of
grade/rank. Continuoustesting examinationsmust have public notice,
stating the examination is open and providing information on the
examination schedule.

RETURN TO REGISTER FOLLOWING LAYOFF OR
REINSTATEMENT . On layoff or reduction,an employee'snameshall be
placed upon the layoff reinstatementegister as set forth in Rule 15 and
certified as set forth in Rule 11.

RETURN TO RESIGNATION-REINSTATEMENT REGISTER AFTER
RESIGNATION OR RETIREMENT .

A. A former employeewho resignedor retired may requestreturn of
his/hel nameto the resignationreinstatementegisterfor the class.
Such request must be made within one (1) year from date of
resignation or retirement;

B. Any request for return to the resignation reinstatementregister
following resignationor retirement must be supportedby written
recommendatiorof the current DepartmentHead of the department
where last employed.

C. A formeremployeewhoseeligibility is reinstatedunderthis rule shall
be certified according to Rule 11.
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1009 APPOINTMENT WITHOUT EXAMINATION . Exceptas providedin
1005 and 1007, any return to the Civil Service register shall be by
examination only.

1011 DURATION OF REGISTERS

A.

All promotionalregistersshall remainin force and effect for a period
of two (2) yearsfrom the date of approval;provided, however,the
Civil ServiceOfficer mayrequesthatthe Commissionseta periodof

lessthantwo (2) years. Registersoriginally given a durationof less
thanone(1) yearmay be extendedor goodcauseby the Commission
if the extensionis requestedorior to the expiration of the register.
Non-promotionakligible registersshall remainin force andeffect for

a periodof one (1) yearfrom the dateof approval. No registershall

ever havea durationof more thantwo (2) yearsexceptas expressly
provided by these rules.

No eligible registershall remainin effect after promulgationof an
eligible registerfrom a subsequenéxaminationexceptassetforth in
Rule10.11C and11.05I and as set forth below

An eligible in the military serviceof the United Statesshall be entitled
to extendecktligibility equivalento the periodto which hewasentitlec
at the time of enteringthe military service;provided,written request
for extendedeligibility is filed with the Civil ServiceOfficer within
ninety (90) days of the termination of active military service.

Eligibility uponreturnof a nameto aresignatiorreinstatementegiste
following resignation shall be for one (1) year from such return.

Duration of layoff reinstatementegisterfor non-uniformemployees
shall be for a period of one (1) year; the duration of layoff
reinstatementegistersfor uniform employeesshall be for a period of
two (2) years.

1013 AVAILABILITY OF ELIGIBLES

A.

It shall be the responsibilityof an eligible to notify the Civil Service
Officer in writing immediately of changesin address,telephone
number, change of name through marriage or otherwise, or any
changeswvhich may affect availability for employment(appliesto all

registers).
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B. Thenameof aneligible who submitsa written statementestrictingthe
conditionsunderwhich he'she is availablefor employment,shall be
withheld from certifications which do not meet the conditions
specified. New written statementsnay be filed at any time within the
duration of an eligible register modifying conditions under which
employment would be accepted.

1015 REMOVAL OF NAMES FROM REGISTERS

1017

A. As set forth in Rule 8.07 and in addition thereto,a name may be
removed from an eligible register for failure to passa required
examinationor upon receipt of proof of material physicalor mental
disability, badcharacteor otherunfitness fraudulentconduct,or false
statementdy the eligible or by otherswith the eligible § collusior in
connectionwith any application,examinationfor, or securingof an
appointmentor failure to comply with Rule 1013 A. A previous
unsatisfactoryvork recordwith the City or dismissa from the service
or dismissalfrom any position, public or private,for any causewhich
would be a causefor dismissalfrom City service shall be deemed
cause for cancellation of eligibility.

B. A namemay be removedfrom a layoff reinstatementegisteror a
resignationreinstatementegisterupon proof of material physical or
mental disability, bad characteror other unfitness,failure to comply
with Rule 1013 A, or for reasons set forth Rule8.07.

C. Separation from the service will terminate any promotional eligibility

D. Uponwritten notification by a DepartmentHeac thatanindividual on
ary eligible registerhasfailed to respondto a call or hasrefusedto
accept employment, the Civil Service Officer may strike the
individual's name from all eligibles registers.

RESTORATION OF NAMES TO ELIGIBLE REGISTERS. The name
of an eligible which hasbeenremovedfrom a registermay be restoredupon
written requestto the Civil ServiceOfficer for suchrestoration. The request
must specify the reasonsfor the requestedrestoration. The Civil Service
Commissionmay approve the requestif it is deemedthat the evidence
submitted justifies such approval.
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11.

11.01

11.03

11.05

CERTIFICATION AND APPOINTMENT

GENERAL PROVISIONS. Vacancies in the classified Civil Service shall be
filed by layoff reinstatement, resignation reinstatement, promotional
appointment, assignment, original appointment, transfer, reduction, or demotion.
In the absence of an appropriate register, the Civil Service Officer may authorize
an interim or provisional appointment.

REQUEST FOR CERTIFICATION. Whenever a Department Head wishes
to fill avacancy, arequest for certification shall be submitted to the Civil Service
Officer. The request shall show the number of positions or vacancies to be
filled, the classtitle, tenure of work to be performed, cause of the vacancy, or if a
new position, authority for the appointment, and any other details necessary for
full description of the position to be filled.

CERTIFICATION

A. Certification to fill a vacancy shall be made by the Civil Service Officer
from registersin the following order and as provided in this Rule:

@ Layoff Reinstatement Registers
2 Resignation Reinstatement Registers
3 Eligible Registers

B. (2). Promotional: Whenever a promotional position becomes vacant,
the Civil Service Officer shal certify the names of three applicants to the
Department Head. The names of three (3) individuals solely from the
layoff reinstatement register shall be used first. If there are less than
three (3) names, he/she shal certify only the names from the Layoff
reinstatement register; unless the Department Head satisfies the
Commission that certification of three (3) names would better serve the
best interests of the City. The balance of names shall then first be
certified from the resignation reinstatement register then, if necessary,
from the €eligible register. If more than one vacancy for the same
classfication is to be filled one (1) additional name shall be certified for
each additional vacancy.

(2). Non-Promotional: Whenever a non-promotiona position becomes
vacant, the Civil Service Officer shall certify the names of three
applicants to the Department Head. The names of three (3) individuals
solely from the layoff reinstatement register shall be used first. If there
areless than three (3) names, he/she shall certify only the names from the
Layoff reinstatement register; unless the Department Head satisfies the
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Commission that certification of three (3) names would better serve the
best interests of the City. The balance of names shall then first be
certified from the resignation reinstatement register then, if necessary,
from the €eligible register. If more than one vacancy for the same
classfication is to be filled the Civil Service Officer will certify three (3)
additional names for each additional vacancy.

If names are certified off the layoff reinstatement register or the
resignation reinstatement register for uniform classifications, their names
shall be certified in order of class series service credit. In the event of a
tie, performance evauations in the particular class affected will
determine order of certification. In the eventtwo (2) employeesn the
same classification have the same seniority date, seniority will be
determinedby going backto the original hiring registerfrom which
theywerehired, andthe employeewith the highestoverall scoreshall
be considered to have the higher seniority.

If names are certified off the layoff reinstatement register or the
resignation reinstatement register for non-uniform classifications, the
names shall be certified in order of total service credit. In the event of a
tie, performance evauations in the particular class affected will
determine order of certification. In the eventtwo (2) employeesn the
same classification have the same seniority date, seniority will be
determinedby going back to the original hiring registerfrom which
they werehired, andthe employeewith the highestoverall scoreshall
be considered to have the higher seniority.

If names are certified off an open eligible register, the top 3 digibles will
be certified in accordance with Rule 11.05 B.

Upon the request of the department head, the Commission may certify
out of the order set forth in A-E above, upon a showing by the
Department Head that a bona fide need to deviate is based on the needs
of an employee's specia skills and qualifications that are vita to the best
interest of the efficient operation of the City. Prior to the Commission
approving the request to deviate, the affected individual(s) shall have the
right to appear before the Commission to be heard.

The application and testing results of a certified individua shall be
available for inspection by the Department Head.

If an Department Head makes an acceptable showing that any of the
eligibles certified do not pass exams administered pursuant to Rule 9.29,
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11.07

11.09

1111

are not available or do not respond, sufficient additional names shall be
furnished to complete the certification.

If aminimum of three (3) names, depending on the register used, are not
available for certification at the time the Department Head makes a
request for certification in accordance with Rule 11.03, he may request in
writing the creation of anew digibleregister. All individuals eligible for
certification at the time the Department Head requests the creation of a
new register shal be granted the same remaining time for certification
that previously existed on the date of the Department Head $ request for
certification. Time resumes on the date of establishment of the new
register.  Following the establishment of the new register, the
Department Head may make a new request for certification. Individuals
on the old registers will be certified if their time on the old register has
not expired as set forth above. If their time has not yet expired, the
number of names certified off the new register shall be only equal to the
number necessary to raise the number of names certified in combination
with names off the old register(s) to three (3). Individuals on the old
registers, in addition to retaining their status on such registers in
accordance with this subsection, may compete and establish a rank on
the new registers.

DURATION OF CERTIFICATION. Certification shal be in effect for thirty
(30) days from its date of issuance. The Department Head must file a report of
any appointment from such certification with the Civil Service Officer.
Expiration of digibility shall not cancel the validity of a certification.

REGULAR APPOINTMENT. A regular appointment to fill a vacancy must
be made from the names contained on the officia certification. The officid
appointment report shall show the name of the person appointed, the effective
date, the saary, the nature or duration of the appointment, and any other
information required.

PROVISIONAL APPOINTMENT. Where there is no suitable register from
which certification can be made or there are less than three (3) names available
for certification, pursuant to Rule 11.05B, the Civil Service Officer may alow a
provisiona appointment of aregular employee. A provisiona appointment may
be made for a period of up to four (4) months and may not be extended unless
good cause is shown. Except where a provisional appointment is extended for
good cause, no person shal receive more than one (1) provisiona appointment
in any twelve (12) month period. All provisonal employment in a class shall
cease a the earliest possible date and shall not exceed thirty (30) days from date
of notice that a proper digible register for such class is available; and three (3)
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11.13

names are available for certification; provided, an extenson may be granted by
the Civil Service Officer upon satisfactory written request from the Department
Head, if such extension will not cause the provisional appointment to exceed the
four (4) month limitation. The provisional appointee has no Civil Service rights
to the position.

INTERIM APPOINTMENT. Where there is no suitable register from which
certification can be made or there are less than three (3) names available for
certification, pursuant to Rule 11.05B, the Civil Service Officer may allow an
interim appointment of an individua who is not a regular employee chosen by
the Department Head with the approva of the Civil Service Officer; provided
that the interim appointments shall not be allowed to fill positions in the uniform
classifications except the positions of Fire and Police Chiefs. This individual,
although serving in aregular position shall be an at will employee with no Civil
Servicerights to the position and shall not receive any of the benefits afforded by
these Rules. An interim appointment may be made for a period of up to four (4)
months and may not be extended.
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12.

12.01

12.03

12.05

12.07

PROBATION

PROBATIONARY PERIOD

A. After each full-time or part-time regular appointment from an eligible register,
the employee appointed shall serve a complete period of probation before the
appointment is deemed complete. Employees going from part time to full time
in the same classification will be given credit for probationary time served in the
part time position. The purpose of the probationary period is to provide a trid
period during which the department may observe the performance of the
probationary employee before Civil Service statusis acquired.

B. If a probationer is transferred pursuant to Rule 14.01 B he shall complete a full
probationary period in the new department.

LENGTH OF PROBATIONARY PERIOD. The period of probation for all Civil
Service positions shall be one year following regular appointment from an eligible
register or following transfer as set forth in Rule 12.01 B. Minor absences due to
emergency causes, shall not be construed as interrupting the probationary period.
However, an absence or absences exceeding thirty (30) days shall cause the probationary
period to be extended by an amount equal to the number of days absent for all Civil
Service employees except uniformed Fire Department personnel. Absences
exceedingorty-five (45) daysfor uniformedFire Departmenipersonnekhall cause
the probationaryperiod to be extendedby an amountequalto the numberof days
absen For the classfication of Police Officer, the probationary period shal be
extended for the like amount of time that the employeeisin attendance at the Basic Law
Enforcement Academy and/or any law enforcement equivalency academy(ies).

INTERRUPTION OF PROBATIONARY PERIOD BY MILITARY SERVICE.
A probationer who engages in active military service on an extended basis shal be
considered as having an interrupted probationary period. Such employee may continue
the probationary period following return from military leave.

PROBATIONARY DISCHARGE OR DEMOTION

A. The Department Head, by notifying in writing to the Civil Service
Officer the reasons therefore and serving a copy on the employee, may
discharge any probationer. Such reasons need not constitute just cause
and shal not otherwise be reviewed by the Commission except as
provided in (C) below.

B. Promotional probationers may at the option of the Department Head be
reduced to the next lower class in the series, provided the employee has
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held the class he is reduced to. The promotional probationer shall not
serve a probationary period in the class he/sheis reduced to.

Any employee who is aleged to be probationary may appea to the
Commission within ten (10) days of written notice of his discharge or
reduction; provided he/she may only appea to the Commission the
guestion of hig’her probationary status.
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13. SERVICE CREDIT

13.01 GENERAL PROVISIONS. The following provisionsapply in computing class
servicecredit, classseriesservicecredit and total servicecredit setforth in 1303 -
1307 below. Servicecreditis computedbeginningwith dateof entry in a regular
position, exceptregular part-time employeesservicecredit will be determinedon a
pro-rata basis.

A.

B.

(3)

An employeeaccruesclass service credit during the probationary
period in the class f&he isserving in as a probationer.

If anemployeereceivesa provisionalappointmenttime servedin the
provisionalappointmenis classservicecreditin the classhe/'she was
appointed from.

If an employeeis assignedduties of another class, time served
performing duties of that classis classservicecreditin the classhe
held at the time of assignment.

Service Credit will be given for time lost during:

(1)
(2)
3)
(4)

(5)

(6)

Jury Duty.

Disability incurred in line of service.

llinessor disability compensatetbr underany plan authorizec
and paid for by the City.

Serviceasa representativef a union affectingthe welfare of
City employees.

Active duty or training in the WashingtonNational Guard,
Armed Forcesof the United Statesor U.S. Public Health,
pursuant to applicable federal and state laws.

Leaves of absences with pay.

No service credit shall be given for:

(1)

2)

Time servedprior to a breakin service. A breakin serviceis a
resignationwhich has not beenwithdrawn pursuantto Rule
17.(3, a quitting, a termination,or a service retirement, but
doesnot include a layoff, demotionor a resignationin lieu of
reduction.

Period of suspensiorunlessthat suspensioris overturnedby
the Commission.

Leaves of absences without pay.

1303 CLASS SERVICE CREDIT. Class service credit is computed to cover:

A.

B.

All service in a patrticular class following a regular appointment,
transfer from another class, reduction or demotion to the class.
All service in a higher class in the series.
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1305 CLASS SERIES SERVICE CREDIT. Class series service credit is
computed to cover:

A. All servicein classesin a seriesfollowing a regular appointment,
transfer from another class, reduction or demotion to the class.

1307 TOTAL SERVICE CREDIT . Total service credit is computed to cover:
A. All servicein classesin a seriesfollowing a regular appointment,
transfer from another class, reduction or demotion to the class.
B. Servicein classes)outsidethe seriesfollowing a regularappointment
transfer, reduction or demotion.
C. Service in exempt position(s) held subsequentto a regular

appointment.
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14. TRANSFER

14.01 TRANSFER OF CIVIL SERVICE EMPLOYEES

A.

The transferof an employeeshall not constitutea promotionin the
service;nor will atransferhavethe resultof displacinga probationer
or regular employee from their class.

The Civil Service Officer shall coordinate all transfers.

(1)

(2)

3)

(4)

(5)

INTRA-DEPARTMENTAL TRANSFERS. A Departmer
Headmay transferan employeefrom one positionto another
position in the same class in thisr department

INTER-DEPARTMENTAL TRANSFERS. Transfersn the
sameclass from onedepartmento anothermaybe madeupor
consent of the appointing authorities of the departments
involved

PARTIAL DISABILITY TRANSFER. Transfer may be

madeto anotherclassin the sameor a differentdepartmentn

caseof injury in line of duty either with the City serviceor

with the Armed Forcesin time of war, resultingin permanent
partial disability, whereshowingis madethat the transfereas

capable of satisfactorily performing the duties of the new

position; upon consentof the appointing authorities of the

departments involved

LATERAL TRANSFERS. Lateraltransfersto anotherclass
in samepay gradein the sameor differentdepartmenmmay be
made upon the consentof the appointing authoritiesof the
department(s)nvolved, provided, all employeesin that pay
gradearegiventhe opportunityto establishtheir qualifications
for the position.

TRANSFER IN LIEU OF LAYOFF . See Rule 15.

All transfersunder(B) aboveshall be approvedupon the consentof
the DepartmentHeadof the receivingdepartmenupona showingto
the Civil Service Officeof thecircumstances justifying such action.
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15. LAYOFF AND REDUCTION

15.01

15.02

CLASS SERIES. The Class Series information contained in Appendix B shall
be used during employee layoff and reduction in force actions.

LAYOFF/REDUCTION OF UNIFORMED EMPLOYEES + WITH
OPTION FOR REDUCTION INTO A LOWER CLASS POSITION
WITHIN THEIR CLASS SERIES. Whenit is necessaryo reducea regulai
employe: $ positionbecauseherehasbeena reductionin the total numberof
occupiedregularpositior(s) andthereis a lower classregularposition(s)for
theemploye: to bereducedo (commonlyknownas bumped), thefollowing
procedures will be followed:

A.

The Civil ServiceOfficer shall comparethe classservicecredit of the
employeesccupyingpositionsin the highestclasswherethereexists
more employees than budgeted positions.

The employeewith the least class service credit will be given a
reduction notice thirty (30) days prior to the effective date of the
reductionadvising the employee that he/sheis being reducedto the
next lower classprovidedhe/she meets the minimum qualifications of
the position. If the employee does not meet the minimum
requirements of the lower position, the employee may be:

(1) reducedto a lower classification previously held,
providedhe/she meets the minimum qualifications of the
position, or

2 provided options pursuant to 15.03, if available.

The employeewill alsobe advisedof his/herreinstatementights set
forth in E below.

For the employee losing his/her position due to a reduction of
position(s)pursuanto B above the Civil ServiceOfficer will compart
the classservicecreditin the next highestclasswherethe numberof
employeesxceedshe numberof budgetedpositions The employee
with the leastclassservicecreditwill be givenareductionnotice thirty
(30) days prior to the effective date of the reduction advising the
employe: thathe/shes beingreducedo the nextlower classprovided
he/she meets the minimum qualifications of the postion. If the
employeedoes not meet the minimum requirementsof the lower
position,the optionsprovidedin B (1) and(2) abovewill be provided
to the employee,if applicable.The employeewill alsobe advisedof
his/her reinstatemer rights set forth in E below. The reductionwill

49



15.03

continuein this manneruntil the numberof employeesn eachclassis
equal to the number of budgeted positions.

The option provided the employee, if any, must be accepted within five
(5) working days of receipt of the layoff notice or the employee will be
laid off at the end of the thirty (30) day notice.

Any employeesenta reductionnoticein A abovewill be advisedthat
he/shewill be placedon a layoff reinstatementegisterfor the class
he/she was accruing service credit in at the time of reduction.

For purposes of this Section, a person meets the minimum qualifications
of aposgition if he/she can immediately perform the duties of the position
asrequired by any applicable law and obtains the necessary certifications
and/or licenses as required in the job description within twelve (12)
months of appointment, unless such time period is extended by the
Commission.

LAYOFF/REDUCTION OF UNIFORMED EMPLOYEES £WITH NO
OPTION FOR REDUCTION INTO A LOWER CLASSIFICATION
WITHIN THEIR CLASS SERIES. When it is necessary to layoff
regular employees from the uniformed service because there has been a
reduction in the total number of occupied regular positions within the lowest
class of aclass, the following procedures will be followed:

A.

The Civil Service Officer shall determine the class series service credit
for employees in the class where positions are eliminated.

Employee(s) with the least class series service credit as determined in A
above will receive athirty (30) day notice of layoff from the uniformed
services. The notice will explain their options in lieu of layoff as set
forthin C below, if available, and their reinstatement rights set forth in E
below.

The employees receiving the layoff notice set forth in B above will be
given optionsin lieu of layoff in the following order:

Q) He/she may accept a transfer to any vacant position outside
higher class series in the classified Civil Service of the
department he/she is assigned to at time of layoff, provided the
position is not of higher class in the series than the class he/she
was accruing class service credit in at the time of layoff and
he/she meets the minimum qualifications of the position.
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2 He/she may bump a temporary employee in the City provided
he/she meets the minimum qualifications of the position.

3 For purposes of this Subsection, a person meets the minimum
qualifications of a pogition if he/she meets the requirements set
forth in Subsection 15.02 (F) above.

D. The option provided the employee, if any, must
be accepted within five (5) working days of receipt of the layoff notice or
the employee will be laid off at the end of the thirty (30) day notice.

E. Any employeesenta layoff noticein A abovewill be advisedthat
he/shewill be placedon a layoff reinstatementegisterfor the class
he/she was accruing service credit in at the time of reduction.

15.05 LAYOFF/REDUCTION OF UNIFORMED EMPLOYEES + EQUAL
SERVICE CREDIT. Whenevercomputing class service credit or class
seriesservicecredit as requiredin Rule 1502 and 15.(8 and the applicable
classservicecreditor classseriesservicecreditof two (2) or moreemployees
are equal, performanceevaluationsin the particular class affected will
determineorder of layoff or reduction. If a tie still exists seniority will be
determinedby going backto the original hiring registerfrom which theywere
hired, andthe employeewith the highestoverall scoreshall be consideredo
have the higher seniority.

15.07 LAYOFF/REDUCTION OF NON-UNIFORMED EMPLOYEES. The
layoff of non-uniformed regular employees, covered by the Teamsters
CollectiveBargainingAgreementshallfollow anyapplicabldayoff/reductior
procedures set forth in the agreement.

1509 LAYOFF OR REDUCTION OUT OF ORDER OF UNIFORMED
EMPLOYEES. The Commissionmay approvea layoff or reductionin force
of regularemployeesout of the establishedseniority order as prescribedin
Rule 15, upon a showingby the DepartmentHeadthat a bonafide needto
deviate from the establishedorder is basedon the need of an employee's
specialskills andqualificationsthatarevital to the bestinterestof the efficient
operationof the City. Prior to the Commissionapprovingthe requestto
deviate,the affected employee(s)shall have the right to appearbefore the
Commission to be heard.

15.11 REESTABLISHMENT OF ELIMINATED POSITIONS. A position
which has beeneliminatedin a Reductionin Force cannotbe filled by a
temporaryemployeeshouldthe position be subsequentlyeestablished.If a
positionis reestablishe@ndno registersare availablefor selection it maybe
filled by an interim or provisional employee while a register is being formed.

51



15.13

VOLUNTARY REDUCTION: UNIFORMED AND NON-UNIFORMED
EMPLOYEES. A voluntaryreductionis a changen Civil Servicerankof a
regular employee that is initiated by the employee,to a lower class.
Voluntary reduction shall be governedby the following limitations and
procedures:

A. A regularemployeemay be voluntarily reduceduponthe employee$
written request, to a vacant position in one of the following classes:

(1)  Thenextloweror anylower classin the sameclassseriesfrom
which he/she is reduced; or

(2)  Any lower classin which the employeehas previously held
regular civil service status; or

(3)  Any lower classwhich is substantiallysimilar to any lower
classwithin the purview of subsectior{1) above asdetermine:
by the Civil Service Commission.

B. An employeeseekingreductionto a vacantpositionin a lower class
shall file a written requestto the Civil ServiceOfficer. Upon receipt
of the written request,the Civil ServiceOfficer shall meetwith the
DepartmenHeadto obtainapprovalto fill the vacantposition. Upon
verification, the Civil ServiceOfficer shallapprovethe appointmento
classesunder A(1) and A(2) or schedulethe appointment for
determinationby the Commissionif the reductionis to a proposed
class under A(3).

(Revised5/22/12
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16. LEAVES OF ABSENCE

16.01 DURATION OF LEAVES

1603

16.05

1607

A. A leaveof absencevithout pay for a period not exceedinghirty (30)
consecutivadaysmay be grantedby the DepartmentHeac, who shall
give notice of such leave to the Civil Service Officer.

B. A requestfor a leaveof absencdongerthanthirty (30) daysbearing
the favorable recommendatiorof the employee'sDepartmentHead
may be granted by thdayor.

C. No employeeshall be given leaveto take a position outsidethe City
service for more than sixty (60) daysin any calendaryear, except
where it appear® bein the best interest of the City.

D. If anemployeedesiresto remainat homewith a dependenthild, the
employeemay requesta leave of absencewithout pay. Suchrequest
will bedeterminedassetforth in A or B aboveunlesseaveis coverec
under the Family Medical Leave Act

RETURN FROM LEAVE. At the expirationof the authorizedleave of
absencea probationeror regular employeeshall resumethe sameclassof
work with standing and service credit as determined by these rules.

MILITARY LEAVE. The Uniformed Services Employment and
ReemploymenRights Act (USERRA)andapplicableWashingtonStateLaw
shall apply.

FILLING A VACANCY . A vacancycausedy aleaveof absenceshall be

filled by provisionalappointmenobr interim appointmenbr the dutiesmay be
assigned to another employeéd(saccordance with these rules
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17. RESIGNATION/RETIREMENT

17.01

1703

HOW SUBMITTED . Resignatiorof anyemployeerom the serviceshallbe
madein writing andfiled with the Civil ServiceOfficer after approvalby the
Department Head

WITHDRAWAL OF RESIGNATION. The Civil Service Officer may
permitthewithdrawalof a resignatioronly uponawritten requesfiled within
ten (10) daysfrom the effectivedateof theresignationandif suchrequestor
withdrawal bears the favorable recommendation oDieartment Head
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18. RETIREMENT

18.01 RETIREMENT OF CIVIL SERVICE EMPLOYEES

A. Uniformed employeesof the Police and Fire Departmentshall be
retired in accordancewith the provisions of the Law Enforcemen
Officersfand Fire FighterfRetirementSystem regulations

B. Retirementof non-uniformer Civil Serviceemployeesshall be made
asprovidedby PublicEmploye¢§ RetirementSystemor Public Safety
Employee$§ Retirement Systemegulations.

1803 RETURN TO RESIGNATION REINSTATEMENT REGISTER
FOLLOWING RESIGNATION OR RETIREMENT . See Rule 107.
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19. DISCIPLINE AND DISCHARGE

19.01

19.03

19.05

Prior to the imposition of any discharge or discipline of aregular employee, the
Department Head will consult and coordinate the action contemplated with the
Civil Service Officer.

TYPES OF DISCIPLINE. Discipline shal befor just cause. The Department
Head may administer the following types of discipline. However, the following
list shal not be construed to set forth a necessary sequence of progressive
discipline.

1. Written Reprimand
2. Suspension without pay not to exceed thirty (30) days.
3 An alternative for suspension without pay may be a

a Reduction in Step for a specified period of time, not to exceed an
amount equivalent to five (5) days suspension.

b. Reduction of accrued vacation leave by a specific number of
hours, not to exceed five (5) days suspension.

4, Demotionin Class.

a Demotion of a regular employee to a lower class for just cause
may be made by the Department Head. If placed in another
department, the receiving Department Head must give approval.

b. A regular employee so demoted shall lose al rights to the
position in the higher class without examination or a provisional
appointment, and shall, in the event of a layoff or reduction, not
be placed on alayoff reinstatement register for the higher class.

5. Discharge

EXAMPLES OF JUST CAUSE. Although discipline, up to and including
termination of employment, may be based on other causes, any one of the
following shall be sufficient.

A. Incompetency, inattention or dereliction in the performance of duties, or
violation of departmental rules;

B. Dishonesty;

C. Conviction of a crime that is directly related to the position of

employment;

Insubordination;

Drinking or otherwise ingesting intoxicating liquor or other controlled

substances while on duty or being under the influence of intoxicating

liquor or controlled substances while on duty;

Offensive conduct or language toward the public or fellow employees,

Carelessness or negligencein the use of City property;
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Attempting to induce any employee of the City to commit an illegal act
or act in violation of any lawful or reasonable department policy;
Conduct on or off duty which reflects discredit upon the City;

Abusing sick leave;

Being absent without approved leave or failing to report to work after
leave of absence has expired,

Sleeping on duty except for Fire Department employees during
established hours,

Unauthorized removal or willful damage to any property belonging to
the City or another City employee;

Unauthorized duplication or use of keys or unauthorized use of entry
codes or lock combinations,

Unauthorized entry to City premises at any time;

Threatening, interfering, coercing, or harassing employees while they are
on the job;

Possession of firearms, knives (excluding persona pocket knife with a
blade of 3 inches or less), explosives, or any other lethal instrument or
deadly weapon on City property without proper authorization,

Illegal gambling on City property at anytime;

Falsfication or intentional omission of pertinent information on City
records and/or giving false replies or testimony on any matter relating to
City activities;

A documented breach of public trust or unethical conduct;

Any harassment, including that which is sexua in nature, pervasive, or
creates a hostile work environment;

Bribery in any form,

Willful or intentional violation of any of the provisions of these Rules.
Creating or contributing to any unsafe or dangerous situation at the work
Ste.
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20. PREDISCIPLINARY HEARING

20.01

20.03

PREDISCIPLINARY HEARING--REQUIRED . A Departmenteadshall
follow the proceduresetforth in Rule 20.03prior to demotion,suspensioror
discharge of a regular employee.

PREDISCIPLINARY HEARING--NOTICE OF CHARGE .

A.

The DepartmentHead shall servea regularemployeewith a written
"Notice of Charge" which shall contain tfelowing:

Thegrounds for demotign

Theproposediischarge or discipline

An explanation of the department's evidence

A statementthat the regular employee shall be given an
opportunityto respondo the chargesprally and/orin writing,
as to why the department'sproposedaction should not be
taken, and

5. The date and time of the predisciplinary hearing.

hrwpNE

The "Notice of Charge"and proof of servicewill be filed with the
Civil Service Officer.

The DepartmentHead shall schedulethe predisciplinaryhearingno
soonerthantwo (2) working daysandno laterthanseven(7) working
days after serviceof the "Notice of Charge"”. A continuanceof the
hearing beyondthe sevenday period may be grantedby the Civil
ServiceOfficer upona showingof goodcauseby eitherthe employee
or the Department Head.

The DepartmentHeadshall conductthe hearing. The employeemay
have legal counsel,union representativeand/or withessespresentat
the predisciplinaryhearing. The employeedoesnot havethe right to
confrontor crossexaminewitnesse®f the City; however,he may ask
guestions at the discretion of the Department Head.

The Department Head's explanation of the evidence at the
predisciplinaryhearingshall be sufficient to apprisethe employeeof
the basisfor the proposedaction. This Rule, however,shall not be
construed to limit the employer at a subsequenthearing from
presentinga more detailedand completecase,including presentation
of additional witnesses, statements and documents.
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The DepartmentHead shall make a tape recording of the hearing
which shall be filed in th€ivil Service Officer§ Office.

Should the DepartmentHead determineto discipline the employee
following the predisciplinary hearing, he shall file a "Notice of
Discipline" in the CommissionOffice within five (5) working days
following the hearingand attemptserviceof the employeepromptly.
This "Notice of Discipline" shall containthe information setforth in
Rule 21.01 B.
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21. NOTICE OF DISCIPLINE

21.01

NOTICE OF DISCHARGE OR DISCIPLINE

A.

A DepartmentHeadwho desiresto discipline or dischargea regular
employeefollowing a pre-disciplinary hearing or who wishes to
impose discipline for which no pre-disciplinary hearingis required
mus' serveon the employeea copy of a INotice of Discipline” and
proof of service shall be filedith the Civil Service Officer

The "Notice of Discipline" shall contain

1. The grounds for discharge or discipline

2. A general statement of the evidence supporting the grpunds
3. The discharge or discipline imposed, and

4. The employee's appeal rights.

On Appeal, the Commissionshall not considerany reason(s)for

dischargeor disciplinethat havenot previously beer presentedo the
employedan the Notice of Chargé
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22. DISCHARGE AND DISCIPLINARY HEARINGS

22.01

22.03

22.05

22.07

22.09

OF REGULAR EMPLOYEES

HEARINGS--APPEALS. Any regular employee who is demoted,
reprimandedsuspendedjischargedr otherwisedisciplinedmay appealsuch
action to the Commission.

TIME FOR APPEALS. An employeewho is the subjectof a INotice of
Discipline” who desireso appealthe disciplineshallfile the appealin writing
at the Civil Service Officer § Office within ten (10) days of receivingthe
written notice "Notice of Discipline".

The notice of appealshall include the mailing addressand streetaddress
whereserviceof processand other papersmay be madeuponthe appellant.
The notice of appeal shall also conttie following:

1. A brief description of the facts giving rise to the appaati
2. A clearstatement of the reason for the appeal.

NOTICE RECEIVED. Uponreceiptof a notice of appealthe Civil Service
Officer shall forward a copy of the notice to the DepartmentHead Human
Resources Managand City Attorney.

SCHEDULING AND NOTICE OF HEARINGS. A hearing shall be
scheduledor a dateto be heardno soonerthanthirty (30) daysandno longer
than sixty (60) daysfrom the date of appealunlessotherwiseagreedto by
mutualconsenbf the parties. Eachparty shall be notified of the hearingdate
a minimum of fourteen(14) daysprior to the hearing. Not withstandingthe
above requirements,any party may petition the Commission for the
continuance which may be granted upon showing good cause.

RESOLUTION PRIOR TO HEARING . Theexerciseof jurisdictionby the
Commission over a matter does not preciude

1. The Department Head from withdrawing the discipline or
2. The employee from withdrawing his appeal
3. A compromisenegotiated by thei@l Service Officer, from both parties.

Uponresolutionof an appealprior to hearingeitherby withdrawalof appeal,
withdrawal of discipline, or compromiseby the parties,the appellan mus
requesin writing the dismissalof the matter. In the eventof acompromisea
stipulationsignedby both partiesshall be submittedto the Commissionprior
to such dismissal.

61



2211 PRELIMINARY MATTERS. If the partieshave needof a pre-hearing
decisionincluding but not limited to decisionson requestgor continuances,
protectiveordersor compulsionof discovery, thefollowing proceduresvill be
followed:

A.

Either party shall placetheir requestin writing and statewhetherthey
desirea pre-hearingresolutionof the request The requestwill be
addresec to the Civil Service Commission,filed with the Civil
Service Officer and serdeon the other party.

The Civil ServiceOfficer shall schedulea hearingof the Commission
to rule on the request. This hearing may be conductedthrough
conference call.

2213 SERVICE OF PROCESSPAPERS

A.

The Civil ServiceOfficer shall causeto be servedon all partiesall
written ordersor noticesof the Commission. All otherpapersshall be
served by the party filing the documents.

The "Notice of Charge"and"Notice of Discipline” shall be servedby
personalserviceor by certified mail returnreceiptrequired. Proof of
service shall be by affidavit of the individual who performedthe
personalservice by a signedreceipt or by other adequateproof of
service. Failureto file proof of servicedoesnot affect the validity of
service.

Ordess, notices or documentsother than the "Notice of Charge",
"Notice of Discipline”, and subpoenasshall be servedby personal
service, by registeredor certified mail, or by regular mail with
adequate proof of service

Service upon the employeeor highel legal representativeand the
DepartmentHead or his/her legal representativas complete when
personalserviceis accomplishedr, in the caseof regularmail, upon
depositin the mail properly stamped. Serviceupon a Department
Head by the Commission may be by inter-office mail.

Papersrequiredto be filed with the Commission including but not
limited to, the "Notice of Appeal"aredeemediled uponactualreceipt
in the Commission Office.

All notices,ordersor documentservedby the Civil ServiceOfficer or

the partiesshall be serveduponall counselof record,uponall parties
not represented by counsel and upon the Civil Service Officer.
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2215

2217

DISCOVERY

A.

Partiesto a proceedingarerequiredto provideto eachotherreasonabl
accessanddiscoveryto all relevantinformationconcerningthe matter
before the Commission. Any questionsconcerning relevancy or
access shall be resolved by order of the Commission.

Upon the failure of any party to comply with an order of the
Commissioncompellingdiscoverythe Civil ServiceOfficer, uponthe
written requesbf the Commissioror a party, shallschedulehe mattetr
before the Commissionfor review and determinationof appropriate
sanctions.

SUBPOENAS

A.

Upon application of any party or hissher representativethe Civil
Service Officer shall issue subpoenagequiring the attendanceand
testimony of witnessesor the production of evidence in such
proceeding. The party requestingthe subpoenais responsiblefor
supplyingcorrectinformationsothe subpoenanay be properlyserved
Suchrequestsfor subpoenashall be submittedto the Civil Service
Officer § Office at least three (3yorking days prior to the hearing.

Every subpoenashall identify the Commissionand the title of the
proceedingsjf any, and shall commandthe personto whom it is
directedto attend,at a specifiedtime andplace,andgive testimonyor
producetemsunder that person's control.

The Civil ServiceOfficer shall arrangefor serviceof the subpoena.
Service of the subpoenashall be made by serving a copy of the
subpoena on the person named therein, or by certified mail.

The personservingthe subpoenahall makeproof of serviceby filing
the subpoenaat the Commissionoffice; and if such servicehasnot
beenacknowledgedy the witness;the personservingthe subpoena
shallmakean affidavit of service. Failureto file proof of servicedoes
not affect the validity of service.

Upon a motion promptly madeby a party or by the personto whom
the subpoenas directed,anduponnoticeto the party on whosebehalf
the subpoena was issued, the Commission may:

Q) Quashor modify the subpoenaf it is unreasonabler requires
evidence not relevant to any matter in issue, or
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2219

2221

2223

F.

(2) Conditiondenialof a motionto quashor modify uponjust and
reasonable conditions.

The Commission may issue subpoenas whenever deemed appropriate.

BURDEN OF PROOF. At any hearing on appeal from a demotion,
suspensig, terminationor other discipline the disciplinary authority shall
have the burden gfroof showing that its action wasade for just cause

EVIDENCE

A.

Subjectto otherprovisionsof theseRules,all competenandrelevant
evidenceshall be admissible. In passingupon the admissibility of

evidencethe Commissionshall give consideratiorto, but shall not be
boundto follow, the rulesof evidencegoverningcivil proceedingsn

the Superior Courts of the State of Washington.

Witnessesin any hearing may be examinedorally, under oath or
affirmation, and shall be subjectto crossexaminationby opposing
parties and the Commission.

When objection is made to the admissibility of evidence, such
evidencemay be receivedsubjectto a later ruling. The Commission
may exclude inadmissible evidence and may order cumulative
evidence discontinued in its discretion, either with or without
objection. A party objecting to the introduction or exclusion of
evidenceshall statethe groundsof such objection at the time such
evidenceis offered or excluded. No suchobjectionshall be deemed
waived by further participation in the hearing.

At any hearingbeforethe Commissionwhendocumentarexhibitsare
to be offeredinto evidenceor briefs are presentedo the Commission,
copiesshall be furnishedto the opposingparty, to eachCommission
member and to the Civil Service Officer.

Partiesareencouragedo stipulateto the admissibilityof documentary
exhibitsprior to the hearing

DELIBERATION . The Commissionmay deliberatein closed (executive)
sessionwhen taking a dischargeor disciplinary case under advisement.
Deliberationsby the Commissionshall otherwisebe subjectto Chapter42.30

RCW.

No person other than the Civil Service Officer or legal counselto the
Commissionshall be presentduring any closedlegal deliberation. No persor
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2225

2227

2229

shall attempt to convey any information or opinion to the Commission
concerning any matter on appeal, other than in open hearing.

DECISION. In dischargeor disciplinaryappealsthe Commissiorshallissue
awritten decision,includingfindings of fact, conclusionf law, andanorder
to eachparty or counselof recordfor eachparty and for file with the Civil
ServiceOfficer. A decisionshallbeissuedwithin ten(10) daysof the closeof
the hearing.

REMEDIES. The Commissionmay issuesuchremedialordersas deemed
appropriate.

RECONSIDERATION. A party may move for reconsiderationby the
Commissioronly on the basisthatthe decisionof the Commissions basedon

fraud, mistake of law, or misconceptiorof facts. Suchmotion mustbe filed

with the Commissionwithin ten (10) daysof the decisionof the Commission.
Suchmotionfor reconsideratiorshall be decidedon affidavits, absentspecial
showing that testimony is necessary.
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23. PERFORMANCE EVALUATION REPORTS

23.01 PERFORMANCE EVALUATION RECORDS

A. Performance evaluation record of non-probationary employees
Performanceevaluationsof all employeesin the classified Civil
Service shall be ke theHuman Resources Department

1. Police Department Employees First level supervisomwill
havethirty (30) daysin Decembetto completeroughdraft
evaluationson each of their subordinateemployees. A
date(s)will besetin Januaryof the following yearfor work
performancereview at which time supervisorscan add
additionalcomments. The performanceevaluationwill be
completedon this day. The first line supervisorwill then
havesixty (60) daysto meetwith theemployeeyeviewand
finalize the evaluation.

(Revised 10/27/2020)

2. Non-Uniformed Police Department Employeesand Fire
Department Employees:Eachsupervisorshall conduc an
evaluation annually for all non-uniformed Police
Departmentemployeesand Fire Departmentemployees
includedin the classifiedCivil Service. The datefor the
evaluationis establishedy the datethe employeeinitially
begaremploymentwith the City or dateof promotior. The
supervisorshall seta specifictime to discusshe evaluatior
with the employee.

(Revised 10/27/2020)

B. Evaluation during initial probation :

1. Fire Department and non-uniformed Police Department
Employee:: Eachsupervisorshall conduc an evaluation
for everynewly hired employeeat the endof thefirst three
(3) monthsemploymentand again at the end of the first
five (5) months of employment.

2. For uniformed Police Department employee: After eact
employeecompletesthe Academyhis/hersupervisorshall
conducta probationaryevaluationat the end of three (3)
months, six (6) months and twelve (12).

(Revisedl0/27/2020
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