
Per the council rules of procedure, a person who wishes to provide public comment at this meeting may do so: 

• On matters pertaining to a particular agenda item at the invitation of the chair at the time the City Council takes up discussion of
that agenda item. Items open for public comment are indicated with an asterisk (*)

• On any other matter specifically pertaining to the City of Anacortes during the Public Comment agenda item.

The City of Anacortes is committed to making public meetings available and accessible to all members of the community. For assistance with special 
needs, please contact the City Clerk at 360-299-1960 in advance of the meeting.

• Meetings may be viewed on the City of Anacortes website, on the City of Anacortes YouTube Channel, or on TV Channel 10.
• The public may also watch, listen to, or participate in the meeting live by visiting https://us02web.zoom.us/j/89255646791 or by telephoning 1-253-215-8782 and entering 

Meeting ID 892 5564 6791. 
• The public is encouraged to comment via email to cityclerk@cityofanacortes.org or via written comment addressed to City Clerk, P.O. Box 547, Anacortes, WA 98221. Public 

comments received by the City Clerk prior to 3:00 p.m. the day of the meeting will become part of the record for the meeting, just as if presented in person. 
• Complete guidelines for virtual participation in Anacortes City Council meetings are available here. View the quick video example for connecting to the meeting here.

Anacortes City Council 
Municipal Building Council Chambers 

904 6th Street 

April 28, 2025 
6:00 PM 

PRELIMINARY AGENDA 
Packet Materials / Watch Meeting 

1. Call to Order
2. Pledge of Allegiance
3. Announcements and Committee Reports

a. Planning Committee (Report)
b. Fiber Committee (Report)
c. Finance Committee (Report)

4. Public Comment
a. Written Public Comment - Tarn Ohana

5. Consent Agenda
a. Minutes of April 21, 2025 (Action)
b. Approval of claims in the amount of $487,038.12 (Action)
c. Special Event: Samish Indian Nation Missing or Murdered Indigenous Persons 

(Action)
6. Other Business

a. Contract Modification: WWTP Pump Station 16 Reconstruction - Design #23-259-
SEW-001 (Discussion/Action)

b. Resolution 3181: Personnel Policy Updates (Discussion/Possible Action)
7. Executive Session

a. Potential Litigation or Litigation per RCW 42.30.110(1)(i) (30 minutes) (Discussion)
8. Adjournment
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From: No Reply <noreply@civicplus.com>
Sent: Wednesday, April 23, 2025 6:30 PM
To: CityClerk
Subject: Public Comment Submission

*****    This email is from outside the City of Anacortes network.  Please use caution when clicking on links, 
opening attachments, or replying.   *****

Submitted by: Tarn Ohana  
Email Address: tarn.ohana@gmail.com 

Commented on event: https://anacorteswa.portal.civicclerk.com/event/1340/overview 
If you are having trouble viewing the URL above, cut and paste the string into your browser window. 

User comment: Reduce VMTs full stop 
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Anacortes City Council Minutes - April 21, 2025 
 
 
Call to Order 
Mayor Matt Miller called to order the Anacortes City Council meeting of April 21, 2025, at 6:00 p.m. 
Councilmembers TJ Fantini, Ryan Walters, Anthony Young, Christine Cleland-McGrath, and Bruce McDougall 
were present. Councilmember Amanda Hubik participated in the meeting remotely via Zoom. Councilmember 
Carolyn Moulton was absent. 

 

Pledge of Allegiance 
The assembly joined in the Pledge of Allegiance. 

 

Announcements and Committee Reports 
Mayor Miller thanked everyone involved in the re-dedication of the Cap Sante lookout and the Public Works 
department for the successful spring residential cleanup day. He then announced that tomorrow would be 
special election day with ballot drop boxes open until 8pm and that there would be a community recreation 
center public meeting on Thursday in Council Chambers. He then detailed Earth Day and Arbor Day events and 
concluded by announcing there would be a street closure on April 23rd on 7th Street between O Avenue and 
Commercial Avenue for crane operations. 

 

Public Works Committee 
Mr. Walters reported from the Public Works Committee meeting held earlier in the evening. The topics 
discussed included the external requirement from the state health department to protect the water system from 
hazards, the bid process on the Commercial Avenue and 12th Street intersection improvement project, the 
wastewater treatment plant outfall project, and design for a crosswalk with bulb outs at 23rd Street and D 
Avenue. 
 
Economic Development Committee 
Mr. Young provided an update on the Economic Development committee meeting held two weeks ago. The 
topics discussed included a discussion with the Western Washington University Economic Development 
Institute about the second draft of the survey data analysis. The next draft would be provided to the committee 
over the next couple weeks and will be available for public review. 

 

Public Comment 
Mayor Miller invited the public to comment on any item not on the agenda. 
 
Robert Festa of Anacortes spoke about the future use of the Eagles Hall, and his intention to communicate a 
proposal for the use of the building by a non-profit organization to the current owner. He requested community 
and Council support in the effort and shared that he could be reached on 206-713-9109 to discuss the matter. 

 

Consent Agenda 
Mr. McDougall moved, seconded by Mr. Young, to approve the following Consent Agenda items. The motion 
carried unanimously by voice vote. 
a. Minutes of April 14, 2025 
b. Approval of claims in the amount of $485,558.45 
The following vouchers/checks were approved for payment: 
EFT numbers: 112274 through 112314, total $411,970.69 
Check numbers: 112315 through 112325, total $54,752.37 
Wire transfer numbers: 367531 through 367843, total $18,835.39 
c. Special Event Application: Anacortes Farmers Market 
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Public Hearings  
 

Public Hearing: Community Development Block Grant (CDBG) 2025 Action Plan 
At 6:14 pm, Mayor Miller opened the advertised public hearing on the Community Development Block Grant 
(CDBG) 2025 Action Plan. Planning, Economic, and Community Development Coordinator Stephanie Snyder 
re-introduced the CDBG 2025 Action Plan, referring to a slide presentation that was added to the packet 
materials for the meeting. 
  
Mayor Miller invited members of the audience to comment on this agenda item. No one present wished to 
address the Council. 
 
At 6:16 pm, Mayor Miller closed the advertised public hearing on the CDBG 2025 Action Plan. 
 
Ms. Cleland-McGrath announced that she would abstain from the vote due to being on the board of the 
Anacortes Family Center, one of the funding recipients under the proposed plan. 
 
TJ Fantini moved, seconded by Ryan Walters, to approve the Community Development Block Grant 2025 
Action Plan. 
Vote: Ayes - Anthony Young, Ryan Walters, Bruce McDougall, Amanda Hubik, TJ Fantini. Nays - None. 
Abstentions - Christine Cleland-McGrath. Result: Passed  

 

Other Business  
 

First Quarter Finance Update 
Finance Director Steve Hoglund presented the first quarter finance update, referring to a slide presentation that 
was included in the packet materials for the meeting. 
 
Discussion topics included: 
 
Public Utility Tax 

• Accounting for the increase. 
o Industrial customers (refineries, LaConner, Oak Harbor) 

Sales Tax Revenue 

• Factors that distinguished 2022 as a good year for sales tax revenue and the subsequent downturn. 
o Increased consumer prices and interest rates. 
o Boat sales, hospitality, and online retail are the only sectors that have shown strong revenue. 

Real Estate Excise Tax (REET) 

• Factors for the 2019 drop in REET. 
o High-value new developments were completed in the years prior. 
o Economic slowdown. 

Revenues by Fund 

• Strategy for decision-making if the current downward economic trend continues. 
o Scrutinizing the re-filling of open positions on a case-by-case basis. 
o Looking at revenue projections. 

• Use of cash reserves over the past three years. 
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o The rate of drawdown and how that will affect the next few years. 
• List of software subscription services. 
• Economic warning signs 

o A lack of sales tax revenue growth. 
• Fiber as a source of optimism. 
• Tension between maintaining the small-town character and maintaining economic vitality. 

Mayor Miller invited members of the audience to comment on this agenda item. No one present wished to 
address the Council.  

 

Ordinance 4098: 1st Quarter Budget Amendment 
Finance Director Steve Hoglund and Police Chief Dave Floyd introduced Ordinance 4098 that would amend the 
2025 budget to include additional expenditures from opioid settlement funds for the procurement of a new 
police canine and from equipment replacement funds for several computers that were not planned to be replaced 
at the time of budget development, but have since determined to be incompatible with recent operating system 
updates. 
 
Discussion topics included: 

• Price for the new police canine. 
o Includes training and health guarantee. 

Mayor Miller invited members of the audience to comment on this agenda item. No one present wished to 
address the Council. 
 
Ryan Walters moved, seconded by Anthony Young, to waive the two-read rule for ordinances. The motion 
carried unanimously by voice vote. 
 
Ryan Walters moved, seconded by TJ Fantini, to approve Ordinance 4098 as presented. 
Vote: Ayes - Anthony Young, Ryan Walters, Christine Cleland-McGrath, Bruce McDougall, Amanda Hubik, 
TJ Fantini. Nays - None. Abstentions - None. Result: Passed 

 

Interlocal Agreement 26-001-MCT-001 with Skagit County for the Community Court Program 2026-
2028 
Administrative Services Director Emily Schuh presented the proposed interlocal agreement 26-001-MCT-001 
with Skagit County for the Community Court Program 2026-2028. 
 
Ryan Walters moved, seconded by Christine Cleland-McGrath, to authorize the mayor to sign interlocal 
agreement 26-001-MCT-001 with Skagit County for the Community Court Program. 
Vote: Ayes - Anthony Young, Ryan Walters, Christine Cleland-McGrath, Bruce McDougall, Amanda Hubik, 
TJ Fantini. Nays - None. Abstentions - None. Result: Passed 

 

Interlocal Agreement 26-002-MCT-001 with Skagit County for Probation Services 2026-2028 
Administrative Services Director Emily Schuh presented the proposed interlocal agreement 26-002-MCT-001 
with Skagit County for Probation Services 2026-2028.  
 
Ryan Walters moved, seconded by Anthony Young, to authorize the mayor to sign interlocal agreement 26-002-
MCT-001 with Skagit County for Probation Services. 
Vote: Ayes - Anthony Young, Ryan Walters, Christine Cleland-McGrath, Bruce McDougall, Amanda Hubik, 
TJ Fantini. Nays - None. Abstentions - None. Result: Passed 
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Interlocal Agreement 25-134-APD-001 with Washington State Criminal Justice Training Commission for 
APD Training Support 
Police Chief Dave Floyd introduced proposed interlocal agreement 25-134-APD-001 with Washington State 
Criminal Justice Training Commission (CJTC) for Anacortes Police Department (APD) training support, which 
would allow APD to send subject-matter expert officers to the CJTC Campus at APD's discretion to support 
training students at the CJTC campus, and in return receive reimbursement from CJTC for the cost of the APD 
officer's time spent instructing during city work hours. The term of the Agreement would be from March 24, 
2025, through March 31, 2028. 
 
Discussion topics included: 

• Length of time that officers could be absent from their duties in Anacortes. 
o No officers are currently available due to staffing constraints. 
o The ability to respond to 911 calls determines the department's ability to participate. 

• Participation provides career growth and advancement opportunities. 
• Forms important working relationships within the region. 
• It allows APD to supervise and ensure the quality of training being administered. 

Christine Cleland-McGrath moved, seconded by TJ Fantini, to authorize the mayor to sign interlocal agreement 
25-134-APD-001 with Washington state Criminal Justice Training Commission for APD training support. 
Vote: Ayes - Anthony Young, Ryan Walters, Christine Cleland-McGrath, Bruce McDougall, Amanda Hubik, 
TJ Fantini. Nays - None. Abstentions - None. Result: Passed 

 

Adjournment 
There being no further business, at approximately 7:13 pm the Anacortes City Council meeting of April 21, 
2025, was adjourned. 
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Invoice 
Doc #

Invoice 
Date

Invoice # Vendor Full Name Description  Total Amount Approval 
Queue

368330 11/22/2024 616150 KUSTOM SIGNALS INC SERVICE CALL FOR RADAR  $                 158.85 apd
362297 1/14/2025 617314 HUGHES FIRE EQUIPMENT, INC. PARTS #221  $                 158.70 dshop
367844 1/18/2025 3455 DXTEL LLC ONLINE MARKETING LIBRARY 

SUBSCRIPTION, JAN 2025
 $                 895.00 fiber

368245 1/30/2025 129118 VECA ELECTRIC & TECHNOLOGIES UNIT-PRICED ELECTRICAL 
SERVICES 2025 - SWAP MOTOR 
AT WTP PUMP STATION

 $                 863.59 dwtp

367846 2/3/2025 3501 DXTEL LLC ONLINE MARKETING LIBRARY 
SUBSCRIPTION, FEB 2025

 $                 895.00 fiber

368258 2/14/2025 239664 BLYTHE MECHANICAL, INC HVAC ANNUAL PREVENTIVE 
MAINTENANCE 2025 - FIRE 
STATIONS RADIANT TUBE 
HEATERS

 $                 725.70 pw1

365200 2/24/2025 619391 HUGHES FIRE EQUIPMENT, INC. PART FOR VEHICLE #222  $                  58.41 dshop
368109 2/25/2025 284091026 ALFA LAVAL INC MAINTENANCE SUPPLIES - 

INCINERATOR
 $              1,806.25 dwwtp

365622 2/26/2025 1129583640/867040 FERRELLGAS, LP FEBRUARY PROPANE WA PARK  $                 218.39 parks1

367847 3/3/2025 3564 DXTEL LLC ONLINE MARKETING LIBRARY 
SUBSCRIPTION, MAR 2025

 $                 895.00 fiber

365593 3/4/2025 5878 RAINIER ENVIRONMENTAL LAB LAB TESTING - ACUTE TOXICITY  $              1,000.00 wwtpcc

365373 3/5/2025 265077052 SURETY PEST CONTROL PEST CONTROL APD/COURT  $                 149.06 finance
365693 3/5/2025 ANA-1219537 ANACORTES AMERICAN ANNUAL SUBSCRIPTION - 

FINANCE 3/6/25-3/5/26
 $                 119.20 finance

365374 3/6/2025 6560532233 VESTIS SERVICES LLC APD NYLON MATS CLEANED  $                  16.32 apd
366724 3/7/2025 112-8816619-

1652210
AMAZON.COM SERVICES, INC OFFICE SUPPLIES  $                  21.04 wwtpcc

365590 3/10/2025 X02606 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                 115.06 parkscc1

365591 3/10/2025 X02665 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  18.31 parkscc1

365662 3/10/2025 350935 NAPA SUPPLIES FOR VEHICLE #203  $                 215.42 shopcc
365592 3/10/2025 X02598 SEBO'S DO-IT CENTER 3/4 HOSE REPAIR  $                    6.52 afdcc
365594 3/10/2025 111-0155323-

1781829
AMAZON.COM SERVICES, INC LAB SUPPLIES  $                  82.56 wwtpcc

365663 3/10/2025 27059 IMAGE360 ROTARY THANK YOU SIGN  $                 271.58 parkscc1

The following claims against the City of Anacortes have been preaudited and certified by the Clerk-Treasurer as ready for 
City Council approval at the April 28, 2025 City Council meeting:

Download this file in OpenDocument spreadsheet format.
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Invoice 
Doc #

Invoice 
Date

Invoice # Vendor Full Name Description  Total Amount Approval 
Queue

365595 3/10/2025 050225 PIZZA FACTORY REC EVENT SUPPLIES  $                  50.00 pkreccc
365596 3/10/2025 b9mP DAD'S DINER REC EVENT SUPPLIES  $                  80.00 pkreccc
365599 3/10/2025 114-2057866-

5499416
AMAZON.COM SERVICES, INC SUPPLIES FOR WATER 

MAINTENANCE
 $                  85.93 wdistcc

365600 3/10/2025 114-6417474-
4340210

AMAZON.COM SERVICES, INC SUPPLIES FOR WATER 
MAINTENANCE

 $                 386.31 wdistcc

365601 3/10/2025 1267760 FRONTIER BUILDING SUPPLY SUPPLIES FOR WATER 
MAINTENANCE

 $                 234.84 wdistcc

365598 3/10/2025 FS250310241389 FS.COM, INC. FIBER- FIBER SPLITTERS  $                 356.86 fibercc
365603 3/10/2025 1267765 FRONTIER BUILDING SUPPLY PLYWOOD (ROKON)  $                  63.10 afdcc
365602 3/10/2025 X02743 SEBO'S DO-IT CENTER FASTENERS, LINER  $                  29.19 afdcc
365605 3/10/2025 12503106773B03964

3
THE UPS STORE SERVICE FOR STREET DEPT  $                 288.42 shopcc

365606 3/10/2025 KTNVT327Z29 AMERICAN PUBLIC WORKS CM INSPECTOR TRAINING 
WORKSHOP - KRISTEN HANNON

 $                 650.00 pwfaccc

365608 3/10/2025 F38887 SEBO'S DO-IT CENTER FACILITY SUPPLIES  $                  20.45 pwfaccc
365687 3/10/2025 112-4243490-

2085852
AMAZON.COM SERVICES, INC MAINTENANCE SUPPLIES  $                 109.59 wwtpcc

366100 3/10/2025 6560533573 VESTIS SERVICES LLC LAUNDRY SERVICE FOR WWTP  $                  51.54 wwtpcc

365611 3/10/2025 583 SEDRO-WOOLLEY COUNTRY STORE K9 ZEKE; FOOD AND SUPPLIES  $                  71.33 apdcc

365675 3/10/2025 24274172 PURCELL TIRE AND SERVICE 
CENTER

SUPPLIES FOR VEHICLE #028  $                  93.08 shopcc

365607 3/10/2025 3986-367679 O'REILLY AUTO PARTS SUPPLIES FOR SHOP STOCK  $                  99.50 shopcc
365658 3/11/2025 F39503 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  70.31 parkscc1

365660 3/11/2025 113-228702-1241857 AMAZON.COM SERVICES, INC SUPPLIES FOR STREET DEPT  $                  87.03 shopcc

365659 3/11/2025 111-4642645-
2581066

AMAZON.COM SERVICES, INC SUPPLIES FOR FACILITIES  $                  76.15 pwfaccc

365664 3/11/2025 413 THE DONUT HOUSE REC EVENT SUPPLIES  $                  36.31 pkreccc
365665 3/11/2025 509120 RITE AID REC EVENT SUPPLIES  $                  27.16 pkreccc
365597 3/11/2025 111-7043091-

2393060
AMAZON.COM SERVICES, INC REC PROGRAM SUPPLIES  $                 235.04 parkscc1

365667 3/11/2025 49889779 MUNICIPAL RESEARCH & MRSC TRAINING - PERSONAL 
SERVICES PROCUREMENT SERIES

 $                  40.00 legalcc

365669 3/11/2025 2US1014882 MALVERN PANALYTICAL, INC. FOLDED CAPILLARY ZETA CELL, 
ZETA POTENTIAL TRANSFER STD

 $                 830.14 wtpcc
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Invoice 
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Invoice # Vendor Full Name Description  Total Amount Approval 
Queue

365670 3/11/2025 114-7007408-
9577057

AMAZON.COM SERVICES, INC SUPPLIES FOR WATER 
MAINTENANCE

 $                 154.89 wdistcc

365604 3/11/2025 113-9124106-
2553003

AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                  15.23 shopcc

365674 3/11/2025 3986-368012 O'REILLY AUTO PARTS PART FOR EQUIP #4001  $                    9.56 shopcc
365750 3/11/2025 U2516008474 ICONIX WATERWORKS INC SUPPLIES FOR STREET DEPT  $              2,642.40 shopcc
365679 3/11/2025 X02876 SEBO'S DO-IT CENTER SUPPLIES FOR STREET DEPT  $                  40.25 shopcc
365680 3/11/2025 X02778 SEBO'S DO-IT CENTER SUPPLIES FOR FACILITIES  $                    7.08 pwfaccc
365686 3/11/2025 030509328 GALLS, LLC. UNIFORM SHIRTS, BELT (ED)  $                 375.77 afdcc
365610 3/11/2025 113-5083852-267545 AMAZON.COM SERVICES, INC SPEAKERS (29-3 TONING)  $                  32.68 afdcc

365683 3/11/2025 1268025 FRONTIER BUILDING SUPPLY SUPPLIES FOR FACILITIES  $                 114.50 pwfaccc
365682 3/11/2025 X02780 SEBO'S DO-IT CENTER SUPPLIES FOR FACILITIES  $                    8.76 pwfaccc
365685 3/11/2025 X02884 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  67.53 parkscc1

365688 3/11/2025 112-1244905-
2612256

AMAZON.COM SERVICES, INC LUNCHROOM SUPPLIES  $                  31.50 wwtpcc

365677 3/11/2025 3986-367936 O'REILLY AUTO PARTS PARTS FOR VEHICLE #173  $                  57.05 shopcc
365742 3/11/2025 159352 ASSOCIATION OF WASHINGTON REGISTRATION: LABOR 

RELATIONS INSTITUTE
 $                 450.00 afdcc

365740 3/12/2025 X03013 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  15.08 parkscc1

365741 3/12/2025 D56707/1 ACE HARDWARE OPERATING SUPPLIES  $                 202.60 wwtpcc
365661 3/12/2025 113-2801451-

0581043
AMAZON.COM SERVICES, INC SUPPLIES FOR STREET DEPT  $                  19.04 shopcc

365901 3/12/2025 1051090 BAYSHORE OFFICE PRODUCTS INC OPERATING SUPPLIES  $                  66.56 wdistcc

365744 3/12/2025 31377 PARTS VIA PART FOR VEHICLE #206  $                 219.71 shopcc
365911 3/12/2025 SR20106 WILDLIFE CONTROL SUPPLIES CATCH POLE  $                 197.69 apdcc
365666 3/12/2025 113-3621786-

5735416
AMAZON.COM SERVICES, INC OFFICE SUPPLIES; ENVELOPES  $                  21.64 apdcc

365745 3/12/2025 X03029 SEBO'S DO-IT CENTER REC DEPT SUPPLIES  $                  28.28 pkreccc
365746 3/12/2025 111-4576227-

2101859
AMAZON.COM SERVICES, INC REC PROGRAM SUPPLIES  $                  16.31 parkscc1

365748 3/12/2025 111-5707020-
5653842

AMAZON.COM SERVICES, INC LAB SUPPLIES  $                 122.17 wwtpcc

365747 3/12/2025 113-0350281-
1238603

AMAZON.COM SERVICES, INC SAFETY SUPPLIES  $                  83.19 wwtpcc

365668 3/12/2025 111-9646147-
6320217

AMAZON.COM SERVICES, INC EXECUTIVE OFFICE SUPPLIES  $                  78.45 execc

365903 3/12/2025 B19482489 SHI INTERNATIONAL CORP. WINDOWS SERVER 2025 DEVICE 
CAL FOR WTP

 $                  28.05 infosyscc
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365673 3/12/2025 114-0684781-
7705836

AMAZON.COM SERVICES, INC SUPPLIES FOR WATER 
MAINTENANCE

 $                  17.94 wdistcc

365671 3/12/2025 114-7522834-
8666645

AMAZON.COM SERVICES, INC SUPPLIES FOR WATER 
MAINTENANCE

 $                 753.87 wdistcc

365751 3/12/2025 58744 ACE HARDWARE DIGITAL MULTIMETER  $                  38.07 wtpcc
365930 3/12/2025 505256485320 SAFEWAY INC MAINTENANCE SUPPLIES  $                  21.74 museumcc
365921 3/12/2025 WN10061426 HOME DEPOT MAINTENANCE SUPPLIES  $                 785.54 wwtpcc
365922 3/12/2025 2598860406 MARRIOTT NATIONAL LEAGUE OF CITIES 

CONFERENCE ACCOMMODATIONS
 $              1,284.01 execc

365699 3/12/2025 265076059 SURETY PEST CONTROL OPS PEST CONTROL  $                 126.21 dshop
365757 3/12/2025 X02993 SEBO'S DO-IT CENTER SUPPLIES FOR STREET DEPT  $                  11.95 shopcc
365758 3/12/2025 X03121 SEBO'S DO-IT CENTER UTILITY KNIFE, BOLT CUTTER, 

RUBBER MALLETS
 $                  74.76 afdcc

365678 3/12/2025 111-1400069-
0281859

AMAZON.COM SERVICES, INC SUPPLIES FOR SHOP  $                  20.30 shopcc

365916 3/12/2025 24274364 PURCELL TIRE AND SERVICE 
CENTER

SERVICE FOR VEHICLE #517  $                  71.89 shopcc

365754 3/12/2025 3986-368139 O'REILLY AUTO PARTS PART FOR EQUIP #7002  $                  16.59 shopcc
367910 3/13/2025 31305 SKAGIT SOILS, INC. SUPPLIES FOR STORM DEPT  $                 309.51 dshop
365900 3/13/2025 X03207 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  68.16 parkscc1

365983 3/13/2025 385813 DEPT OF LABOR & INDUSTRIES FACILITIES MAINTENANCE  $                 345.22 pwfaccc
365743 3/13/2025 72418496 STARBUCKS CITIZENS ACADEMY COFFEE  $                  21.76 apdcc
365902 3/13/2025 37214 WORK OUTFITTERS RAIN BOOTS  $                 185.99 wtpcc
365926 3/13/2025 20094115061 5.11 TACTICAL UNIFORM POLOS AND PANTS; 

MARINE PATROL
 $                 783.36 apdcc

365756 3/13/2025 20094124013 5.11 TACTICAL UNIFORM POLOS; MARINE 
PATROL

 $                  73.93 apdcc

365905 3/13/2025 1Z3Y592X039619934
5

UNITED PARCEL SERVICE, INC PRODUCT RETURN  $                  39.44 wwtpcc

365906 3/13/2025 SO-17433-VO RAPIDMADE INC LAB SUPPLIES  $                 347.81 wwtpcc
365909 3/13/2025 112-2575342-

9230666
AMAZON.COM SERVICES, INC LIFE VESTS; MARINE PATROL  $              1,477.45 apdcc

365907 3/13/2025 15946805 PAPE MACHINERY INC. PART FOR EQUIP #7002  $                  21.69 shopcc
365908 3/13/2025 15947223 PAPE MACHINERY INC. PARTS FOR EQUIP #7002  $                  58.65 shopcc
365912 3/13/2025 113-7453269-

6447432
AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                  16.31 wwtpcc

365991 3/13/2025 113-8498706-
3731449

AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                  39.14 wwtpcc

365913 3/13/2025 X03283 SEBO'S DO-IT CENTER OPERATING SUPPLIES  $                  31.93 wwtpcc
365993 3/13/2025 8561 01 28991 HOME DEPOT SUPPLIES FOR WATER 

MAINTENANCE
 $                 460.99 wdistcc
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365994 3/13/2025 8561 52 00068 HOME DEPOT SUPPLIES FOR WATER 
MAINTENANCE

 $                 108.63 wdistcc

365904 3/13/2025 683400 CABLESANDKITS.COM HP ARUBA NETWORK SWITCHES  $            23,935.83 infosyscc

365914 3/13/2025 SO23728622.001 KELLER SUPPLY COMPANY SUPPLIES FOR WATER 
MAINTENANCE

 $                 121.48 wdistcc

365995 3/13/2025 8255 9094 8736 
4397

DISH NETWORK CORP DATA SERVICE 29-3: MARCH  $                 117.89 afdcc

365915 3/13/2025 L0264599042 DEPARTMENT OF LICENSING LICENSING FEES FOR VEHICLE 
#1014

 $                  64.00 shopcc

365694 3/13/2025 ANA-1218629 ANACORTES AMERICAN ANNUAL SUBSCRIPTION - 
PLANNING 3/13/25-3/12/26

 $                 118.70 plan

365755 3/13/2025 111-5232988-
8385035

AMAZON.COM SERVICES, INC OFFICE SUPPLIES  $                    9.35 libcc

365923 3/13/2025 F40372 SEBO'S DO-IT CENTER FACILITY SUPPLIES  $                  10.23 pwfaccc
365924 3/13/2025 22210145 SUPPLYHOUSE LLC SUPPLIES FOR FACILITIES  $                  94.32 pwfaccc
365927 3/13/2025 C03172 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  59.01 parkscc1

365929 3/13/2025 111-9646709-
5301824

AMAZON.COM SERVICES, INC LAMINATING POCKETS  $                  48.95 afdcc

365928 3/13/2025 F40496 SEBO'S DO-IT CENTER SUPPLIES FOR FACILITIES  $                  21.30 pwfaccc
365917 3/13/2025 3986-368335 O'REILLY AUTO PARTS PART FOR VEHICLE #1005  $                    6.59 shopcc
365985 3/14/2025 260119634-00 TACOMA SCREW PRODUCTS, INC. SUPPLIES FOR STREET DEPT  $                  40.90 shopcc

365987 3/14/2025 113-1050590-
3437826

AMAZON.COM SERVICES, INC WA PARK OFFICE SUPPLIES  $                  17.94 parkscc1

365988 3/14/2025 265076552 SURETY PEST CONTROL CEMETERY PEST CONTROL  $                  81.60 parkscc1
365910 3/14/2025 112-8840167-

3156245
AMAZON.COM SERVICES, INC LIFE VEST REPAIR KITS  $                 189.94 apdcc

365997 3/14/2025 19817 ATACLETE WATER RESCUE: DIVE MASK, 
SNORKEL

 $                 100.16 afdcc

365996 3/14/2025 W2594825 NORTHWEST RIVER SUPPLIES WATER RESCUE: DRY SUITS, 
HELMETS, GLOVES, WETSHOES

 $              1,283.69 afdcc

365998 3/14/2025 6560535812 VESTIS SERVICES LLC OPS & PARKS LAUNDRY SERVICE  $                  73.78 shopcc

365999 3/14/2025 030698578 GALLS, LLC. UNIFORM BOOTS; HATCHER AND 
JUMPSUIT; MOWRER

 $                 930.54 apdcc

366003 3/14/2025 FS250314426748 FS.COM, INC. 10G SFTP+ PASSIVE DIRECT 
ATTACH COPP TWINAX CABLE

 $                 400.60 infosyscc

366005 3/14/2025 111-0543497-
9109828

AMAZON.COM SERVICES, INC OFFICE SUPPLIES  $                  32.18 libcc
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366006 3/14/2025 F40620 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  47.71 parkscc1

365925 3/14/2025 112-9378540-
1518667

AMAZON.COM SERVICES, INC RISER FOR LAPTOP  $                  33.93 infosyscc

366008 3/14/2025 6C60384 PLATT ELECTRIC SUPPLY INC SUPPLIES FOR FACILITIES  $                  65.87 pwfaccc
366009 3/14/2025 SO23920987.001 KELLER SUPPLY COMPANY SUPPLIES FOR WATER 

MAINTENANCE
 $              1,095.70 pwfaccc

366010 3/14/2025 D57414/1 ACE HARDWARE PARKS MAINTENANCE SUPPLIES  $                 132.14 parkscc1

366011 3/14/2025 X03297 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  19.32 parkscc1

366012 3/14/2025 E3744 WASHINGTON FINANCE OFFICERS FINANCIAL CLASS  $                  75.00 fincc1

366015 3/14/2025 112-8816619-
1652210

AMAZON.COM SERVICES, INC OFFICE SUPPLIES  $                    8.80 wwtpcc

367433 3/14/2025 2500033 T-SHIRTS BY DESIGN STAFF UNIFORM LOGO  $                  43.81 wwtpcc
365919 3/14/2025 111-1316049-

0359403
AMAZON.COM SERVICES, INC PARTS FOR VEHICLE #1014  $                 381.06 shopcc

365918 3/14/2025 111-7697221-
3476250

AMAZON.COM SERVICES, INC PARTS FOR VEHICLE #1014  $                 529.68 shopcc

365986 3/15/2025 18315 COASTAL FARM & RAIN GEAR - GILBERT QUEVEDO  $                 152.58 wtpcc

365992 3/15/2025 R5514529491 US BANK LODGING FOR TRAINING  $                 866.57 infosyscc
366004 3/15/2025 R5514508821 US BANK LODGING FOR TRAINING  $                 866.57 infosyscc
366007 3/15/2025 114-9684259-

6471437
AMAZON.COM SERVICES, INC BARCODE SCANNER  $                 114.13 infosyscc

366013 3/15/2025 111-4925577-
4522614

AMAZON.COM SERVICES, INC BOLT CUTTERS  $                 152.94 afdcc

366014 3/15/2025 8282094823 MOTOROLA SOLUTIONS INC RADIOS, MOUNTS, ANTENNA, ETC 
FOR MED 12 REPLACE + NEW 
UNIT

 $            13,123.26 afdcc

366017 3/15/2025 D58269 ACE HARDWARE FASTENERS FOR SMALL MED CO 
MONITORS

 $                    7.51 afdcc

366089 3/16/2025 133119 CHEVRON FUEL- WWTP MISC FUEL #9072  $                  56.89 wwtpcc

366016 3/16/2025 112-6368965-
9664201

AMAZON.COM SERVICES, INC PROMOTIONAL MATERIALS  $                    8.68 wwtpcc

366145 3/17/2025 056299 SAMCOR FUEL FUEL FOR #90011  $                 125.54 parkscc1
366083 3/17/2025 714690 XBYTE TECHNOLOGIES, INC NICS  $                 759.42 infosyscc
366215 3/17/2025 23686 WASHINGTON STATE UNIVERSITY CERTIFICATION RENEWALS  $                  43.87 shopcc

366084 3/17/2025 9711-1 THE SHERWIN WILLIAMS CO SUPPLIES FOR STREET DEPT  $              2,353.34 shopcc

Page 6 of 32

Page 12 of 320



Invoice 
Doc #

Invoice 
Date

Invoice # Vendor Full Name Description  Total Amount Approval 
Queue

366087 3/17/2025 D58818/1 ACE HARDWARE PARKS MAINTENANCE SUPPLIES  $                  17.61 parkscc1

365990 3/17/2025 113-3086332-
3123441

AMAZON.COM SERVICES, INC BATTERIES FOR FIREARMS 
SUPPLIES

 $                  12.76 apdcc

366088 3/17/2025 T8NAFWFJ7 MASTER PIECES REC EVENT SUPPLIES  $                 465.32 pkreccc
365989 3/17/2025 105730843180544 FACEBOOK FIBER- ADVERTISING  $                 152.00 admsrvcc

366085 3/17/2025 E0500VOG6L MICROSOFT CORPORATION AZURE: DEVELOPER SUPPORT 
2/16-3/15/25

 $                  29.00 infosyscc

366086 3/17/2025 E0500VOKE7 MICROSOFT CORPORATION PAY-AS-YOU GO AZURE 2/16-
3/15/25

 $                  23.40 infosyscc

366092 3/17/2025 25048i REV BEAVER EQUIPMENT, LLC ROTORK IQT2000 MK3 
INTELLIGENT ACTUATOR

 $              9,835.90 wtpcc

366093 3/17/2025 D59076/1 ACE HARDWARE MAINTENANCE SUPPLIES - 
INCINERATOR

 $                 236.81 wwtpcc

365946 3/17/2025 6022948597 THE KIPLINGER LETTER ANNUAL SUBSCRIPTION 3/27/25-
3/24/26

 $                 134.91 finance

366094 3/17/2025 D58783/1 ACE HARDWARE SUPPLIES FOR FACILITIES  $                  34.26 pwfaccc
366095 3/17/2025 260119728-00 TACOMA SCREW PRODUCTS, INC. SUPPLIES FOR #90009  $                 376.21 shopcc

366097 3/17/2025 111-0273554-
2829851

AMAZON.COM SERVICES, INC FIRE OFFICER'S HANDBOOK OF 
TACTICS

 $                 102.22 afdcc

366098 3/17/2025 111-5750231-
1740245

AMAZON.COM SERVICES, INC COFFEE FILTERS - 29-2  $                  12.93 afdcc

366096 3/17/2025 111-8459493-
4180205

AMAZON.COM SERVICES, INC PIPE WRENCHES  $                 172.16 afdcc

366099 3/17/2025 116413 PROCOM LLC DAVISON DRUG TEST  $                  78.00 afdcc
366327 3/17/2025 6560537148 VESTIS SERVICES LLC LAUNDRY SERVICE FOR WWTP  $                  65.58 wwtpcc

366101 3/17/2025 11003 COASTAL FARM & RAIN GEAR  $                 472.57 wtpcc
366091 3/17/2025 111-7824197-

2490630
AMAZON.COM SERVICES, INC PART FOR VEHICLE #1014  $                 187.03 shopcc

366090 3/17/2025 3986-369097 O'REILLY AUTO PARTS PARTS FOR VEHICLE #713  $                  10.87 shopcc
366146 3/18/2025 260119727-00 TACOMA SCREW PRODUCTS, INC. SUPPLIES FOR STREET DEPT  $                  74.14 shopcc

366147 3/18/2025 198212026 SKAGIT COUNTY PUBLIC WORKS MEETING EXPENSE  $                  11.00 museumcc

366148 3/18/2025 RxwQ1YbO1kQzP0 NORTHWEST BIOSOLIDS TRAINING - MICROPLASTICS 
WEBINAR - NWB

 $                  15.00 wwtpcc

366149 3/18/2025 014233 COSTCO WHOLESALE 
CORPORATION

COFFEE PODS; APD  $                  82.27 apdcc

366151 3/18/2025 114-9872359-
1861037

AMAZON.COM SERVICES, INC PHONE CASE, PROTECTORS  $                  37.10 wtpcc
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366221 3/18/2025 265076617 SURETY PEST CONTROL PEST CONTROL ACC 34803359 
2102 PENN AVE ROCKRIDGE 
BOOSTER

 $                  65.28 wtpcc

366223 3/18/2025 48252 WASHINGTON ASSOCIATION OF MEMBERSHIP ORGANIZATIONS-
WABO

 $                 170.00 plancc

366153 3/18/2025 2500022 T-SHIRTS BY DESIGN FIBER - T-SHIRTS BY DESIGN  $              1,214.21 fibercc
366154 3/18/2025 0-096-982-240 DEPARTMENT OF LICENSING REPORT OF SALE FOR VEH#151  $                  13.65 shopcc

366155 3/18/2025 030737362 GALLS, LLC. DUTY BELT; CAPT FULLER  $                  57.45 apdcc
366156 3/18/2025 97449 HARBOR FREIGHT TOOLS UTILITY CASE, GLOVE AND 

TOWEL HOLDERS
 $                  65.25 wtpcc

366157 3/18/2025 GPA.3314-1279-4761-
0

AMERICAN WATER WORKS AWWA OPCERT EXAM PREP AP  $                  32.78 wtpcc

366158 3/18/2025 3610176 US BANK  CO-OPERATIVE-COASTAL FARM & 
RANCH MV

 $                 191.44 plancc

366159 3/18/2025 D59344/1 ACE HARDWARE TORX HEX KEY SET, SCREW/NUT 
DRIVER, PLIERS SET

 $                  92.99 pwfaccc

366999 3/18/2025 1130068186 FERRELLGAS, LP PROPANE- SHOP  $                 419.94 dshop
367000 3/18/2025 1130068188 FERRELLGAS, LP PROPANE  $                 133.83 dshop
366044 3/18/2025 2042201127 FERRELLGAS, LP WTP PROPANE 51.3 GALLONS  $                 108.44 dwtp
366165 3/18/2025 D59696/1 ACE HARDWARE SUPPLIES FOR STREET DEPT  $                  12.72 shopcc
366161 3/18/2025 X04236 SEBO'S DO-IT CENTER SUPPLIES FOR FACILITIES  $                  47.98 pwfaccc
366162 3/18/2025 190494851 ULINE, INC. CURATORIAL SUPPLIES  $                 442.83 museumcc
366169 3/18/2025 030623334 GALLS, LLC. BELT, SHIRTS - RH  $                 288.05 afdcc
366170 3/18/2025 030657653 GALLS, LLC. SHIRT - BRAY  $                  88.51 afdcc
366171 3/18/2025 030657654 GALLS, LLC. SHIRT, PANTS - MC  $                 465.88 afdcc
366172 3/18/2025 030657655 GALLS, LLC. SHIRT, PANTS - DG  $                 318.88 afdcc
366173 3/18/2025 030657656 GALLS, LLC. BELT, SHIRT, PANTS - BOYLE  $                 344.77 afdcc
366174 3/18/2025 030657657 GALLS, LLC. SHIRT, PANTS, - SE  $                 318.88 afdcc
366175 3/18/2025 030657658 GALLS, LLC. PANTS, SHIRT - JS  $                 318.08 afdcc
366176 3/18/2025 030657659 GALLS, LLC. 2 PANTS, SHIRT - BR  $                 514.99 afdcc
366177 3/18/2025 030657660 GALLS, LLC. SHIRT-Q  $                 173.65 afdcc

366178 3/18/2025 030657661 GALLS, LLC. SHIRT, PANTS - BOWEN  $                 407.39 afdcc
366179 45734 030668640 GALLS, LLC. BELT, SHIRT, PANTS - GH 344.77  $                  afdcc
366180 3/18/2025 030685622 GALLS, LLC. SHIRT, 2 PANTS - BYER  $                 458.42 afdcc
366181 3/18/2025 030685623 GALLS, LLC. BELT, 2 SHIRTS - KB  $                 288.05 afdcc
366182 3/18/2025 030685624 GALLS, LLC. 3 SHIRTS, 2 PANTS - DL  $                 629.74 afdcc
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366183 3/18/2025 111-9333782-
7020241

AMAZON.COM SERVICES, INC OFFICE SUPPLIES, BATTERIES, 20 
LBS COFFEE  (ALL STATIONS)

 $                 336.56 afdcc

366168 3/18/2025 47558 ELEVATORKEY.COM ELEVATOR DOOR KEY SET  $                 246.64 afdcc
366163 3/18/2025 51802 D-LUX SCREEN PRINTING INC SUPPLIES FOR SOLID WASTE  $                 139.89 shopcc
366164 3/18/2025 301812-5 BIRCH EQUIPMENT CO., INC SUPPLIES FOR FACILITIES  $                 214.91 pwfaccc
366166 3/18/2025 112-9664983-

2159443
AMAZON.COM SERVICES, INC MAINTENANCE SUPPLIES  $                  30.46 wwtpcc

367990 3/19/2025 54593 SKAGIT PUBLISHING LLC PUBLISH AA-617036  $                  48.72 pw1
366212 3/19/2025 RK00469025 RED KAP PANTS - ANA PUREZA  $                  84.03 wtpcc
366214 3/19/2025 1271256 FRONTIER BUILDING SUPPLY MAINTENANCE SUPPLIES  $                 139.15 wwtpcc
366213 3/19/2025 D59871/1 ACE HARDWARE MAINTENANCE SUPPLIES  $                  12.72 wwtpcc
366216 3/19/2025 4162226 ZOLL MEDICAL CORPORATION ECG LIMB LEAD  $                 154.88 afdcc
366296 3/19/2025 65563796 STARBUCKS CITIZENS ACADEMY - COFFEE  $                  21.76 apdcc

366297 3/19/2025 192641 FRONTIER FORD REPLACED TURBO #170  $              8,949.55 shopcc

366301 3/19/2025 261181 L.N. CURTIS & SONS
UNIFORM BOOTS; CORP 
SCHEEPERS  $                 158.29 apdcc

366218 3/19/2025 7858 THE X BELTS DUTY BELT; SCHEEPERS  $                 117.67 apdcc
366227 3/19/2025 X04380 SEBO'S DO-IT CENTER MOSS CONTROL, SHOVEL  $                 171.71 afdcc

366305 3/19/2025
114-5981319-
1117808 AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                 294.59 wwtpcc

366220 3/19/2025 6006-2362073 MOUNT VERNON BUILDING CENTER MAINTENANCE SUPPLIES  $                 986.02 wwtpcc

366152 3/19/2025
114-7663217-
7503440 AMAZON.COM SERVICES, INC LABEL MAKER  $                  56.85 wtpcc

366224 3/19/2025 1705116
SKAGIT COUNTY SOLID WASTE 
FUND

HAZARDOUS MATERIALS 
DISPOSAL  $                  52.00 afdcc

366314 3/19/2025 9tgEB3qikx AMERICAN PUBLIC WORKS
PNWS NWWA WORKSHOP 
REGISTRATION - MATT ELLIOTT  $                 120.00 wtpcc

366219 3/19/2025 D59853/1 ACE HARDWARE
SUPPLIES FOR WATER 
MAINTENANCE  $                  19.57 wdistcc

366321 3/19/2025 U2516009475 ICONIX WATERWORKS INC SUPPLIES FOR STREET DEPT  $                  77.13 shopcc
366322 3/19/2025 U2516009477 ICONIX WATERWORKS INC SUPPLIES FOR STREET DEPT  $                 329.09 shopcc
366230 3/19/2025 F42924 SEBO'S DO-IT CENTER BRASS HOSE Y  $                  17.40 afdcc

366167 3/19/2025
112-4940855-
6505047 AMAZON.COM SERVICES, INC MAINTENANCE SUPPLIES  $                  42.41 wwtpcc

366329 3/19/2025 834 FIDALGO ANIMAL MEDICAL CENTER K9 ZEKE - RADIOGRAPH  $                 294.71 apdcc
366228 3/19/2025 3986-369627 O'REILLY AUTO PARTS PART FOR VEHICLE #164  $                  65.27 shopcc

366229 3/19/2025
PSI335256/335257/2
54 WOOD'S LOGGING SUPPLY SUPPLIES FOR OPERATIONS  $              5,092.13 shopcc
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368024 3/20/2025 54660 SKAGIT PUBLISHING LLC PUBLISH SVH-618693  $                 204.44 plan

366422 3/20/2025
00059305101172503
201 SAFEWAY INC

SAFEWAY-REFRESHMENTS FOR 
COMP PLAN OPEN HOUSE  $                  34.81 plancc

366294 3/20/2025 X04533 SEBO'S DO-IT CENTER
SUPPLIES FOR WATER 
MAINTENANCE  $                  86.32 shopcc

366424 3/20/2025 43895642 HOLIDAY INN LODGING FOR CONFERENCE  $                 596.34 wdistcc
366295 3/20/2025 933539 CIRCLE K FUEL FOR VEHICLE #194  $                  65.19 wdistcc

366298 3/20/2025 41600554093 LES SCHWAB TIRE CENTERS SERVICE FOR VEHICLE #053  $                 574.20 shopcc
366299 3/20/2025 X04600 SEBO'S DO-IT CENTER SUPPLIES FOR EQUIP #7003  $                    4.50 shopcc

366444 3/20/2025 9291226164 DSW SHOES UNIFORM SHOES; OFC MELTON  $                  81.56 apdcc

366217 3/20/2025
113-1676506-
0550611 AMAZON.COM SERVICES, INC PARKS MAINTENANCE SUPPLIES  $                 304.63 parkscc1

366300 3/20/2025 3986-369837 O'REILLY AUTO PARTS FIBER - O'REILLY AUTO PARTS  $                  14.13 fibercc

366302 3/20/2025 D60383/1 ACE HARDWARE PARKS MAINTENANCE SUPPLIES  $                  54.35 parkscc1

366303 3/20/2025 X04507 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  86.99 parkscc1
366306 3/20/2025 43363 SEBO'S DO-IT CENTER TRUCK TOOLS  $                 143.47 pwfaccc

366448 3/20/2025 P3WZC87YJ LITTLE CREEK CASINO RESORT

LODGING; PISTOL OPTICS INSTR 
TRAINING - KELLINGTON AND 
BUFFUM  $                 484.00 apdcc

366307 3/20/2025 20823 SIMSUSHARE
FIRE SIMULATION TRAINING 
PROGRAM  $              1,400.00 afdcc

366308 3/20/2025
112-2619180-
1189833 AMAZON.COM SERVICES, INC SENIOR CENTER SUPPLIES  $                  30.53 parkscc1

366226 3/20/2025
112-8256740-
2730661 AMAZON.COM SERVICES, INC

OFFICE SUPPLIES FOR SENIOR 
CENTER  $                  24.52 parkscc1

366309 3/20/2025 0-097-023-406 DEPARTMENT OF LICENSING
REPORT OF SALE FOR VEHICLE 
#154  $                  13.65 shopcc

366310 3/20/2025
113-5122492-
0430617 AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                  19.48 shopcc

366311 3/20/2025
113-6960296-
5450637 AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                  26.04 wtpcc

366482 3/20/2025 265076847 SURETY PEST CONTROL PEST CONTROL AT WWTP  $                 221.95 dwwtp
366488 3/20/2025 265076850 SURETY PEST CONTROL PEST CONTROL  $                  80.51 museum
366249 3/20/2025 6560539337 VESTIS SERVICES LLC APD NYLON MATS CLEANED  $                  16.32 apd

366315 3/20/2025
114-7529532-
6870615 AMAZON.COM SERVICES, INC KEYBOARD  $                  38.06 infosyscc

366324 3/20/2025 J55643/44 COASTAL FARM & WORK UNIFORM  $                 165.37 shopcc
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366316 3/20/2025 D60476/1 ACE HARDWARE PARKS MAINTENANCE SUPPLIES  $                  29.35 parkscc1

366318 3/20/2025 TC0697208870 REV.COM ORAL HISTORY TRANSCRIPTION  $                  18.50 museumcc
366426 3/20/2025 29320123 HOLIDAY INN LODGING FOR CONFERENCE  $                 596.34 wdistcc
366320 3/20/2025 X04541 SEBO'S DO-IT CENTER SUPPLIES FOR EQUIP #7003  $                  46.70 shopcc
366471 3/20/2025 1137787 CORE HEALTH & FITNESS, LLC STAIR STEPPER  $              7,473.71 afdcc

366325 3/20/2025 106082 DISCOUNT FILING SUPPLIES
FILING LABELS FOR CHILDREN'S 
LIBRARY  $                  15.90 libcc

366328 3/20/2025
112-6233477-
2985865 AMAZON.COM SERVICES, INC PROMOTION - PARADE  $                 150.10 wwtpcc

366326 3/20/2025 Qi39839 QUALITY IMPRINT
PROMOTIONAL - SQUEEZIES FOR 
EVENTS  $              2,390.27 wwtpcc

366472 3/20/2025 409663 TRACTOR SUPPLY CO AIR COMPRESSOR  $              1,631.99 wtpcc

366231 3/20/2025
111-5256974-
8958617 AMAZON.COM SERVICES, INC SAMSUNG 2TB M.2 DRIVE  $                 141.43 infosyscc

366313 3/20/2025
114-9306422-
3875461 AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                  10.87 shopcc

366457 3/20/2025 24274550
PURCELL TIRE AND SERVICE 
CENTER TIRES FOR VEHICLE #515  $                 294.63 shopcc

366456 3/20/2025 24274551
PURCELL TIRE AND SERVICE 
CENTER TIRES FOR STOCK  $              2,299.87 shopcc

366455 3/20/2025 24274552
PURCELL TIRE AND SERVICE 
CENTER SERVICE FOR EQUIP #404  $                  69.85 shopcc

367704 3/20/2025 24274553
PURCELL TIRE AND SERVICE 
CENTER TIRES FOR SHOP STOCK  $                 768.89 shopcc

366312 3/20/2025 3986-369699 O'REILLY AUTO PARTS PARTS FOR VEHICLE #031  $                 202.35 shopcc

366450 3/21/2025
24050519004032278
451 DOLLAR TREE STORES AGING MASTERY SUPPLIES  $                  37.77 parkscc1

366423 3/21/2025
113-0972536-
4713057 AMAZON.COM SERVICES, INC SUPPLIES FOR STREET DEPT  $                 100.80 shopcc

366425 3/21/2025 1051706 BAYSHORE OFFICE PRODUCTS INC
SUPPLIES FOR WATER 
MAINTENANCE  $                  31.33 wdistcc

366428 3/21/2025 055399 PORT OF ANACORTES
NON-ETHANOL FOR 2917 GAS 
CAN  $                  28.08 afdcc

366429 3/21/2025 11-12856-16675 EBAY LAB SUPPLIES  $                  97.53 wwtpcc

366533 3/21/2025
111-3126108-
0249003 AMAZON.COM SERVICES, INC LAB SUPPLIES  $                 155.82 wwtpcc

366437 3/21/2025
111-3225129-
5018634 AMAZON.COM SERVICES, INC LAB SUPPLIES  $                  21.74 wwtpcc

366535 3/21/2025
111-3607457-
6388264 AMAZON.COM SERVICES, INC SAFETY SUPPLIES  $                 137.98 wwtpcc
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366434 3/21/2025
111-3629611-
3912256 AMAZON.COM SERVICES, INC LAB SUPPLIES  $                 787.83 wwtpcc

366616 3/21/2025
111-5374752-
6645057 AMAZON.COM SERVICES, INC LAB SUPPLIES  $                  88.20 wwtpcc

366534 3/21/2025
111-6334433-
6795403 AMAZON.COM SERVICES, INC LAB SUPPLIES  $                 199.80 wwtpcc

366764 3/21/2025
111-7219823-
3924244 AMAZON.COM SERVICES, INC

LAB SUPPLIES - FECAL IDEXX 
METHOD EQUIPMENT  $                 556.03 wwtpcc

366431 3/21/2025 111-7380576-5959406AMAZON.COM SERVICES, INC LAB SUPPLIES 21.71  $                   wwtpcc

366982 3/21/2025
111-9777007-
4020230 AMAZON.COM SERVICES, INC

OPERATING SUPPLIES - 
INCINERATOR  $                 353.55 wwtpcc

366430 3/21/2025 13-12853-03575 EBAY LAB SUPPLIES  $                  80.50 wwtpcc

366438 3/21/2025 25032009322110 WASHINGTON STATE DEPARTMENT
PARKS STAFF PESTICIDE LICENSE 
RENEWAL  $                  50.00 parkscc1

366439 3/21/2025 25032009322110b WASHINGTON STATE DEPARTMENT FEE FOR LICENSE RENEWAL  $                    1.50 parkscc1
366440 3/21/2025 131939 CHEVRON FUEL FOR #90013  $                  69.24 shopcc
366441 3/21/2025 70129246 CROWN AWARDS REC PROGRAM SUPPLIES  $                 747.18 parkscc1

366445 3/21/2025 X04838 SEBO'S DO-IT CENTER
PROPANE - 29-2, MIXED FUEL 
(2921)  $                  50.78 afdcc

366446 3/21/2025 X04864 SEBO'S DO-IT CENTER OPERATING SUPPLIES  $                  60.96 wwtpcc

366449 3/21/2025 1052242436 ENGINE COMPANY LEATHER, LLC LEATHER HELMET SHIELDS  $                 301.95 afdcc

366452 3/21/2025 6560539343 VESTIS SERVICES LLC OPS & PARKS LAUNDRY SERVICE  $                  73.78 shopcc

366464 3/21/2025 14298 WORK OUTFITTERS WORK PANTS - MATT ELLIOTT  $                  68.54 wtpcc

366495 3/21/2025 265075277 SURETY PEST CONTROL

EST CONTROL ACC 34798464 
2205 37TH STREET A AVE 
BOOSTER  $                  64.19 wtpcc

366496 3/21/2025 265076616 SURETY PEST CONTROL

PEST CONTROL ACC 34803358 
3802 MARINE HEIGHTS 
CASTILLEJA BOOSTER  $                  65.28 wtpcc

366465 3/21/2025
114-8791018-
8184212 AMAZON.COM SERVICES, INC

KEYBOARD, MOUSE AND MOUSE 
PAD  $                  83.76 infosyscc

366466 3/21/2025 1705768
SKAGIT COUNTY SOLID WASTE 
FUND LIGHT BULB DISPOSAL  $                  88.80 pwfaccc

366461 3/21/2025 24274524
PURCELL TIRE AND SERVICE 
CENTER TIRE SERVICE FOR EQUIP# #404  $                 172.64 shopcc

366460 3/21/2025 3986-369916 O'REILLY AUTO PARTS OPERATING SUPPLIES- #1014  $                  19.67 shopcc
366458 3/21/2025 3986-369935 O'REILLY AUTO PARTS PART FOR EQUIP #403  $                  11.95 shopcc
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366473 3/21/2025 1272647 FRONTIER BUILDING SUPPLY OPERATING SUPPLIES  $                 105.71 wwtpcc

366435 3/22/2025
111-1322503-
2548209 AMAZON.COM SERVICES, INC LAB SUPPLIES  $                  73.29 wwtpcc

366443 3/22/2025
113-2602381-
5123436 AMAZON.COM SERVICES, INC OFFICE SUPPLIES  $                  23.98 apdcc

366451 3/22/2025
112-4910012-
2258667 AMAZON.COM SERVICES, INC SENIOR CENTER SUPPLIES  $                  90.28 parkscc1

366453 3/22/2025 55114 FRED MEYER WORK PANTS - LANCE JORDAN  $                  65.21 pwfaccc

366895 3/22/2025 265075856 SURETY PEST CONTROL LIBRARY PEST CONTROL 3-22-25  $                 122.94 publib

366467 3/22/2025 8561 00087 08059 HOME DEPOT MAINTENANCE SUPPLIES  $                 166.90 wwtpcc

366468 3/22/2025
111-3992138-
1227412 AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                  40.49 shopcc

366469 3/22/2025 101975135
INTERNATIONAL CODE 
COUNCIL,INC

MEMBERSHIP ORGANIZATIONS-
INT'L CODE COUNCIL INC  $                 145.00 bldgcc

366463 3/23/2025 J57363/44 COASTAL FARM & WORK UNIFORM  $                 113.14 wdistcc

366427 3/23/2025 15330 CONTERRA, INC
TOOL CHEST RADIO CHEST 
HARNESS  $                 460.52 afdcc

366442 3/23/2025
114-8852062-
1585838 AMAZON.COM SERVICES, INC REC DEPT SUPPLIES  $                  18.50 parkscc1

366447 3/23/2025 D62032/1 ACE HARDWARE MAINTENANCE SUPPLIES  $                    7.79 wwtpcc
366474 3/23/2025 D62213/1 ACE HARDWARE MAINTENANCE SUPPLIES  $                  19.56 wwtpcc

366532 3/24/2025 X05127 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  10.65 parkscc1

366615 3/24/2025 162690-CS NOVA TECH INTERNATIONAL INC. LAB SUPPLIES  $              1,859.65 wwtpcc
366693 3/24/2025 3265406 NURNBERG SCIENTIFIC LAB SUPPLIES  $                 502.09 wwtpcc
366542 3/24/2025 840481 MY TAILOR PATCH ON CLASS B  $                    5.00 afdcc
366617 3/24/2025 265076215 SURETY PEST CONTROL WA PARK PEST CONTROL  $                 137.09 parkscc1

366536 3/24/2025
112-1948296-
7987433 AMAZON.COM SERVICES, INC

EXECUTIVE OFFICE AND 
BREAKROOM SUPPLIES  $                  18.74 execc

366537 3/24/2025
112-3535974-
9721844 AMAZON.COM SERVICES, INC

EXECUTIVE OFFICE AND 
BREAKROOM SUPPLIES  $                  38.99 execc

366625 3/24/2025 U2516010115 ICONIX WATERWORKS INC FITTING FOR METER INSTALLS  $                  85.28 wdistcc

366538 3/24/2025 230609 BLADE CHEVROLET, INC
REPLACEMENT TRANSMISSION 
#176  $            11,550.04 wdistcc

366624 3/24/2025 U2516010054 ICONIX WATERWORKS INC PARTS- WATER DEPT  $                 175.44 wdistcc
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366539 3/24/2025 WAFire WASHINGTON FIRE CHIEFS
FIRE CHIEFS CONFERENCE: 
BURBANK & MCDONNELL  $              1,250.00 afdcc

366627 3/24/2025 046832 WEST MARINE PRODUCTS, INC INFLATOR (WATER RESCUE)  $                  23.93 afdcc

366540 3/24/2025 575201 FEDERAL EASTERN
LESS LETHAL - BEAN BAG 
ROUNDS  $                 289.68 apdcc

366629 3/24/2025 44664 WESTERN SYSTEMS REFUSE & SMALL SEWER CAMERA REPAIR  $                 575.31 shopcc

366541 3/24/2025 566930492 LOWE'S BUSINESS ACCOUNT/GEMB AIR COMPRESSOR  $                 292.67 wtpcc

366352 3/24/2025 1-592167-35 DIAMOND RENTALS, INC.
CEMETERY PORTABLE 
RESTROOMS 02/24-3/24/25  $                 140.00 parks1

366351 3/24/2025 1-592167-63 DIAMOND RENTALS, INC.
CEMETERY PORTABLE 
RESTROOMS 02/24-3/24/25  $                 365.00 parks1

366545 3/24/2025 cc2f079b-2lf7-4e7c THE MAILBOX PACKING TAPE  $                    5.98 infosyscc

366634 3/24/2025 139687 US BANK
ACCOMMODATION: FIRE OFFICER 
1 TESTING  $                 129.12 afdcc

366546 3/24/2025 27518786 GAYLORD BROTHERS INC CURATORIAL SUPPLIES  $                 462.65 museumcc

366547 3/24/2025 9728298203 EXTENDED STAY AMERICA
HOTEL FOR PARKS STAFF 
TRAINING  $                 105.54 parkscc1

366550 3/24/2025 260120040-00 TACOMA SCREW PRODUCTS, INC. SHOP SUPPLIES  $                 179.27 shopcc

366549 3/24/2025 188448 PORT OF ANACORTES
NON-ETHANOL GAS, DIESEL (29-
2)  $                  47.67 afdcc

366548 3/24/2025 X05145 SEBO'S DO-IT CENTER REPLACEMENT GAS CAN (2921)  $                  31.52 afdcc
366552 3/24/2025 2500051 T-SHIRTS BY DESIGN 'OBSERVER" T-SHIRTS  $                 788.80 afdcc

366649 3/24/2025 6560540714 VESTIS SERVICES LLC LAUNDRY SERVICE FOR WWTP  $                  53.38 wwtpcc
366553 3/24/2025 12067 LEFEBER TURF FARM, LLC GRASS SEED - LAGOON #2  $                 224.81 wtpcc
366705 3/24/2025 02-12879-62061 AV DEALS - PAYPAL PART- #031  $                 246.37 shopcc

366462 3/24/2025
114-3584103-
2580244 AMAZON.COM SERVICES, INC OPERATING SUPPLIES- #832  $                  32.82 shopcc

366543 3/24/2025 3986-370353 O'REILLY AUTO PARTS PARTS- #031  $                  48.93 shopcc

366610 3/25/2025
111-9701134-
9347433 AMAZON.COM SERVICES, INC OFFICE SUPPLIES  $                    6.19 infosyscc

366611 3/25/2025
113-7047625-
7221810 AMAZON.COM SERVICES, INC SUPPLIES FOR STREET DEPT  $                  53.76 shopcc

366612 3/25/2025
112-0260838-
6504233 AMAZON.COM SERVICES, INC FIBER- 2 OFFICE CHAIRS  $                 500.46 fibercc

366613 3/25/2025
112-9824209-
8057824 AMAZON.COM SERVICES, INC FIBER- TONER CARTRIDGE  $                  39.70 fibercc
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366618 3/25/2025 04466-49606629 CANVA US INC
CANVA SUBSCRIPTION FOR 
PARKS/PW/HR  $                 264.99 parkscc1

366619 3/25/2025 18925 MANCINO MANUFACTURING REC DEPT SUPPLIES  $                 711.96 pkreccc
366694 3/25/2025 077520 WEST MARINE PRODUCTS, INC PARTS- #203A  $                  79.40 shopcc

366697 3/25/2025 668493 SKAGIT REGIONAL HEALTH
CDL MEDICAL CERTIFICATE- 
GREG D  $                 110.00 shopcc

366622 3/25/2025 1544493254 GRAINGER
MAINTENANCE SUPPLIES - 
INCINERATOR  $                 390.47 wwtpcc

366623 3/25/2025
112-
15050362975458 AMAZON.COM SERVICES, INC

ADMINISTRATION DEPARTMENT 
OFFICE SUPPLIES  $                  25.82 execc

366626 3/25/2025 086557 O'REILLY AUTO PARTS TOW BALL  $                  81.58 afdcc

366628 3/25/2025 5745 PUBLIC SAFETY PSYCHOLOGICAL
PRE-EMP PSYCH EVAL - 
CHAMPION  $                 480.00 apdcc

366630 3/25/2025 CP-005276 NASSCO, INC PACP RECERTIFICATION- KEN H  $                 775.00 shopcc

366494 3/25/2025 265076615 SURETY PEST CONTROL

PEST CONTROL ACC 34803357 
6996 SAN JUAN HILL FIDALGO 
BOOSTER  $                  66.37 wtpcc

366635 3/25/2025 D62829/1 ACE HARDWARE OPERATING SUPPLIES- AFD  $                  14.68 pwfaccc

366638 3/25/2025
113-6877349-
1045839b AMAZON.COM SERVICES, INC

WA PARK MAINTENANCE 
SUPPLIES  $                  10.86 parkscc1

366636 3/25/2025 1376369 INTERNATIONAL SOCIETY OF
PARKS STAFF TRAINING 
MATERIALS  $                  24.58 parkscc1

366637 3/25/2025 1376377 INTERNATIONAL SOCIETY OF
PARKS STAFF TRAINING 
MATERIALS  $                  10.95 parkscc1

366715 3/25/2025 17010125 WILBUR-ELLIS COMPANY, LLC
FERTILIZER FOR HANGING 
BASKETS  $                 162.90 parkscc1

366639 3/25/2025 TC0840111685 REV.COM TRANSCRIPTION SERVICES  $                  21.22 museumcc

366640 3/25/2025 psi03272025 PSIEXAMS

WASHINGTON WATER 
DISTRIBUTION MANAGER 1 TEST- 
SABEN  $                 106.00 pwfaccc

366643 3/25/2025 6560531491 VESTIS SERVICES LLC STA 3 MAT/MOP SERVICE: 3/5  $                  16.32 afdcc

366644 3/25/2025 6560532230 VESTIS SERVICES LLC STA 2 MAT/MOP SERVICE: 3/6  $                  16.32 afdcc

366645 3/25/2025 6560532231 VESTIS SERVICES LLC STA 1 MAT/MOP SERVICE: 3/6 20.02  $                   afdcc

366646 3/25/2025 6560538635 VESTIS SERVICES LLC STA 3 MAT/MOP SERVICE: 3/19 16.32  $                   afdcc

366647 3/25/2025 6560539334 VESTIS SERVICES LLC STA 2 MAT/MOP SERVICE: 3/20 16.32  $                   afdcc
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366648 3/25/2025 6560539335 VESTIS SERVICES LLC STA 1 MAT/MOP SERVICE: 3/20 20.02  $                   afdcc

366650 3/25/2025 X05362 SEBO'S DO-IT CENTER
MAINTENANCE SUPPLIES - 
INCINERATOR 30.90  $                   wwtpcc

366632 3/25/2025 114-1916648-7337861AMAZON.COM SERVICES, INC SHOP SUPPLIES 22.73  $                   shopcc
366544 3/25/2025 114-3178040-3653837AMAZON.COM SERVICES, INC SHOP SUPPLIES 40.25  $                   shopcc
366633 3/25/2025 114-3672734-6749823AMAZON.COM SERVICES, INC SHOP SUPPLIES #90009 341.19  $                  shopcc
366631 3/25/2025 3986-370580 O'REILLY AUTO PARTS PARTS- SHOP STOCK 100.91  $                  shopcc
368030 3/26/2025 54823 SKAGIT PUBLISHING LLC PUBLISH AA-618717 154.28  $                  plan
368035 3/26/2025 54824 SKAGIT PUBLISHING LLC PUBLISH AA-619407 101.50  $                  plan
368036 3/26/2025 54825 SKAGIT PUBLISHING LLC PUBLISH AA-619414 129.92  $                  plan

366690 3/26/2025 0074-7840-8313 AMERICAN PAYROLL ASSOCIATION CERTIFICATION FEE 50.00  $                   financecc
366691 3/26/2025 73065046023400 EXPEDIA.COM LODGING FOR BRETT S 304.82  $                  shopcc

366717 3/26/2025 8899 DAVID J HARRIS & ASSOCIATES
TRAINING; BASIC FTO ACADEMY - 
SGT NATIONS 197.00  $                  apdcc

366614 3/26/2025 114-7302971-3519422AMAZON.COM SERVICES, INC
AUX CONNECTOR - 29-3 RADIO 
TONES 6.49  $                     afdcc

366696 3/26/2025 113-8348573-1481820AMAZON.COM SERVICES, INC OFFICE SUPPLIES 39.23  $                   apdcc
366695 3/26/2025 41600554722 LES SCHWAB TIRE CENTERS OPERATING SUPPLIES #037A 245.84  $                  shopcc

366620 3/26/2025 tUld9McWzi93YPeUCy PLANNING ASSOCIATION
MEMBERSHIP ORGANIZATIONS 
PLANNING ASSOCIATION 450.00  $                  plancc

366621 3/26/2025 ZgQFPFHIJVoPPR4LCzPLANNING ASSOCIATION
PLANNING ASSOCIATION ANNUAL 
MEMBERSHIP 375.00  $                  plancc

366698 3/26/2025 113-1657964-3287438AMAZON.COM SERVICES, INC SAFETY SUPPLIES 24.45  $                   wwtpcc

366699 3/26/2025 840598000762727050UNITED STATES POSTAL SERVICE

CERTIFIED MAIL - WSCJTC 
ADJUDICATIVE PROCEEDING 
APPLICATION 6.62  $                     legalcc

366767 3/26/2025 5956 FAB-TECH, INC. PART FOR VEHICLE #100 2,172.00  $               wdistcc

366701 3/26/2025 S023870504 KELLER SUPPLY COMPANY
OPERATING SUPPLIES- WATER 
DEPT 591.52  $                  wdistcc

366702 3/26/2025 S023950942 KELLER SUPPLY COMPANY
OPERATING SUPPLIES- WATER 
DEPT 320.72  $                  wdistcc

366700 3/26/2025 111-0251940-6921818AMAZON.COM SERVICES, INC FIBER - MINI CLIPS 180.60  $                  fibercc

366770 3/26/2025 1047042 BAYSHORE OFFICE PRODUCTS INC
OFFICE SUPPLIES FOR SENIOR 
CENTER 20.02  $                   parkscc1

366703 3/26/2025 030794799 GALLS, LLC. UNIFORM BELT; OFC MELTON 27.42  $                   apdcc
366711 3/26/2025 9451479670 GRAINGER MAINTENANCE SUPPLIES 1,779.07  $               wwtpcc

366712 3/26/2025 D63737/1 ACE HARDWARE
MAINTENANCE SUPPLIES - 
INCINERATOR 134.82  $                  wwtpcc
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366713 3/26/2025 1707328
SKAGIT COUNTY SOLID WASTE 
FUND APPLIANCE HAUL 165.00  $                  pwfaccc

366714 3/26/2025 D63764/1 ACE HARDWARE OPERATING SUPPLIES 11.74  $                   pwfaccc
366716 3/26/2025 113-6877349-1045839AMAZON.COM SERVICES, INC WA PARK MAINTENANCE SUPPLIES 21.74  $                   parkscc1

366718 3/26/2025 260116525-00 TACOMA SCREW PRODUCTS, INC. SUPPLIES FOR #90009  $                 327.62 shopcc

366723 3/26/2025
1ZTP5Y92033018649
6 UNITED PARCEL SERVICE, INC RETURN SHIP BOOTS  $                  81.00 afdcc

366722 3/26/2025 F45219 SEBO'S DO-IT CENTER PARTS- FACILITIES  $                  17.05 pwfaccc
366929 3/26/2025 J58136/44 COASTAL FARM & WORK BOOTS- TORRIN V  $                 200.17 wtpcc

366785 3/26/2025 1084 FIDALGO ANIMAL MEDICAL CENTER K9 ZEKE - MEDICATION  $                  29.02 apdcc

366726 3/26/2025 1274341 FRONTIER BUILDING SUPPLY
K9 ZEKE - WASHERS AND PAINT 
(TRAINING SUPPLIES)  $                  27.68 apdcc

366710 3/26/2025
114-5109097-
4808262 AMAZON.COM SERVICES, INC OIL FILTER CUTTER - SHOP  $                  20.66 shopcc

366707 3/26/2025 3986-370768 O'REILLY AUTO PARTS PARTS #2910A  $                  17.73 shopcc
366706 3/26/2025 3986-370773 O'REILLY AUTO PARTS PARTS #2910A  $                    4.34 shopcc
366708 3/26/2025 3986-370869 O'REILLY AUTO PARTS PARTS #223  $                  17.84 shopcc
366709 3/26/2025 3986-370882 O'REILLY AUTO PARTS PART FOR EQUIP #712  $                  72.82 shopcc

366760 3/27/2025 1274553 FRONTIER BUILDING SUPPLY PARKS MAINTENANCE SUPPLIES  $                  14.13 parkscc1

366840 3/27/2025 356947 US BANK
PLANNING CONFERENCE 
REGISTRATION FEE  $                 400.00 plancc

366692 3/27/2025
113-4739155-
0438644 AMAZON.COM SERVICES, INC SUPPLIES FOR STREET DEPT  $                  43.51 shopcc

366761 3/27/2025 25032610442098 WASHINGTON STATE DEPARTMENT PESTICIDE RENEWAL  $                  51.50 pwfaccc
366763 3/27/2025 716O7396 STARBUCKS CITIZENS ACADEMY COFFEE  $                  21.76 apdcc
366765 3/27/2025 X05809 SEBO'S DO-IT CENTER REC DEPT OFFICE SUPPLIES  $                  11.96 pkreccc

366768 3/27/2025 0188-1027147 CED
SUPPLIES FOR WATER 
MAINTENANCE  $              1,041.71 wdistcc

366847 3/27/2025 057528 HOME DEPOT
CLAMPS, ADAPTERS TO IMPROVE 
EXTRACTOR PLUMBING  $                  43.28 afdcc

366771 3/27/2025 JFNTJG543VK
INTERNATIONAL ACADEMY FOR, 
CRISIS RESPONSE TRAINING INDIVIDUALS IN CRISIS COURSE  $                 606.00 afdcc

366854 3/27/2025 669700 SKAGIT REGIONAL HEALTH DOT PHYSICAL  $                 110.00 shopcc
366882 3/27/2025 6560542929 VESTIS SERVICES LLC APD NYLON MATS CLEANED  $                  16.32 apd

366778 3/27/2025
114-92077816-
6053817 AMAZON.COM SERVICES, INC

THREE HP ARUBA 2930F 
SWITCHES (JL256A)  $              2,578.23 infosyscc
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366777 3/27/2025 US2323614 UBIQUITI INC

1 UNIFI 48 PORT NETWORK 
SWITCH 14 BULLET CAMERAS 12 
DOME CAMERAS  $              5,503.89 infosyscc

366780 3/27/2025 3055372566 ADOBE SYSTEMS INCORPORATED
ADOBE MONTHLY SUBSCRIPTION 
LIBRARY APL  $                  32.64 libcc

366779 3/27/2025 3055594278 ADOBE SYSTEMS INCORPORATED
ADOBE MONTHLY SUBSCRIPTION 
LIBRARY JV  $                  32.64 libcc

366782 3/27/2025 D64091/1 ACE HARDWARE SUPPLIES FOR FACILITIES  $                    4.89 pwfaccc
366783 3/27/2025 WO Z0040335 NOVUS AUTO GLASS PART FOR VEHICLE #037  $                 541.82 shopcc
366766 3/27/2025 X05794 SEBO'S DO-IT CENTER DIMMER KNOB  $                    2.97 afdcc

366784 3/27/2025
112-4313698-
1060240 AMAZON.COM SERVICES, INC OUTREACH MATERIALS  $                 141.42 pwfaccc

366720 3/27/2025
112-4313698-
1060240 AMAZON.COM SERVICES, INC OUTREACH MATERIALS  $                 141.42 pwfaccc

366721 3/27/2025
112-7229457-
8713856 AMAZON.COM SERVICES, INC OUTREACH MATERIALS  $                  19.56 pwfaccc

366719 3/27/2025
112-7229457-
8713856 AMAZON.COM SERVICES, INC OUTREACH MATERIALS  $                  32.36 pwfaccc

366866 3/27/2025
112-2132401-
0328238 AMAZON.COM SERVICES, INC PROMOTIONAL  $                  25.57 wwtpcc

366867 3/27/2025
112-6589404-
0654608 AMAZON.COM SERVICES, INC PROMOTIONAL  $                  24.51 wwtpcc

366855 3/27/2025 24274782
PURCELL TIRE AND SERVICE 
CENTER TIRE FOR VEHICLE #203  $                  29.10 shopcc

366774 3/27/2025 3986-371059 O'REILLY AUTO PARTS PART FOR VEHICLE #1001  $                  16.31 shopcc
366775 3/27/2025 3986-371064 O'REILLY AUTO PARTS SUPPLIES FOR SHOP STOCK  $                  48.93 shopcc
366773 3/27/2025 3986-371109 O'REILLY AUTO PARTS PART FOR VEHICLE #1001  $                    4.80 shopcc

367688 3/28/2025 23494 - 1 H W LOCHNER, INC
Q AVENUE PEDESTRIAN 
CROSSINGS - DESIGN  $            24,270.03 pw1

366837 3/28/2025 5891 DICK'S SPORTING GOODS
PARKS BALLFIELD MAINTENANCE 
SUPPLIES  $                  26.07 parkscc1

366838 3/28/2025 5892 DICK'S SPORTING GOODS
PARKS BALLFIELD MAINTENANCE 
SUPPLIES  $                    8.69 parkscc1

366841 3/28/2025 385087582817952 BAYSHORE OFFICE PRODUCTS INC EXHIBIT SUPPLIES  $                  15.59 museumcc

366769 3/28/2025
114-1446620-
3694655 AMAZON.COM SERVICES, INC

SUPPLIES FOR WATER 
MAINTENANCE  $                  48.50 wdistcc

366848 3/28/2025 x06137 SEBO'S DO-IT CENTER
PVC PIPE, ETC. - REPLUMBING 
EXTRACTOR  $                  40.46 afdcc

366853 3/28/2025 6560535813 VESTIS SERVICES LLC OPS MAT CLEANING  $                  52.77 shopcc

366851 3/28/2025 6560542935 VESTIS SERVICES LLC OPS & PARKS LAUNDRY SERVICE  $                  73.78 shopcc
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366852 3/28/2025 6560542936 VESTIS SERVICES LLC OPS MAT CLEANING  $                  52.77 shopcc
366772 3/28/2025 190902094 ULINE, INC. SHELVING - CHEM BUILDING  $              2,354.75 wtpcc

366844 3/28/2025 D64557/1 ACE HARDWARE
SUPPLIES FOR WATER 
MAINTENANCE  $                  15.65 wdistcc

366781 3/28/2025
111-3121688-
7477016 AMAZON.COM SERVICES, INC OFFICE SUPPLIES  $                  23.75 libcc

366857 3/28/2025 73009447831 US BANK
GAME CASES FOR LIBRARY 
GAMES  $                  22.82 libcc

366865 3/28/2025 9509792584 TELEFLEX LLC POWER DRIVERS  $                 650.62 afdcc
366864 3/28/2025 9509792586 TELEFLEX LLC EZIO NEEDLES  $              1,330.00 afdcc

366861 3/28/2025
112-4313698-
1060240 AMAZON.COM SERVICES, INC OUTREACH MATERIALS  $                  12.94 pwfaccc

366860 3/28/2025 VP_5PKKJ4TP VISTAPRINT
OUTREACH MATERIALS- 
STORMWATER  $                 119.64 pwfaccc

366862 3/28/2025 1052166 BAYSHORE OFFICE PRODUCTS INC SUPPLIES FOR FACILITIES  $                  22.36 pwfaccc
366863 3/28/2025 X05943 SEBO'S DO-IT CENTER SUPPLIES FOR FACILITIES  $                  33.02 pwfaccc

366868 3/28/2025
112-1257968-
6237824 AMAZON.COM SERVICES, INC PROMOTIONAL  $                  26.47 wwtpcc

366856 3/28/2025 3986-371240 O'REILLY AUTO PARTS SUPPLIES FOR VEHICLE #304  $                 129.43 shopcc

366839 3/29/2025
111-9701134-
9347433 AMAZON.COM SERVICES, INC HARDDRIVES (QTY 2)  $                 193.82 infosyscc

366842 3/29/2025 VP_TT6FVCRN VISTAPRINT FIBER - BUSINESS CARDS  $                  68.51 fibercc

366843 3/29/2025
113-5725864-
03350652 AMAZON.COM SERVICES, INC CEMETERY SUPPLIES  $                  27.19 parkscc1

366845 3/29/2025 1234856 BACKFLOW PARTS USA
SUPPLIES FOR WATER 
MAINTENANCE  $                  72.56 wdistcc

366849 3/29/2025 X06283 SEBO'S DO-IT CENTER

WATER SHOCK ARRESTOR, 
ADAPTER (EXTRACTOR 
PLUMBING)  $                  64.37 afdcc

366850 3/29/2025 X06320 SEBO'S DO-IT CENTER
ADAPTERS (EXTRACTOR 
PLUMBING)  $                  20.47 afdcc

366858 3/29/2025 x06216 SEBO'S DO-IT CENTER PREMIXED FUEL  $                  31.98 afdcc

366859 3/29/2025 X06274 SEBO'S DO-IT CENTER
SPARK PLUGS, AIR FILTER (2915 
CUT-OFF SAW)  $                  35.87 afdcc

368259 3/31/2025 1173 BE ENTERPRISES LLC
2025 WTP JANITORIAL SERVICES -
3/25/25 & 3/28/25 CLEANINGS  $                  74.66 dwtp

368253 3/31/2025 31631668 KIMLEY-HORN AND ASSOCIATES, IN

MARCH'S POINT ROAD WATER 
MAIN AND BIKE LANE PROJECT - 
DESIGN - THROUGH 3/31/25  $            19,693.52 pw1
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366977 3/31/2025 3651511400 GODADDY.COM LLC STANDARD SSL 3 YR  $                 839.88 infosyscc
366978 3/31/2025 000610 THRIVE DIRECT HEALTH CARE PARKS STAFF CDL EXAM  $                 125.00 parkscc1

366979 3/31/2025
113-5868230-
5547453 AMAZON.COM SERVICES, INC BATH TOWELS  $                 220.08 afdcc

367086 3/31/2025 1271182 CHALLENGER TEAMWEAR REC PROGRAM SUPPLIES  $              1,302.65 parkscc1

366983 3/31/2025
1Z3Y591X092966992
7 UNITED PARCEL SERVICE, INC SHIPPING CHARGE FOR RETURN  $                  16.59 wwtpcc

366986 3/31/2025 1275748 FRONTIER BUILDING SUPPLY
SUPPLIES FOR WATER 
MAINTENANCE  $                 128.87 wdistcc

366984 3/31/2025 D66341/1 ACE HARDWARE
SUPPLIES FOR WATER 
MAINTENANCE  $                  44.05 wdistcc

366985 3/31/2025 X24633 SEBO'S DO-IT CENTER
SUPPLIES FOR WATER 
MAINTENANCE  $                  26.10 wdistcc

366846 3/31/2025
114-1446620-
3694655 AMAZON.COM SERVICES, INC

SUPPLIES FOR WATER 
MAINTENANCE  $                  38.84 wdistcc

366987 3/31/2025 3986-371826 O'REILLY AUTO PARTS PART FOR VEHICLE #175  $                  32.63 wdistcc

367089 3/31/2025 1052281 BAYSHORE OFFICE PRODUCTS INC FIBER -  OFFICE SUPPLIES  $                  57.10 fibercc
366988 3/31/2025 D66252/1 ACE HARDWARE SUPPLIES FOR STREET DEPT  $                  11.91 shopcc
366991 3/31/2025 833017 MY TAILOR HEM PANTS  $                  20.00 afdcc
366998 3/31/2025 1275861 FRONTIER BUILDING SUPPLY SUPPLIES FOR STREET DEPT  $                  89.70 shopcc

366993 3/31/2025 25032810800831 WASHINGTON STATE DEPARTMENT PARKS STAFF PESTICIDE LICENSE  $                  50.00 parkscc1

366994 3/31/2025 25032810800831b WASHINGTON STATE DEPARTMENT
PARKS STAFF PESTICIDE LICENSE 
RENEWAL  $                    1.50 parkscc1

366995 3/31/2025 260120810-00 TACOMA SCREW PRODUCTS, INC. HEARING PROTECTION  $                  63.83 wtpcc
367105 3/31/2025 28075 FIRE SAFETY USA FOLDING WHEEL CHOCKS  $                 359.90 afdcc
366996 3/31/2025 D66622/1 ACE HARDWARE SUPPLIES FOR FACILITIES  $                    8.14 pwfaccc
366997 3/31/2025 X23093 SEBO'S DO-IT CENTER SUPPLIES FOR FACILITIES  $                    8.06 pwfaccc

367249 3/31/2025
112-9771408-
2421839 AMAZON.COM SERVICES, INC MAINTENANCE SUPPLIES  $                  42.18 wwtpcc

367317 3/31/2025 6560544272 VESTIS SERVICES LLC LAUNDRY SERVICES FOR WWTP  $                  63.93 wwtpcc

366992 3/31/2025
114-2431579-
0584263 AMAZON.COM SERVICES, INC LAPTOP SCREEN EXTENDER  $                 174.07 legalcc

366990 3/31/2025 15984928 PAPE MACHINERY INC. PARTS FOR VEHICLE #714  $                  40.17 shopcc
366989 3/31/2025 3986-371871 O'REILLY AUTO PARTS PART FOR VEHICLE #714  $                  13.55 shopcc

367984 4/1/2025 200000666863 PUGET SOUND ENERGY INC
LIBRARY 10TH STREET LED 3/4-
4/1/25  $                  17.75 publib

367948 4/1/2025 200000667218 PUGET SOUND ENERGY INC LIBRARY 10TH & M ST 3/4-4/1/25  $                  29.28 publib
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367848 4/1/2025 3646 DXTEL LLC
ONLINE MARKETING LIBRARY 
SUBSCRIPTION, APR 2025  $                 895.00 fiber

367075 4/1/2025 RK00476877 RED KAP UNIFORM  $                  93.38 wtpcc
367093 4/1/2025 197278 PELICAN BAY BOOKS AGING MASTERY SUPPLIES  $                 100.00 parkscc1
367080 4/1/2025 043703 CAMPING WORLD REPAIR EQUIPMENT #866  $                  11.95 wtpcc
367077 4/1/2025 109471/1/74872 WORK OUTFITTERS WORK BOOTS  $                 221.96 wtpcc

367078 4/1/2025
1130-0218-0878-
2504- WALGREENS LAB SUPPLIES  $                  13.88 wtpcc

367079 4/1/2025 15986267 PAPE MACHINERY INC. MOWER BLADES- #710  $                 241.18 wtpcc

367082 4/1/2025
113-1386561-
7569847 AMAZON.COM SERVICES, INC SUPPLIES FOR VEHICLE #100  $                  31.72 shopcc

366980 4/1/2025
113-9984583-
4103460 AMAZON.COM SERVICES, INC PART FOR EQUIP #2902  $                  40.20 shopcc

367083 4/1/2025 004886 CAP SANTE MARINA NON-ETHANOL GAS  $                  18.59 afdcc

367088 4/1/2025 Google-2503 GOOGLE ANALYTICS
GOOGLE ADVERTISING - MAR 
2025  $                 210.61 fibercc

367087 4/1/2025 D67187/1 ACE HARDWARE SUPPLIES FOR STREET DEPT  $                  63.64 shopcc

367092 4/1/2025 D66869/1 ACE HARDWARE
SUPPLIES FOR WATER 
MAINTENANCE  $                  17.60 wdistcc

367091 4/1/2025 0188-1027233 CED
SUPPLIES FOR WATER 
MAINTENANCE  $                  23.86 wdistcc

367090 4/1/2025 WAANA161372 FASTENAL COMPANY
SUPPLIES FOR WATER 
MAINTENANCE  $                  22.01 wdistcc

367094 4/1/2025 VP_62K6CT4Q VISTAPRINT
BUSINESS CARDS; BLANK AND 
SGT KING  $                  41.31 apdcc

367098 4/1/2025 2025PAYO AMERICAN PAYROLL ASSOCIATION
PAYROLL.ORG MEMBERSHIP 2025-
2026  $                 305.00 financecc

367522 4/1/2025
113-0883168-
8057067 AMAZON.COM SERVICES, INC GARMIN USB GPS DEVICE  $                  80.23 infosyscc

367100 4/1/2025
USA Today Lib 4-
2025

USA TODAY SUBSCRIPTIONS, 
SUBSCRIBER SERVICES

LIBRARY SUBSCRIPTION APRIL 
2025  $                  29.59 libcc

367101 4/1/2025
111-5299984-
1100263 AMAZON.COM SERVICES, INC

VIDEO GAMES FOR LIBRARY 
COLLECTION  $                  98.16 libcc

367102 4/1/2025 X39638 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  52.45 parkscc1

367081 4/1/2025 D66924/1 ACE HARDWARE
SUPPLIES FOR WATER 
MAINTENANCE  $                 166.27 wdistcc

367103 4/1/2025 X41123 SEBO'S DO-IT CENTER SUPPLIES FOR #90009  $                    2.01 shopcc

367429 4/1/2025 WB1226666468 ZORO TOOLS, INC
MAINTENANCE SUPPLIES - 
INCINERATOR  $                 257.42 wwtpcc

367251 4/1/2025
112-4278649-
9346606 AMAZON.COM SERVICES, INC OFFICE SUPPLIES  $                  50.04 wwtpcc
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367096 4/1/2025
111-5954829-
0541808 AMAZON.COM SERVICES, INC SUPPLIES FOR SHOP  $                  13.05 shopcc

367097 4/1/2025
111-6963382-
3610646 AMAZON.COM SERVICES, INC SUPPLIES FOR SHOP  $                  20.33 shopcc

368037 4/2/2025 55221 SKAGIT PUBLISHING LLC PUBLISH AA-619186  $                 162.40 finance
368038 4/2/2025 55222 SKAGIT PUBLISHING LLC PUBLISH AA-621851  $                  44.66 finance
368039 4/2/2025 55223 SKAGIT PUBLISHING LLC PUBLISH AA-621858  $                 113.68 plan

367235 4/2/2025 F48376 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                    8.74 parkscc1
367236 4/2/2025 X55536 SEBO'S DO-IT CENTER SUPPLIES FOR STREET DEPT  $                  82.70 shopcc

367076 4/2/2025
112-7921821-
8733022 AMAZON.COM SERVICES, INC

PAPER TOWEL HOLDERS, 
COLORED PAPER  $                  48.33 afdcc

367084 4/2/2025 SO3669974 USA BLUE BOOK LAB SUPPLIES  $              1,959.60 wwtpcc
367085 4/2/2025 SO3669989 USA BLUE BOOK OPERATING SUPPLIES  $              1,541.89 wwtpcc
367237 4/2/2025 31364586 ULINE, INC. ACFL MAP SLEEVES  $                  31.01 parkscc1

367238 4/2/2025 MC21165819 MAILCHIMP REC NEWSLETTER SUBSCRIPTION  $                  28.83 parkscc1

367240 4/2/2025 0188-1027240 CED
SUPPLIES FOR WATER 
MAINTENANCE  $                 122.73 wdistcc

367239 4/2/2025
111-6627724-
4961009 AMAZON.COM SERVICES, INC FIBER - TOOLS AND EQUIPMENT  $                 332.80 fibercc

367241 4/2/2025 103149 ANACORTES DIVING & SUPPLY, INC PATCH KIT  $                  50.04 afdcc
367301 4/2/2025 84796526 FIDALGO PARKS & RECREATION RESCUE SWIMMING TIME  $                 369.00 afdcc

367243 4/2/2025 030871461 GALLS, LLC. UNIFORM PATCHES; CSO NYBO  $                  19.19 apdcc

367242 4/2/2025 5639 PUBLIC SAFETY PSYCHOLOGICAL
PRE-EMPLOYMENT PSYCH EVAL - 
DEBARGE  $                 480.00 apdcc

367244 4/2/2025
113-0720763-
6484229 AMAZON.COM SERVICES, INC SMALL TOOLS  $                  91.88 wtpcc

367484 4/2/2025 4882850S185 LEMAY MOBILE SHREDDING
CONTAINER SHREDDING - CITY 
HALL MARCH  $                    8.44 finance

367306 4/2/2025 50900828 DEMCO, INC. TECH SERVICES SUPPLIES  $                 175.75 libcc
367246 4/2/2025 X57216 SEBO'S DO-IT CENTER FACILITY SUPPLIES  $                  51.17 financecc

367247 4/2/2025 INV299627
ZOOM VIDEO COMMUNICATIONS 
INC. ZOOM  $                  17.40 courtcc

367250 4/2/2025 7117 THRIFTY CLEANERS MARCH LAUNDRY  $                  45.69 afdcc

367104 4/2/2025
112-3512751-
3277041 AMAZON.COM SERVICES, INC SUPPLIES FOR FACILITIES  $                  28.22 pwfaccc

367304 4/2/2025 24274723
PURCELL TIRE AND SERVICE 
CENTER PARTS FOR EQUIP #422  $                 539.12 shopcc

367911 4/3/2025 21512282 PAPE MACHINERY INC. PARTS FOR EQUIP #714  $                 111.94 dshop
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367289 4/3/2025 33801062 ULINE, INC. SUPPLIES FOR STREET DEPT  $                 178.91 shopcc
367286 4/3/2025 AN006221 FLOORING CONNECTIONS SUPPLIES FOR FACILITIES  $              1,240.32 pwfaccc
367290 4/3/2025 722812 STARBUCKS CITIZENS ACADEMY COFFEE  $                  21.76 apdcc

367403 4/3/2025
111-5034588-
0389050 AMAZON.COM SERVICES, INC LAB SUPPLIES  $                  14.46 wwtpcc

367293 4/3/2025 5221864 UNITED SITE SERVICES, INC PARKS PORTABLE RESTROOMS  $                 914.29 parkscc1

367292 4/3/2025 5222881 UNITED SITE SERVICES, INC WA PARK PORTABLE RESTROOMS  $                 507.30 parkscc1
367295 4/3/2025 0754651-IN NATIONAL SAFETY, INC SAFETY SUPPLIES  $                 478.72 wwtpcc

367294 4/3/2025
113-7813108-
0100268 AMAZON.COM SERVICES, INC SAFETY SUPPLIES  $                  73.97 wwtpcc

367514 4/3/2025 094737 SWINOMISH MARKET CASINO FUEL, NON-ETHANOL  $                  24.70 fibercc

367297 4/3/2025 INV299780140
ZOOM VIDEO COMMUNICATIONS 
INC. EXECUTIVE 04/03-05/02/2025  $                  69.62 execc

367310 4/3/2025 052242 PORT OF ANACORTES FUEL FOR MARINE 29 (#2003)  $                  39.91 afdcc

367291 4/3/2025 509300208878
COSTCO WHOLESALE 
CORPORATION

AA AND AAA DURACELL 
BATTERIES  $                  86.92 infosyscc

367300 4/3/2025 SO23952293.001 KELLER SUPPLY COMPANY
SUPPLIES FOR WATER 
MAINTENANCE  $              1,450.30 wdistcc

367298 4/3/2025 X59912 SEBO'S DO-IT CENTER FUEL CAN & RATCHET  $                  57.14 fibercc

367305 4/3/2025
114-6546092-
6701830 AMAZON.COM SERVICES, INC

POWER RELAY 8 PIN 10 AMP (QTY 
4)  $                  56.52 infosyscc

367307 4/3/2025 Y-37294 BRODART COMPANY TECH SERVICES SUPPLIES  $                 429.19 libcc
367308 4/3/2025 6E01661 PLATT ELECTRIC SUPPLY INC SUPPLIES FOR FACILITIES  $                 155.26 pwfaccc

367309 4/3/2025 X59906 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  11.72 parkscc1
367312 4/3/2025 030757713 GALLS, LLC. SHIRTS (SH)  $                 368.53 afdcc
367313 4/3/2025 030805866 GALLS, LLC. BELT, SHIRT (AJ)  $                 114.40 afdcc
367314 4/3/2025 030805867 GALLS, LLC. SHIRTS, PANTS (BC)  $                 407.39 afdcc
367315 4/3/2025 030805868 GALLS, LLC. SHIRTS (CH)  $                 177.02 afdcc
367316 4/3/2025 030805871 GALLS, LLC. SHIRT (RH)  $                  88.51 afdcc

367430 4/3/2025 IELNBN ALASKA AIRLINES TRAINING - TRAVEL EXPENSES  $              1,194.56 wwtpcc

367311 4/3/2025 X60044 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  23.93 parkscc1

367318 4/3/2025
112-3293749-
1086638 AMAZON.COM SERVICES, INC

OFFICE SUPPLIES AND 
MAINTENANCE SUPPLIES  $                 418.49 wwtpcc

367245 4/3/2025
111-2560634-
4568269 AMAZON.COM SERVICES, INC PART FOR VEHICLE #100  $                  10.56 shopcc
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368265 4/4/2025 1079532 BUILDERS  EXCHANGE OF

BID DOC HOSTING FOR 2025 
WATERLINE REPLACEMENTS & 
SEWER PUMP STATION 16  $                 140.65 pw1

368234 4/4/2025 PSOI117829 CONTROLWORX,L.L.C.
WTP SPARE SETTLED WATER 
MIXER REBUILD  $                 607.75 dwtp

367287 4/4/2025
111-6891108-
3415454 AMAZON.COM SERVICES, INC SUPPLIES FOR FACILITIES  $                  66.72 pwfaccc

367411 4/4/2025 312
ANACORTES CHAMBER OF 
COMMERCE

CHAMBER OF COMMERCE STATE 
OF THE CITY  $                  30.00 execc

367410 4/4/2025 313
ANACORTES CHAMBER OF 
COMMERCE

CHAMBER OF COMMERCE STATE 
OF THE CITY  $                  30.00 execc

367412 4/4/2025 314
ANACORTES CHAMBER OF 
COMMERCE

CHAMBER OF COMMERCE STATE 
OF THE CITY  $                 120.00 execc

367409 4/4/2025 e.228.22987.82491
ANACORTES CHAMBER OF 
COMMERCE

CHAMBER LUNCHEON STATE OF 
THE CITY  $                 200.00 execc

367299 4/4/2025
111-5428282-
7482667 AMAZON.COM SERVICES, INC 5 GALLON FUEL CANS  $                  54.34 fibercc

367303 4/4/2025
113-8534437-
4188247 AMAZON.COM SERVICES, INC OPERATING SUPPLIES  $                  18.31 shopcc

367407 4/4/2025
111-0850180-
8853035 AMAZON.COM SERVICES, INC

SUPPLIES FOR WATER 
MAINTENANCE  $                 105.24 wdistcc

367421 4/4/2025 F4S203 SEBO'S DO-IT CENTER FACILITY SUPPLIES  $                  39.16 financecc
367422 4/4/2025 D68888/1 ACE HARDWARE SUPPLIES FOR FACILITIES  $                  39.15 pwfaccc
367423 4/4/2025 X60255 SEBO'S DO-IT CENTER SUPPLIES FOR FACILITIES  $                    7.03 pwfaccc

367424 4/4/2025 X60185 SEBO'S DO-IT CENTER PARKS MAINTENANCE SUPPLIES  $                  97.26 parkscc1

367425 4/4/2025 22856 JUSTICE WORKS, LLC
JUSTICE WORKS - MONTHLY 
SUBSCRIPTION  $                  60.00 pubdefcc

367426 4/4/2025 23032 JUSTICE WORKS, LLC
JUSTICE WORKS - MONTHLY 
SUBSCRIPTION WORKS LLC  $                  60.00 pubdefcc

367427 4/4/2025 94942396 ESRI INC
ARCGIS ONLINE CONTRIBUTOR 
ANNUAL SUBSCRIPTION  $              1,360.00 pwfaccc

367428 4/4/2025 352892 NAPA
WA PARK MAINTENANCE 
SUPPLIES  $                  57.60 parkscc1

367319 4/4/2025 2009659933062 DELL MARKETING LP DELL MDT BATTERY X6  $                 587.45 infosyscc
367435 4/4/2025 D69054/1 ACE HARDWARE MAINTENANCE SUPPLIES  $                  48.18 wwtpcc
367398 4/5/2025 89802 RED WING STORE WORK BOOTS- ANA P  $                 240.00 wtpcc

367405 4/5/2025
112-9276494-
8632253 AMAZON.COM SERVICES, INC USB CAR CHARGERS FOR MDTS  $                 201.25 apdcc

367413 4/5/2025 2623274 ISSUU, INC. ISSUU PUBLISHING  $                 274.18 execc
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367402 4/5/2025 10808310474 DELL MARKETING LP
DELL LATITUDE LAPTOP FOR 
PARKS DEPARTMENT  $              1,276.79 infosyscc

367419 4/5/2025 50802918 THE SEATTLE TIMES
SEATTLE TIMES LIBRARY 
SUBSCRIPTION 2025  $                 884.00 libcc

367434 4/5/2025 2009660753483 DELL MARKETING LP DELL MDT BATTERY X8  $                 783.27 infosyscc

367436 4/5/2025 D69606/1 ACE HARDWARE
MAINTENANCE SUPPLIES - 
CONNEX  $                  87.30 wwtpcc

367399 4/6/2025
112-2323659-
5722648 AMAZON.COM SERVICES, INC

IPHONE SCREEN PROTECTOR & 
CASE  $                  41.27 fibercc

367400 4/6/2025 D70236 ACE HARDWARE CO DETECTOR (29-3)  $                  54.39 afdcc
367401 4/6/2025 INV00668837 USA BLUE BOOK LAB SUPPLIES & CHEMICALS  $              1,007.13 wtpcc

367406 4/6/2025
113-4222975-
9547440 AMAZON.COM SERVICES, INC

OFFICE SUPPLIES; CLIPS, 
BINDERS AND VISITOR BOOK  $                  30.83 apdcc

367404 4/6/2025 GAUCMN4BP2 FACEBOOK FACEBOOK ADVERTISING  $                 158.10 admsrvcc

367408 4/6/2025
114-9752136-
8466631 AMAZON.COM SERVICES, INC

REPLACEMENT MONITOR FOR 
COA50404433  $                 217.19 infosyscc

367414 4/6/2025
112-1948296-
7987433 AMAZON.COM SERVICES, INC

EXECUTIVE OFFICE AND 
BREAKROOM SUPPLIES  $                  19.18 execc

367418 4/6/2025
113-2298579-
4078658 AMAZON.COM SERVICES, INC SMALL TOOLS  $                 606.82 wtpcc

367420 4/6/2025
111-2053328-
4489819 AMAZON.COM SERVICES, INC

OFFICE SUPPLIES - PACKAGING 
TAPE FOR ILLS/MAILING 
COUNTER  $                  31.54 libcc

367432 4/6/2025
111-9089848-
1037052 AMAZON.COM SERVICES, INC

ALL-WEATHER NOTEBOOKS, DRY 
ERASE MARKERS  $                  50.21 afdcc

368256 4/7/2025 240402 BLYTHE MECHANICAL, INC

HVAC ANNUAL PREVENTIVE 
MAINTENANCE 2025 - WTP 
INTAKE STATION  $                 292.13 dwtp

367864 4/7/2025 77218 UNDERWOOD & ASSOCIATES, LLC
LIBRARY TEEN AREA REMODEL: 
DESIGN  $              1,625.00 publib

367510 4/7/2025
113-8090380-
5078631 AMAZON.COM SERVICES, INC

SUPPLIES FOR WATER 
MAINTENANCE  $                  82.91 wdistcc

367566 4/7/2025 4009205258 EPPENDORF NORTH AMERICA OUTSIDE SERVICE REPAIRS  $                 106.07 wwtpcc

367512 4/7/2025
111-0099320-
4566600 AMAZON.COM SERVICES, INC REC PROGRAM SUPPLIES  $                  51.79 parkscc1

367296 4/7/2025 5403640176 UNITED STATES POSTAL SERVICE
6X10 MAILER 1.99 + POSTAGE 
6.95  $                    8.94 fibercc

367571 4/7/2025
59300500692504071
017 SAFEWAY INC AGING MASTERY SUPPLIES  $                  23.42 parkscc1

367515 4/7/2025 5877 US BANK
NO PARKING SIGNS FOR SPECIAL 
EVENTS-REPLACEMENTS  $              1,909.44 plancc
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367568 4/7/2025 U2516012114 ICONIX WATERWORKS INC
SUPPLIES FOR WATER 
MAINTENANCE  $                  79.43 wdistcc

367516 4/7/2025 F50627 SEBO'S DO-IT CENTER
SUPPLIES FOR WATER 
MAINTENANCE  $                  11.72 wdistcc

367518 4/7/2025 00118679 OWEN EQUIPMENT COMPANY SUPPLIES FOR SEWER DEPT  $                 591.04 shopcc
367451 4/7/2025 266517143 SURETY PEST CONTROL CITY HALL PEST CONTROL  $                  79.42 finance

367099 4/7/2025
114-8397537-
7261846 AMAZON.COM SERVICES, INC

TWO IN-VEHICLE MDT LAPTOP 
CHARGERS  $                  80.50 infosyscc

367523 4/7/2025 X60992 SEBO'S DO-IT CENTER SUPPLIES FOR STREET DEPT  $                    2.32 shopcc

367527 4/7/2025 139208 PROCOM LLC DRUG TESTS: HALPIN, LOFGREN  $                 156.00 afdcc

367526 4/7/2025 6560545724 VESTIS SERVICES LLC STA 3  MAT/MOP SERVICE: 4/2  $                  16.32 afdcc

368257 4/8/2025 240694 BLYTHE MECHANICAL, INC

HVAC ON -CALL REPAIR SERVICES -
LIBRARY DUCT SMOKE DETECTOR 
TROUBLESHOOTING  $              1,108.13 pw1

368252 4/8/2025 2914869 FOSTER GARVEY PC MJB DEVELOPMENT PROPERTY  $                 346.00 legal

367509 4/8/2025
113-6762638-
4338652 AMAZON.COM SERVICES, INC SUPPLIES FOR STREET DEPT  $                  43.10 shopcc

367564 4/8/2025 96893582 EMERALD SERVICES, INC DISPOSAL SERVICE FOR SHOP  $                 128.75 shopcc

367567 4/8/2025
pi_3RBh9GJPHp4DHi
hm2

ENVIRONMENTAL ASSOCIATION, 
CENTRAL STATES WATER

TRAINING - 2025 SEWAGE 
SLUDGE INCINERATION - CH  $                 190.00 wwtpcc

367648 4/8/2025 266518090 SURETY PEST CONTROL DEPOT PEST CONTROL  $                 133.82 parkscc1
367653 4/8/2025 892692 PACIFIC POWER BATTERIES SUPPLIES FOR STREET DEPT  $                 817.04 shopcc

367511 4/8/2025 10808571231 DELL MARKETING LP

DELL RUGGED LAPTOPS FOR 
FIELD USE BY THE FIBER 
DEPARTMENT  $              5,579.05 infosyscc

367569 4/8/2025
AWCGrant-
20250408:52 MAMAWING KITCHEN

WELLNESS COMMITTEE 
INCENTIVE - CHARGE WILL BE 
REIMBURSED WITH AWC MINI 
GRANT  $                  25.00 hrcc

367660 4/8/2025 AWCGrant-Check36 TASHA LEE'S TABLE

WELLNESS COMMITTEE 
INCENTIVE - CHARGE WILL BE 
REIMBURSED WITH AWC MINI 
GRANT  $                  50.00 hrcc

367570 4/8/2025 AWCGrant-R6fN DAD'S DINER

WELLNESS COMMITTEE 
INCENTIVE - CHARGE WILL BE 
REIMBURSED WITH AWC MINI 
GRANT  $                  50.00 hrcc
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367572 4/8/2025 6560546475 VESTIS SERVICES LLC OPS & PARKS LAUNDRY SERVICE  $                  73.78 shopcc
367577 4/8/2025 9466809028 GRAINGER MAINTENANCE SUPPLIES  $                  93.78 wwtpcc
367481 4/8/2025 266518291 SURETY PEST CONTROL PEST CONTROL APD/COURT  $                 149.06 finance

367524 4/8/2025
111-9518293-
5349801 AMAZON.COM SERVICES, INC SUPPLIES FOR FACILITIES  $                  20.04 pwfaccc

367579 4/8/2025 33329 SKAGIT SOILS, INC. DIRT FOR CEMETERY PROJECT  $                 320.37 parkscc1

367578 4/8/2025 33353 SKAGIT SOILS, INC. DIRT FOR CEMETERY PROJECT  $                 320.37 parkscc1

367644 4/8/2025 U2516012257 ICONIX WATERWORKS INC
SUPPLIES FOR WATER 
MAINTENANCE  $                 103.83 wdistcc

367580 4/8/2025
113-9936178-
6416218 AMAZON.COM SERVICES, INC DYNAMIC MICROPHONE USB  $                  48.95 infosyscc

367525 4/8/2025
112-5555397-
0691429 AMAZON.COM SERVICES, INC

REPLACEMENT LAPTOP BATTERY - 
REPAIRS/MAINT  $                  29.87 infosyscc

367582 4/8/2025
111-8195543-
0438652 AMAZON.COM SERVICES, INC COFFEE (29-1)  $                 109.90 afdcc

367672 4/8/2025 INV-KA-393762 KNOX COMPANY
CLOUD LICENSE 1/12/2025 - 
1/12/2026  $                 784.45 afdcc

367581 4/8/2025
112-5713857-
6568249 AMAZON.COM SERVICES, INC SUPPLIES FOR FACILITIES  $                  48.74 pwfaccc

367573 4/8/2025 3986-373484 O'REILLY AUTO PARTS PARTS FOR #90009  $                  76.49 shopcc
367574 4/8/2025 3986-373532 O'REILLY AUTO PARTS PARTS FOR #90009  $                 152.97 shopcc
367575 4/8/2025 3986-373569 O'REILLY AUTO PARTS PART FOR VEHICLE #038  $                 199.69 shopcc

368242 4/9/2025 2025-312 PUBLIC SAFETY TESTING, INC

PRE-EMPLOYMENT TESTING 
SERVICES FOR POLICE - ADD-ON 
CANDIDATES  $                 104.00 hr

368119 4/9/2025 5152 C & C TIMBER INC FIREWOOD BUNDLES FOR RESALE  $              2,223.00 parks1
368040 4/9/2025 55362 SKAGIT PUBLISHING LLC PUBLISH AA-622097  $                 154.28 pw1
368041 4/9/2025 55363 SKAGIT PUBLISHING LLC PUBLISH AA-622106  $                  73.08 pw1
368042 4/9/2025 55364 SKAGIT PUBLISHING LLC PUBLISH AA-624465  $                 162.40 plan
368043 4/9/2025 55365 SKAGIT PUBLISHING LLC PUBLISH AA-624481  $                 113.68 plan

368121 4/9/2025 74412
COMMERCIAL FIRE PROTECTION 
INC

WTP FIRE SUPPRESSION SYSTEM 
REPAIR  $              1,158.06 dwtp

368254 4/9/2025 CA04 AIRSTRIKE BIRD CONTROL INC
CITY HALL BIRD ABATEMENT - 
4/1/25 - 4/15/25  $              1,950.00 pw1

367641 4/9/2025 061312 SEBO'S DO-IT CENTER MAINTENANCE SUPPLIES  $                  42.40 museumcc

367642 4/9/2025 113-377969-9115414 AMAZON.COM SERVICES, INC SUPPLIES FOR STREET DEPT  $                  10.87 shopcc
367562 4/9/2025 34222973 ULINE, INC. SUPPLIES FOR STREET DEPT  $                 177.77 shopcc
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367643 4/9/2025 D71863/1 ACE HARDWARE
SUPPLIES FOR WATER 
MAINTENANCE  $ 39.12 wdistcc

367563 4/9/2025 INV00673312 USA BLUE BOOK MAINTENANCE SUPPLIES  $ 63.43 wtpcc

367646 4/9/2025
113-7571112-
7173843 AMAZON.COM SERVICES, INC SUPPLY FOR #90009  $ 86.76 shopcc

367645 4/9/2025 51612623 ALTEC INDUSTRIES, INC SERVICE FOR VEHICLE #195  $ 2,328.99 shopcc

367649 4/9/2025 4361 IDEAL CALIBRATIONS
HCN FOR DETECTOR 
CALIBRATION  $ 672.00 afdcc

367651 4/9/2025
113-7361657-
0565051 AMAZON.COM SERVICES, INC

USB WALL CHARGERS, SCREEN 
PROTECTORS, CHARGING 
STATION  $ 267.59 infosyscc

367659 4/9/2025 X61460 SEBO'S DO-IT CENTER
RENTAL FOR WATER 
MAINTENANCE  $ 948.61 wdistcc

367565 4/9/2025 E0600VRYS6 MICROSOFT CORPORATION
AZURE: DISASTER AND 
RECOVERY MARCH  $ 1,079.48 infosyscc

367656 4/9/2025 1279698 FRONTIER BUILDING SUPPLY
SUPPLIES FOR WATER 
MAINTENANCE  $ 14.84 wdistcc

367654 4/9/2025 D71747/1 ACE HARDWARE
SUPPLIES FOR WATER 
MAINTENANCE  $ 64.80 wdistcc

367655 4/9/2025 X09228/1 ACE HARDWARE
SUPPLIES FOR WATER 
MAINTENANCE  $ 7.17 wdistcc

367661 4/9/2025 1490-8693 WASHINGTON ASSOCIATION OF

WAPRO 2025 SPRING 
CONFERENCE; RECORDS MNGR 
INGRAM  $ 65.00 apdcc

367669 4/9/2025 9467444320 GRAINGER MAINTENANCE SUPPLIES  $ 347.95 wwtpcc

367650 4/9/2025 494411 DMH INDUSTRIAL ELECTRIC, INC SERVICE FOR WTP AC  $ 1,377.05 wdistcc
367670 4/9/2025 X61282 SEBO'S DO-IT CENTER SUPPLIES FOR STREET DEPT  $ 11.72 shopcc

367671 4/9/2025 8091107 SKAGIT VALLEY COLLEGE ONLINE TRAINING FOR NICOLE  $ 1,695.00 financecc

367576 4/9/2025
111-3130064-
9291405 AMAZON.COM SERVICES, INC SUPPLIES FOR VEHICLE #150  $ 21.75 shopcc

367665 4/9/2025 3986-373673 O'REILLY AUTO PARTS PART FOR VEHICLE #022  $ 25.87 shopcc
367667 4/9/2025 3986-373681 O'REILLY AUTO PARTS PARTS FOR SHOP STOCK  $ 96.72 shopcc
367664 4/9/2025 3986-373687 O'REILLY AUTO PARTS PART FOR VEHICLE #220  $ 20.67 shopcc
367666 4/9/2025 3986-373699 O'REILLY AUTO PARTS PARTS FOR VEHICLE #022  $ 46.52 shopcc
367668 4/9/2025 3986-373778 O'REILLY AUTO PARTS PARTS FOR SHOP STOCK  $ 113.75 shopcc

368277 4/10/2025 1528340858 CASCADE DENTAL, LLC
DENTAL SERVICES, I JOHNSON, 
LEOFF1 RETIREE  $ 264.00 hr

368104 4/10/2025 5406 RICK'S REFRIGERATION, INC. SERVICE FOR FACILITIES  $ 299.20 pwfac
368264 4/10/2025 INV00678165 USA BLUE BOOK LAB SUPPLIES  $ 2,656.13 dwtp

Page 28 of 32

Page 34 of 320



Invoice 
Doc #

Invoice 
Date

Invoice # Vendor Full Name Description  Total Amount Approval 
Queue

367647 4/10/2025 108090945550 DELL MARKETING LP NEW DELL COMPUTER FOR APD  $ 5,579.37 infosyscc

367869 4/14/2025 2407-12 MAKERS ARCHITECTURE
ANACORTES CLIMATE ELEMENT - 
THROUGH MARCH 31, 2025  $            28,304.41 plan

367912 4/14/2025 621964 HUGHES FIRE EQUIPMENT, INC. PART FOR VEHICLE #220  $ 86.33 dshop

368231 4/14/2025 B19625568 SHI INTERNATIONAL CORP.
SMARSH - ANNUAL 
SUBSCRIPTION 7/1/25-6/30/26  $            23,629.96 infosys

368100 4/15/2025 1096679341 CARDINAL HEALTH 110, INC.
PHARMA: NACL, DEXTROSE 
WATER  $ 257.82 medic

368106 4/15/2025 WAANA161634 FASTENAL COMPANY MAINTENANCE SUPPLIES  $ 55.49 dwwtp
368107 4/15/2025 WAANA161635 FASTENAL COMPANY MAINTENANCE SUPPLIES  $ 187.27 dwwtp
368026 4/16/2025 00994-STUART-04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 270.00 pubdef
368028 4/16/2025 00999-WOLFE-04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 150.00 pubdef

367988 4/16/2025
01002-CHRISTIAN -
04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 500.00 pubdef

368029 4/16/2025 01003-WORSHAM-04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 180.00 pubdef

367989 4/16/2025 01004-DEUTSCH-04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 80.00 pubdef

368025 4/16/2025
01006-RODAR HERN-
04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 40.00 pubdef

368022 4/16/2025
01007-HERNANDEZ-
04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 20.00 pubdef

368027 4/16/2025
01008-WILLLIAMS-
04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 170.00 pubdef

368021 4/16/2025
01009-HAZELBAKER-
04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 40.00 pubdef

368023 4/16/2025 01010-REIMERS-04 CAMPBELL LAW FIRM PUB DEF CONFL  $ 160.00 pubdef

368240 4/16/2025 10393 SKAGIT COUNTY PUBLIC HEALTH
SENIOR SERVICES PROGRAM 
2025 - JAN, FEB, MARCH 2025  $            11,150.00 parks1

368274 4/16/2025 1720007263 PATEL DDS, RAMAN
DENTAL COPAY, LEOFF 1 
RETIREES, GERALD HEIN  $ 1,018.00 hr

368262 4/16/2025 25-10985 EUROFINS ENVIRONMENT TESTING
WATER ANALYSIS- BACT 
FINISHED  $ 22.00 dwtp

368261 4/16/2025 25-10998 EUROFINS ENVIRONMENT TESTING WATER ANALYSIS- TCR NORTH  $ 154.00 dwtp

368033 4/16/2025 656838321 UNITED STATES POSTAL SERVICE
USPS-A-TOWN BULK MAILING 
POSTAGE SPRING/SUMMER 2025  $ 2,154.53 finance
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368112 4/17/2025 0002358107 CENTRAL WELDING SUPPLY CO, INC O2 FOR AMBULANCES  $ 125.62 medic

368048 4/17/2025 10942-03-25 BERK CONSULTING, INC.
SENIOR ACTIVITY CENTER NEEDS 
ASSESSMENT - MARCH 2025  $ 9,286.25 parks1

368103 4/17/2025 130381 VECA ELECTRIC & TECHNOLOGIES

UNIT-PRICED ELECTRICAL 
SERVICES 2023-2025 - APD 
STATION ELECTRICAL WORK  $ 1,433.03 pw1

368250 4/17/2025 1515 FIDALGO CLEANING MUSEUM 4/3-4/17/2025  $ 200.00 museum

368251 4/17/2025 1516 FIDALGO CLEANING HERITAGE CENTER 4/3-4/17/25  $ 140.00 museum

368049 4/17/2025 34814 TRANSPO GROUP USA, INC.

TRANSPORTATION ELEMENT OF 
THE 2025 COMPREHENSIVE PLAN -
THROUGH 3/28/25  $ 7,405.00 pw1

368105 4/17/2025 377342 BAY CITY SUPPLY SUPPLIES FOR FACILITIES  $ 416.74 pwfac

368239 4/17/2025 518 OSBORN CONSULTING, INC
STORMWATER MASTER PLAN 
UPDATE - THROUGH 4/15/25  $ 2,942.90 pw1

368260 4/17/2025 MFD0026 EUROFINS ENVIRONMENT TESTING WATER ANALYSIS- BACT RAW  $ 63.00 dwtp

368034 4/18/2025 1171 BE ENTERPRISES LLC
PUBLIC RESTROOM FACILITIES 
MAINTENANCE  $ 1,755.60 plan

368329 4/18/2025 1537 FIDALGO CLEANING
APD CLEANING & SUPPLIES 4/7-
4/20/25  $ 905.00 apd

368241 4/18/2025 154 700 0000 9 CASCADE NATURAL GAS CORP. LIBRARY 3/19-4/17/2025  $ 1,602.79 publib
368273 4/18/2025 162684 SUMMIT LAW GROUP, PLLC POLICE CBA NEGOTIATIONS  $ 2,180.50 hr
368110 4/18/2025 169 400 0000 9 CASCADE NATURAL GAS CORP. STA 2: 3/19-4/17/25  $ 138.08 medic
368249 4/18/2025 199 800 0000 4 CASCADE NATURAL GAS CORP. 703 R AVE: 3/19-4/17/25  $ 190.92 museum
368236 4/18/2025 260 037 3822 1 CASCADE NATURAL GAS CORP. 611 R AVENUE 3/19-4/17/25  $ 437.82 parks1

368124 4/18/2025 304 713 4234 2 CASCADE NATURAL GAS CORP.
607 R AVE SERVICE DATES 3/19-
4/17/25  $ 21.28 parks1

368232 4/18/2025 4/18/25 ANACORTES FAMILY CENTER
SOCIAL WORKER AGREEMENT - 
APRIL 2025  $ 5,000.00 apd

368238 4/18/2025 440 400 0000 0 CASCADE NATURAL GAS CORP. FIDALGO CENTER 3/19-4/17/25  $ 588.26 parks1

368237 4/18/2025 538 000 0000 1 CASCADE NATURAL GAS CORP.
411 HILLCREST DR. 3/19/25-
4/17/25  $ 20.72 parks1

367987 4/18/2025 621963 HUGHES FIRE EQUIPMENT, INC. PARTS FOR VEHICLE #222  $ 973.73 dshop

368125 4/18/2025 638 000 0000 0 CASCADE NATURAL GAS CORP.
411 HILLCREST DR. #B,3/19-
4/17/25  $ 20.00 parks1

368111 4/18/2025 674 400 0000 7 CASCADE NATURAL GAS CORP. STA 1: 3/19-4/17/25  $ 162.96 medic
368246 4/18/2025 710 300 0000 5 CASCADE NATURAL GAS CORP. OPS: 3/19-4/17/25  $ 1,200.80 dshop
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368046 4/18/2025
8498 30 017 
0319913 COMCAST

LIBRARY INTERNET ACCESS 4/9-
5/8/25  $ 185.14 finance

368247 4/18/2025 912 800 0000 0 CASCADE NATURAL GAS CORP. 1305 8TH MUSEUM: 3/19-4/17/25  $ 348.57 museum

368235 4/18/2025 917 600 0000 9 CASCADE NATURAL GAS CORP. 1915 13TH ST. 3/19/25-4/17/25  $ 32.43 parks1

368031 4/18/2025 951 BOYS & GIRLS CLUBS
FUNDING AGREEMENT - LUNCH 
PROGRAM - FEBRUARY  $ 240.00 finance

368032 4/18/2025 979 BOYS & GIRLS CLUBS
FUNDING AGREEMENT - LUNCH 
PROGRAM - MARCH  $ 200.00 finance

368108 4/18/2025 989 800 0000 8 CASCADE NATURAL GAS CORP.
NATURAL GAS FOR WWTP 3/19-
4/17/25  $ 822.04 dwwtp

368045 4/18/2025 INV2991819 COPIERS NORTHWEST, INC
COURT & ASC COPIES 3/16-
4/15/25  $ 907.76 finance

367986 4/18/2025 ReimbTottenhamJ TOTTENHAM, JENNIFER HSA REFUND  $ 150.00 finance
368255 4/18/2025 XA116013362:01 RWC INTERNATIONAL PART FOR VEHICLE #222  $ 206.31 dshop
368327 4/19/2025 038 200 0000 2 CASCADE NATURAL GAS CORP. APD  3/19-4/17/25  $ 2,249.55 apd

368328 4/21/2025 10262-1 ANACORTES TOWING, LLC TOWING; APD CASE 25-A02334  $ 195.84 apd
368113 4/21/2025 1590107 LIFE ASSIST, INC HYPOTHERMIA BLANKET  $ 181.32 medic

368331 4/21/2025 3850 SKAGIT COUNTY SHERIFF'S OFFICE NW MINI CHAIN - 1ST QTR 2025  $ 3,758.84 apd
368116 4/21/2025 795 700 0000 4 CASCADE NATURAL GAS CORP. CITY HALL 3/19-4/17/25  $ 1,243.67 finance

368102 4/21/2025 INV2992847 COPIERS NORTHWEST, INC
S/N 2YJ30356 LIBRARY FL1 TECH 
SERVICES COPIER 3/18-4/17/25  $ 275.05 finance

368114 4/21/2025 LTAC 2024 Chamber
ANACORTES CHAMBER OF 
COMMERCE

TENTING FOR 2024 BIER ON THE 
PIER AND 2025 UNCORKED 
FESTIVAL  $            27,000.00 plan

368230 4/21/2025 P0002-79 QCC QUALITY CONTROLS CORP.

ON-CALL PROFESSIONAL 
SERVICES AT THE WTP - MARCH 
2025  $ 3,646.00 dwtp

368272 4/21/2025 P2381-NT-1 QCC QUALITY CONTROLS CORP.

WWTP DREAM REPORTS 
SOFTWARE LICENSE & 
INTEGRATION - MARCH 2025  $ 190.00 dwwtp

368248 4/22/2025 129161REV VECA ELECTRIC & TECHNOLOGIES

UNIT-PRICED ELECTRICAL 
SERVICES 2025 - TROUBLESHOOT 
VFD @ WTP  $            15,160.03 dwtp

368267 4/22/2025 24-189-FAC-0011 MT BAKER OVERHEAD DOORS INC RETAINAGE RELEASE  $ 269.50 pw1
368269 4/22/2025 24-283-SEW-0011 LAKESIDE INDUSTRIES, INC. RETAINAGE RELEASE  $ 3,312.91 pw1
368271 4/22/2025 24-301-FAC-0011 QUANTUM CONSTRUCTION, INC RETAINAGE RELEASE  $ 1,421.64 pw1
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368118 4/22/2025 300000000343 PUGET SOUND ENERGY INC
PARKS/CEM/WASH. 
PARK/FAC/DEPOT 3/6-4/4/25  $ 7,868.37 parks1

368326 4/23/2025 MARCH 2025 THE HUMANE SOCIETY OF
ABANDONED ANIMALS - 25-
A01588  $ 30.00 apd

368233 5/19/2025 INV-133800 POWERDMS, INC
POWERTIME SUBSCRIPTION 
5/19/25-5/18/26  $ 5,125.28 apd

Total  $         487,038.12 
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City Council Agenda Bill  

 
Meeting Date: April 28, 
2025 

 
Agenda Item: 5.c. 

 
Agenda Item Title: Special Event: Samish Indian Nation Missing or Murdered 
Indigenous Persons 
 
Staff Contact(s): Stephanie Snyder 
 
Approved for Submittal to Council by Action Type 
Stephanie Snyder   
John Coleman   
  

Motion  

 
Item Summary: The Samish Indian Nation wishes to host an annual Murdered, 
Missing, Indigenous Persons (MMIP) awareness event by marching with signs to help 
remind the citizens of Anacortes about this sensitive topic, which is still a current crisis 
in the tribal communities. This awareness march will not include any road closure, will 
not impact traffic, and will remain on sidewalks only. They stopped doing this march in 
2020 due to Covid, and want to reinvigorate this march and hope to continue this as an 
annual event. 
 
Budget Impact:  
0 
 
Previous Action:  
 
Recommended Motion: Approve 
 
Alternative Actions:  
 
Attachments (listed in order presented):  
1. Samish Indian Nation MMIP Event 
2. MMIP Event 2025 Downtown Anacortes March Directions and Map 1 
3. special event agreement 
4. City of Anacortes COI.Samish.Insurance 
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Special Event Application Processing

Administrator adds this event to the City Council agenda, creates the agenda bill,
downloads the reviewed application and any attachments using the link in the email, and
uploads those attachments in CivicClerk to go into the City Council packet.

View Anacortes Municipal Code Chapter 7.04, Special Events

Application Date*

Event Name*

Event Type

Applicant/Organization Name* Mailing Address*

Event Contact Person* Event Contact Email*

Event Contact Phone* Event Website

Application

4/14/2025

Samish Indian Nation MMIP Event

Street Fair / Festival
Athletic Event
Parade
Rally / Demonstration
Filming
Other identified in AMC 7.04.010

Samish Indian Nation 715 Seafarers Way suite 201 Anacortes Wa, 98221

Caritina Gonzalez cgonzalez@samishtribe.nsn.us

360 298 6431
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Estimated Number of Participants/Attendees*

Event Description*

Will food vendors participate in this event?*

Date Event Starts* Time Event Starts*

Date Event Ends* Time Event Ends*

Date Street Closure Starts*

Time Street Closure Starts*

Date Street Closure Ends* Time Street Closure Ends*

Event Location*

Parking Location

Event Map (optional) Indemnification Agreement*

Download the Indemnification Agreement here.

Up to 70

Samish Indian Nation hosts an annual MMIP event to bring awareness and education to all regarding this
sensitive and important topic. Due to COVID, we had not had a march and are excited to have the
opportunity to bring it back.
We will begin at our FBR event center and carpool to the ESD parking lot, then walk together with our
posters. We plan to walk up Q ave to 14th, then turn on Commercial ave, we may stand for up to 15 mins on
the corner of Safeway, then walk to 11th and turn back to Q ave and back to the ESD parking lot.

All Food Vendors must be inspected by the Fire Marshall on site prior to the start of the event.

Yes No

5/3/2025 4:00:00 PM

5/3/2025 4:45:00 PM

Include requested closures before and after the event hours if
required for set up and tear down.

5/3/2025 10:03:00 AM

5/3/2025 12:00:00 AM

List end points of each street that will be closed (e.g. 6th Street from O Ave to Q Ave). Also include location and dimensions of any structures that will
be erected and locations of the event that will not be on city street right of way.

There will be NO ROAD CLOSURES, we will use the sidewalk to walk together.

List any public parking areas that the event requests to use for dedicated event parking, including handicapped parking.

ESD parking lot

Upload one or more maps of the event

MMIP Event 2025 Downtown A… 417.75KB

Upload scan of SIGNED indemnification agreement

special event agreement.pdf 185.55KB
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Signage

Street closure signs will be provided by the City of Anacortes. Applicants must contact City staff one
week prior to the event to arrange sign delivery. Event sponsor personnel are responsible for placing
street closure signs, which may not be posted more than 72 hours prior to the approved closure, must
be removed immediately following the event, and must be returned to city staff the first business day
following the event.

Insurance

The applicant is required to provide public liability insurance subject to the provisions of AMC 7.04.100
unless the applicant can demonstrate that the event meets an exemption in that section. Applicants will
be notified following application approval of insurance requirements for the specific event.

Electronic Signature Agreement

By checking the "I agree" box below, you agree and acknowledge that 1) your application will not be
signed in the sense of a traditional paper document, 2) by signing in this alternate manner, you
authorize your electronic signature to be valid and binding upon you to the same force and effect as a
handwritten signature, and 3) you may still be required to provide a traditional signature at a later date.

I state that I am over the age of 18, that I agree to assume responsibility for the above-described event and to
abide by all conditions stipulated by the approval of the application.*

Signature

Council Meeting Date* Staff Review Deadline*

Administrator comments and conditions of approval

Insurance Certificate

Yes

Admin Review

Target date for presentation to City Council; no later than 30 days
prior to event

4/28/2025

Staff review/approval required no later than 7 days prior to City
Council meeting to allow packet preparation

4/21/2025

No road closure, streets only

Insurance certificate may be required by staff or as a condition of Council approval
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Building Department will provide the following services for this event:

Building Department concerns, objections, or conditions of approval*

Fire Department will provide the following services for this event:

Fire Department concerns, objections, or conditions of approval*

Legal Department concerns, objections, or conditions of approval*

Parks Department will provide the following services for this event:

Parks Department concerns, objections, or conditions of approval*

Police Department will provide the following services for this event:

Police Department concerns, objections, or conditions of approval*

Public Works Department will provide the following services for this event:

Public Works Department concerns, objections, or conditions of approval*

Departmental attachments

Departmental Review

None

None

None

None

regular police patrols

None

None

Upload any staff memos, guidelines, or requirements that will be in effect for this event.
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MMIP Awareness March Details 

March will be in Downtown Anacortes along Commercial Ave (See the map below) 

There will be parking available on R Avenue. Event parking staƯ will be onsite to direct. 

We will meet at the parking lot for pictures and to pass out MMIP posters for the march. 

1. Start the March at the R Ave Parking Lots, walk West along 14th St to Commercial Ave 

2. At Commercial Ave, turn East and walk towards 11th St 

3. At 11th St, turn East and walk towards Q Ave 

4. At Q Ave, turn to the South and walk towards 14th St 

5. At 14th St, turn to the East and to return to the Parking Lots on R Ave 

 

Parking 
Available on 

R Ave 
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SPECIAL EVENT 
INDEMNIFICATION AGREEMENT

The undersigned applicant, by signing below, certifies that the applicant is the authorized officer of the
sponsoring organization and agrees as follows:

Pursuant to Anacortes Municipal Code Title 7.04.090, the undersigned applicant agrees to defend,
indemnify and hold the City of Anacortes, its agents, employees and officers, harmless from any and all
claims, injuries, suits, damages, losses, demands and judgments including the attorneys’ fees and other
costs of their defense, arising out of in whole or in part, the activities, omissions or appliances of the 
applicant, their employees, agents, volunteers or otherwise, except any claims arising from the sole 
negligence of the City. The applicant further agrees to comply with all provisions of pertinent laws, rules 
and regulations, and agrees that any failure to so comply may lead to revocation of an applicant’s 
permit.  This Indemnification Agreement constitutes substantial adequate consideration in return for 
the City’s issuance of a special event permit. 

Date:____________________

___________________________________ ___________________________________
Name and Title – Printed Name and Title – Printed 

___________________________________ ___________________________________
Signature Signature

Social & Community Services Senior Director
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04/15/2025

Brown & Brown Insurance Services, Inc.
701 Fifth Ave Ste 550

Seattle WA 98104

Leah Gallagher CISR, CIC
(206) 956-1600 (206) 956-9604

Leah.Gallagher@bbrown.com

Samish Indian Nation
PO Box 217

Anacortes WA 98221

Hudson Insurance Company 25054

24-25 GL,AL,WC

A NACL00143-19 01/01/2024 07/01/2025

5,000,000
250,000
excluded
5,000,000
10,000,000
7,000,000

A NACL00143-19 01/01/2024 07/01/2025

5,000,000

A OBH282253335 07/01/2024 07/01/2025
1,000,000
1,000,000
1,000,000

*WC Coverage 3.A. Part One statutory benefits subject to a max limit of $10,000,000 per employee, per accident.

RE: Missing & Murdered Indigenous People March

City of Anacortes
, 1218 24th Street

Anacortes WA 98221

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

INSURER(S) AFFORDING COVERAGE

INSURER F :

INSURER E :

INSURER D :

INSURER C :

INSURER B :

INSURER A :

NAIC #

NAME:
CONTACT

(A/C, No):
FAX

E-MAIL
ADDRESS:

PRODUCER

(A/C, No, Ext):
PHONE

INSURED

REVISION NUMBER:CERTIFICATE NUMBER:COVERAGES

IMPORTANT:  If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement.  A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW.  THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

OTHER:

(Per accident)

(Ea accident)

$

$

N / A

SUBR
WVD

ADDL
INSD

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED.  NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

$

$

$

$PROPERTY DAMAGE
BODILY INJURY (Per accident)

BODILY INJURY (Per person)

COMBINED SINGLE LIMIT

AUTOS ONLY

AUTOSAUTOS ONLY
NON-OWNED

SCHEDULEDOWNED
ANY AUTO

AUTOMOBILE LIABILITY

Y / N
WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

OFFICER/MEMBER EXCLUDED?
(Mandatory in NH)

DESCRIPTION OF OPERATIONS below
If yes, describe under

ANY PROPRIETOR/PARTNER/EXECUTIVE

$

$

$

E.L. DISEASE - POLICY LIMIT

E.L. DISEASE - EA EMPLOYEE

E.L. EACH ACCIDENT

ER
OTH-

STATUTE
PER

LIMITS(MM/DD/YYYY)
POLICY EXP

(MM/DD/YYYY)
POLICY EFF

POLICY NUMBERTYPE OF INSURANCELTR
INSR

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

EXCESS LIAB

UMBRELLA LIAB $EACH OCCURRENCE

$AGGREGATE

$

OCCUR

CLAIMS-MADE

DED RETENTION $

$PRODUCTS - COMP/OP AGG

$GENERAL AGGREGATE

$PERSONAL & ADV INJURY

$MED EXP (Any one person)

$EACH OCCURRENCE
DAMAGE TO RENTED

$PREMISES (Ea occurrence)

COMMERCIAL GENERAL LIABILITY

CLAIMS-MADE OCCUR

GEN'L AGGREGATE LIMIT APPLIES PER:

POLICY
PRO-
JECT LOC

CERTIFICATE OF LIABILITY INSURANCE DATE (MM/DD/YYYY)

CANCELLATION

AUTHORIZED REPRESENTATIVE

ACORD 25 (2016/03)
© 1988-2015 ACORD CORPORATION.  All rights reserved.

CERTIFICATE HOLDER

The ACORD name and logo are registered marks of ACORD

HIRED
AUTOS ONLY

Page 46 of 320



 

City Council Agenda Bill  

 
Meeting Date: April 28, 
2025 

 
Agenda Item: 6.a. 

 
Agenda Item Title: Contract Modification: WWTP Pump Station 16 Reconstruction - 
Design #23-259-SEW-001 
 
Staff Contact(s): Andrew Rheaume, Logan Lee 
 
Approved for Submittal to Council by Action Type 
Tiffany Matson   
Andrew Rheaume   
  

Contract Modification  

 
Item Summary: City staff seeks Council consent to issue a contract modification to 
Wilson Engineering, L.L.C. in the amount of $181,712.00, increasing the total contract 
price to $440,002.00, to provide construction phase services for the Sewer Pump 
Station 16 Upgrade project. This scope of work includes access to a variety of 
specialized sub-consultants to provide technical expertise. 
  
 Background: 
1. Reason for Contract Change: The contract mod will add construction support for 
pump station 16 reconstruction. This scope of work includes access to a variety of 
specialized sub-consultants to provide technical expertise. 
 
2. History: Pump Station 16 is located at the corner of Anaco Beach Road and 
Beachwood Lane. This station serves homes between Queen Ann Way, Marine Heights, 
and Anaco Beach. This sewershed is a known source of significant inflow and 
infiltration (I&I) and during peak rain events this station is near its acceptable 
maximum duty cycle and lacking in redundancy. Any mechanical or electrical power 
failure at this station during wet periods will quickly surcharge the 8” collector line 
along Anaco Beach Road and could result in a sanitary sewer overflow (SSO) to Clyde 
Creek, across one of the properties downslope, or through any one of the homes along 
Anaco Beach. This project is deemed necessary to insure against such an outcome. 
While I&I reduction efforts will continue in this area, such reductions are far from 
guaranteed and there still exists potential for further development within the 
sewershed, thus the decision was made to harden this station. This project will 
increase hydraulic capacity of the lift station, create hydraulic storage in the event of 
mechanical failure, and install permanent backup power generation. The existing 20 HP 
Flygt pumps will be upgraded to 200 gpm capacity. A 20-ft deep storage vault with 
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transfer pump will be able to store sewage up to several hours during peak hourly 
storm flows. A Cummins 80kW genset with 24-hour fuel capacity will be permanently 
installed atop the storage vault. A magnetic flowmeter will be installed into the existing 
4” force main. 
 
3. Competitive Bidding: Per RCW 39.80 this engineering consultant was selected from 
the City’s MRSC Architectural, Landscape Architectural, and Engineering Service Roster 
to provide a proposal for this scope of work, after which a price was negotiated. 
 
4. Key Terms:  

• Contract is on a time and materials basis not-to-exceed $440,002.00. 
• The term is through 12/31/26. 

 
Budget Impact:  
 
Consultant Wilson Engineering, L.L.C. 

Original Agreement Amount $258,290.00 

Modification 01 signed 12/3/24 $0 

Current Agreement Amount $258,290.00 

Change per this Modification $181,712.00 

Total after Modification $440,002.00 

Earmarked Funds  $1,855,000.00 

BARS # 440.750.594.35.63 

Paid on Contract as of 4/22/25 $234,313.66 

Budget Amendment Required?  No 

Start Date Inception 

End Date 12/31/22 
 
Previous Action: Council approved Contract 23-259-SEW-001 with Wilson 
Engineering for the project design at the 1/2/2024 meeting. Contract 23-259-SEW-002 
with Faber Construction for the project construction was approved at the 4/14/2025 
meeting. 
 
Recommended Motion: I move that City Council authorize the Mayor to sign a 
modification to contract 23-259-SEW-001 with Wilson Engineering, L.L.C. in the 
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amount of $181,712.00, increasing the total contract price to $440,002.00. 
 
Alternative Actions: Not approve the contract modification. 
 
Attachments (listed in order presented):  
1. 23-259-SEW-001 Modification 02 
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Contract Number 23-259-SEW-001 

MODIFICATION 02
 

 Date April 28, 2025 

 Page 1 of 1 Page 
 

Contract Title WWTP PUMP STATION 16 RECONSTRUCTION – DESIGN 

Consultant WILSON ENGINEERING, LLC 
 

BACKGROUND 
This modification is issued in accordance with Article 21, Changes/Additional Work and provides for an 
addition to the Scope of Work to include construction support. Accordingly, the contract price is increased by 
$181,712.00, from $258,290.00 to $440,002.00, and the following changes are incorporated under this 
contract:    
 
ARTICLE 1.   Scope of Work. The following second paragraph is added: 

 

“Per Modification 02, the Consultant shall provide construction phase services for the Sewer Pump 
Station 16 Upgrade project as detailed in Exhibit B, which is attached hereto and incorporated by 
reference. All work shall be performed under the direction of Logan Lee, or designee, hereinafter 
referred to as Project Manager.” 

 
ARTICLE 2.   Price and Payment Terms. The paragraph is revised to read: 

 

“The services provided under this Agreement shall be on a time and materials basis not-to-exceed 
Four Hundred Forty Thousand and Two Dollars ($440,002.00). The billable rates for services 
provided shall be in accordance with Exhibits A and B.” 

 
ARTICLE 3.  Period of Performance. The paragraph is revised to read: 

 
“The period of performance under this Agreement is from inception through December 31, 2026.” 

 
All other terms of the contract remain unchanged. 

 
 

 
CITY OF ANACORTES    WILSON ENGINEERING, LLC 

 
By ______________________________  By ______________________________ 
                     

 

Date_____________________________   Date_____________________________ 
 

 
 
 

 
 

Original Agreement Amount $258,290.00  Original Contract Completion Date 1/08/2025 

Current Agreement Amount $258,290.00  Current Contract Completion Date 12/31/2025 

Change Per this Modification $181,712.00  Net Change  365 Days 

Total After Modification $440,002.00  Contract Completion Date After Change  12/31/2026 
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TASK 11 – CONSTRUCTION PHASE SERVICES 

SCOPE OF SERVICES 

CITY OF ANACORTES  
SEWER PUMP STATION NO.16 UPGRADE 

This Scope of Services covers construction phase services for the proposed Sewer Pump 
Station No.16 Upgrade. This project will include Engineering Construction Phase Services, 
including general project management, submittal review, clarify & answer contractor 
questions, change order evaluation and preparation, material testing services, progress 
meetings, substantial completion walkthrough, record drawings, and start up/testing 
services as described below.  All work shall be completed in accordance with applicable 
laws, codes, and regulations and to the satisfaction of the City of Anacortes.   

Anticipated Construction Team Members: 
 Construction Contractor (TBD - Public Bid)
 Owner (City of Anacortes, Logan Lee – City Engineer)
 Construction Observation (City of Anacortes, John Norris – Engineering Tech)
 City’s Representative and Project Engineer (Wilson Engineering, LLC)

o Electrical and Controls Engineering (Ztek Engineering, LLC)
o Structural Engineering (Kingworks Consulting Engineers, PLLC)
o Geotechnical Engineering (GeoEngineers, Inc.)
o Materials Testing and Special Inspections (GeoTest Services, Inc.)
o Traffic Control Planning & Engineering Services (Transportation Solutions, Inc.)
o Cultural Resources (Drayton Archaeology, if needed)

The scope of work includes the following Construction Phase Services: 

General Project Management: 
Managing the team responsibilities, scheduling meetings, preparing/providing meeting 
notes, reviewing monthly pay estimates, developing and maintaining a ftp Sharefile site 
for construction phase information, etc. 

Review of Submittals and Shop Drawings:   
Review construction submittals and upload each response to the team’s Sharefile site. 

Clarify and Answer Contractor Questions:   
This includes responding to formal RFI’s and informal questions as the Contractor 
progresses through the Construction contract. 

AGREEMENT 23-259-SEW-001
EXHIBIT B
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Change Orders:   
Evaluation and preparation of Change Orders during the course of construction.  This 
scope includes necessary Change Orders for agreed end-product functionality; however, 
Changer Orders solely created by the Owner for additional improvements (not in 
contract) are not included in this scope. 
 
Material Testing:   
GeoTest Inc. (Certerra) has provided a subcontract proposal to assist with this Material 
Testing services.  Specifically, the proposed scope includes: 
 Earthwork Inspection and Testing 
 Concrete Inspection and Testing 
 Post Installed Anchors Inspection and Testing 
 
Progress Meetings:   
This Task includes budget for monthly Progress Meetings.  14 Progress Meetings total.  It 
is assumed that half (7) of the Progress Meetings will be virtual and half (7) of the Progress 
Meetings will be on-site, in person. 
 
Substantial Completion Walkthrough:   
This Task includes budget for a site walkthough after the Contractor declares the project 
to be Substantially Complete. This task also includes preparation of a Punch List, and a 
follow-up walkthrough to confirm punch list work has been completed. 
 
Record Drawings/Information:   
This work includes incorporation of all construction adjustments/changes into the original 
drawing set, as needed, to create a full Record Drawing plan set.  In addition, this scope 
includes the following: 
 

As-built Survey 
Upon substantial completion of construction, prepare as-built map of 
critical/surveyable features.  (Maximum 16 hrs. field crew total effort.) 

 
Start Up and Testing Services:   
This subtask provides for start-up assistance and equipment testing support for the new 
pump station improvements. 
 
General Expenses:   
This includes project costs for travel, general expenses, reproduction, and misc. items.  
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COSTS – CONSTRUCTION PHASE SERVICES 
 
The estimated construction phase engineering costs are summarized in the following 
table for the work described in the engineering proposal. The total fee shall not exceed 
that shown in the table below, but the charges shall be made in accordance with hourly 
costs as shown on the attached Reimbursement Schedule (attached and hereby made a 
part of this contract).     
 

TASK Cost 
Task 11 - Construction Phase Services  
Task 11.01 – General Project Management   $27,233  
Task 11.02 – Review of Submittals and Shop Drawings  $43,598  
Task 11.03 – Clarify and Answer Contract Questions  $29,854  
Task 11.04 – Change Orders  $5,004  
Task 11.05 – Material Testing Services  $14,591  
Task 11.06 – Progress Meetings  $17,573  
Task 11.07 – Substantial Completion Walkthroughs  $5,640  
Task 11.08 – Record Drawings/Information  $30,953  
Task 11.09 – Start Up and Testing Services  $5,688  
Task 11.10 – General Expenses  $1,580  
  
Total Proposed Services  $181,712  
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WILSON ENGINEERING 2025 BILLING RATES 

Principal Engineer $240 

Senior Engineer II $225 

Senior Engineer I $215 

Engineer IV $198 

Engineer III $182 

Engineer II $168 

Engineer I $154 

Environmental / Permit Technician $116 

Senior CAD Design Technician $164 

CAD Design Technician $132 

Inspector III $160 

Inspector II $145 

Inspector I $125 

Clerical $108 

Senior Professional Land Surveyor $212 

Hydrographer $235 

Professional Land Surveyor $200 

Senior Survey Technician $150 

Survey Technician $127 

1-Person Survey Crew $181 

2-Person Survey Crew $272 

3-Person Survey Crew $336 

3-D Scanning Survey Crew $360 

Hydrographic Survey Crew $395 

1-Person Survey Crew Prevailing Wage $230 

2-Person Survey Crew Prevailing Wage $340 

3-Person Survey Crew Prevailing Wage $436 

 Subconsultants – reimbursed at cost plus 8%
 Reimbursable direct expenses (reimbursed at cost plus 8%)

include (but are not limited to) the following:
o Project application fees and project permit fees; publication of notices
o Reproduction of drawings and construction documents
o Postage and shipping
o Direct expenses for travel, meals and lodging outside of Whatcom and Skagit Counties
o Mileage at project-current IRS mileage rate 
o Specialized Equipment Rental, at rental rate

Page 54 of 320



City of Anacortes
Pump Station #16 Upgrade

Task 11 - Construction Phase Services
Prepared by:                     Jeff Christner, PE, Wilson Engineering LLC
Prepared for:                    City of Anacortes
Project No.:                       2024-007
April 3, 2025

Task Description
Direct 

Expenses
Principal 
Engineer

Engineer     IV
Engineer 

II

Senior CAD 
Design 

Technician
Clerical

Senior 
Professional 

Land Surveyor

Senior Survey 
Technician

2-Person 
Survey Crew 

 WILSON SUBTOTAL  Z Tek, LLC 
 Kingworks 
Engineers 

 GeoEngineers, Inc.  GeoTest, Inc. 
 Transportation 

Solutions 
 TOTAL 

Rate ($/hr) = L.S. $240 $198 $168 $164 $108 $212 $150 $272

Task 11.01: Project Management - Construction Phase  $                              - 
Subtask 1.1 - Measure Quantities, Prepare/Review Monthly Pay Apps 14 28  $                       8,064  $                                -  $                                -  $                                -  $                                -  $                                -  $                     8,064 
Subtask 1.2 - Manage Team Schedule and  Responsibilities, QA/QC 21 3  $                       5,634  $                       1,901  $                                -  $                                -  $                                -  $                                -  $                     7,535 
Subtask 1.3 - Pre-Construction Meeting at City Hall 3 3  $                       1,224  $                       2,376  $                                -  $                                -  $                                -  $                                -  $                     3,600 
Subtask 1.4 - General Services, Invoices, and Budget Management 28 3 3 2  $                       8,034  $                                -  $                                -  $                                -  $                                -  $                                -  $                     8,034 

Sub-Total  $                  -   66 6 34 0 2 0 0 0  $                     22,956  $                   27,233 

Task 11.02: Review of Submittals and Shop Drawings  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 2.1 - Submittal Review Services 48 8 72 6 8 14  $                     31,480  $                       3,802  $                       1,620  $                       3,456  $                                -  $                       3,240  $                   43,598 

Sub-Total  $                  -   48 8 72 0 0 6 8 14  $                     31,480  $                   43,598 

Task 11.03: Clarify and Answer Contract Questions  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 3.1 - Formal Requests for Information (RFIs) 8 2 8  $                       3,660  $                       3,802  $                       1,080  $                       3,456  $                                -  $                       3,240  $                   15,238 
Subtask 3.2 - General Correspondence 24 4 48  $                     14,616  $                                -  $                                -  $                                -  $                                -  $                                -  $                   14,616 

Sub-Total  $                  -   32 6 56 0 0 0 0 0  $                     18,276  $                   29,854 

Task 11.04: Change Orders  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 4.1 - Prepare Change Order Information 8 2 16  $                       5,004  $                                -  $                                -  $                                -  $                                -  $                                -  $                     5,004 

Sub-Total  $                  -   8 2 16 0 0 0 0 0  $                       5,004  $                     5,004 

Task 11.05: Material Testing Services  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 5.1 - Material Testing Services 3 6  $                       1,728  $                                -  $                                -  $                                -  $                     12,863  $                                -  $                   14,591 

Sub-Total  $                  -   3 0 6 0 0 0 0 0  $                       1,728  $                   14,591 

Task 11.06: Progress Meetings  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 6.1 - Remote Progress Meetings (assume 1 hr each) 7 1 7  $                       3,054  $                       1,901  $                       1,080  $                                -  $                                -  $                                -  $                     6,035 
Subtask 6.2 - On-Site Progress Meetings (assume 3 hrs each) 21 3 21  $                       9,162  $                       2,376  $                                -  $                                -  $                                -  $                                -  $                   11,538 

Sub-Total  $                  -   28 4 28 0 0 0 0 0  $                     12,216  $                   17,573 

Task 11.07: Substantial Completion Walkthroughs  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 7.1 - Substantial Completion Walkthroughs 6 6  $                       2,448  $                       2,376  $                                -  $                                -  $                                -  $                                -  $                     4,824 
Subtask 7.2 - Substantial Completion Certification & Punch List 2 2  $                           816  $                                -  $                                -  $                                -  $                                -  $                                -  $                         816 

Sub-Total  $                  -   8 0 8 0 0 0 0 0  $                       3,264  $                     5,640 

Task 11.08: Record Drawings/Information  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 8.1 - As-Built Survey 4 2 4 4 4 16  $                       7,828  $                                -  $                                -  $                                -  $                                -  $                                -  $                     7,828 
Subtask 8.2 - Record Drawings 16 4 48 52  $                     21,224  $                       1,901  $                                -  $                                -  $                                -  $                                -  $                   23,125 

Sub-Total  $                  -   20 6 52 52 0 4 4 16  $                     29,052  $                   30,953 

Task 11.09: Start Up and Testing Services  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 9.1 - Start Up and Testing Services 12 4 12  $                       5,688  $                                -  $                                -  $                                -  $                                -  $                                -  $                     5,688 

Sub-Total  $                  -   12 4 12 0 0 0 0 0  $                       5,688  $                     5,688 

Task 11.10: General Expenses  $                                -  $                                -  $                                -  $                                -  $                                -  $                                -  $                              - 
Subtask 10.1 - Direct Expenses  $               500  $                           500  $                       1,080  $                                -  $                                -  $                                -  $                                -  $                     1,580 

Sub-Total  $               500 0 0 0 0 0 0 0 0  $                           500  $                     1,580 

Project Total  $          500              225                36                284                52                  2                   10                12                30  $            130,164  $              21,514  $                3,780  $                6,912  $              12,863  $                6,480  $          181,712 
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March 14, 2025 
 
Wilson Engineering, LLC 
805 DuPont St, Suite 7 
Bellingham, WA 98225 
 
Attention:   Jeff Christner, P.E. 
 
Subject:  Proposal for Professional Engineering Services 

City of Anacortes - Pump Station #16 Upgrades 
Electrical and Control Systems Engineering – Construction Support Services 

 
Dear Jeff, 
 
Per your request, we are pleased to offer this proposal for the Subject project. 
 
Project Description: 
 
We understand the goal of this project is to provide Electrical and Control Systems Engineering 
Construction Support Services for the City of Anacortes Pump Station #16 Improvements project.   
 
Ztek will provide engineering construction support for the electrical and control systems project 
components as listed below.   
 
Scope of Services: 
 
Based on the above understanding, we see the following as our scope of services: 
 

Construction Support:  
 
1. Attend on site pre-construction meeting with Wilson Engineering and the Client. 
2. Review Contractor equipment submittals for compliance with contract documents. 
3. Review and respond to Contractor RFI and change order requests. 
4. Attend up to eight (8) one hour teleconference construction progress meetings. 
5. Attend one site visit during construction to review electrical installation. 
6. Attend one site visit at substantial completion and provide electrical punch list. 
7. Record drawing development and documentation. 
 
Deliverables: 
 
1. Submittal, RFI and change order responses. 
2. Final punch list and record drawings. 
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Ztek, LLC – Proposal for Professional Engineering Services 
 

_____________________________________________________________________________________________ 

 

 
 
Schedule: 
 
The project is advertised for bid and award in April 2025, with an estimated 15 month construction period 
beginning in June of 2025 and project completion near the end of 2026. 
 
Compensation: 
 
We propose to accomplish these construction support services on a Time and Expense basis, based on the 
tasks and estimates shown on the attached fee estimate worksheet.  Time for additional tasks will be 
provided upon request.  Billing will be based on current engineering rates when the service is performed.  
Invoices for progress payments will be processed monthly.  Payment terms are Net 60 days or within 10 
days of payment from Client. 
 
Anacortes PS16 - Electrical and Control System Engineering Construction Support Services: $ 19,920 

 
Thank you for the opportunity to provide this proposal, and we look forward to working with you. If you 
have any questions or need any additional information, please contact me directly.   
 
Sincerely, 

  
Brian Ziesmer, P.E. 
Ztek, LLC 
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SCOPE OF SERVICES AMENDMENT with Kingworks Structural Engineers     

____________________________________________________________________________________________

DATE: 3/14/2025

PROJECT: Wilson Anacortes Pump Station #16 Upgrade KW No:23158

CLIENT: Wilson Engineering

805 Dupont Street, Suite 7
Bellingham, WA 98225
Invoices to:  Diana McLean

CLIENT

REPRESENTATIVE:
Jeff Christner

Scope Revision:

Perform construction phase and close out services as required including:
- Respond to building official and contractor questions and RFI's.
- Review submittals and shop drawings for the structural components for general conformance to the design intent.
- Perform site visits at appropriate intervals (1 estimated).
- Review all special inspection reports.

Engineering Services Fee Revision:

Construction Admin through Close Out:
Hourly, Combined Not to Exceed $3500

Information applicable to this agreement, including the TERMS AND CONDITIONS and fee schedule are
established in the original project agreement.  When authorized by signature below, this scope change will amend
the established agreement between parties.

Issued by:  _________________________________________
John R. (Jack) King, PE, SE/Senior Principal

 Date:____________________

Accepted by:  _________________________________________
(Signature of the authorized representative of the client)

 Date:____________________

www.king-works.com 600 Dupont Street * Suite B, Bellingham WA 98225  Page 1 of 1
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554 West Bakerview Road 
Bellingham, Washington 98226 

360.647.1510 

 

March 21, 2025  

Wilson Engineering, LLC 
805 Dupont Street, Suite 7 
Bellingham, Washington 98225 

Attention: Jeff Christner, PE 

Subject: Addendum Proposal 
Construction Support Services 
City of Anacortes – Anaco Beach Road Sewer Pump Station No. 16 
Anacortes, Washington 
File No. 00382-055-00 

Construction Support Services 
GeoEngineers, Inc. (GeoEngineers) is pleased to present this addendum proposal to provide construction 
support services for the proposed City of Anacortes (City) – Anaco Beach Road Sewer Pump Station 
No. 16 project (project). The site is located near 4525 Anaco Beach Road along the south side of the road 
within the city right-of-way (ROW) in Anacortes, Washington. Our proposed scope of services is based on 
conversations with Jeff Christner of Wilson Engineering, LLC (Wilson), our experience in the vicinity, and our 
experience with similar projects. GeoEngineers previously prepared a geotechnical engineering report for 
the design phase of this project, dated August 16, 2024. Our services for this phase will consist of the 
following: 

TASK 300 – CONSTRUCTION SUPPORT SERVICES 

■ Project set up, review of final design plans and specifications, and coordination of field activities. We 
have assumed up to 1 hour of Principal time and 2 hours of Staff Engineer time for this task. 

■ Review contractor submittals and respond to contractor requests for information (RFIs). We have 
assumed up to 2 hours of Principal time and 4 hours Staff Engineer time for this task. 

■ Provide limited field observation of earthwork construction activities. Our planned field services are 
anticipated to include the following: 

 We have included up to two site visits for this task. We have assumed up to 10 hours (5 hours per 
visit) of Staff 3 Engineer time for time onsite, travel time and field report preparation, and up to 
1 hour of Principal Engineer time for field report review. 
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Wilson Engineering, LLC | March 21, 2025 Page 2 

File No. 0382-055-01 

■ Provide additional geotechnical consultation and project management activities during the project, as
required or requested. We have planned for up to 2 hours of Principal time and 4 hours of Staff
Engineer time.

We are in a position to begin work immediately after receiving your authorization to proceed. Our services 
will be completed in accordance with the attached 2025 Schedule of Charges and terms of our existing 
Mutual Services Agreement with Wilson Engineering, LLC, dated March 12, 2010, and amended 
April 15, 2021, to be authorized under a separate task order amendment.  

We recommend a preliminary budget for our Task 300 - Construction Support Services of $6,400. We will 
only invoice for the time charged and expenses incurred in completing our scope of services. We will 
endeavor to keep you apprised of project status and conditions that may significantly affect our scope and 
estimate and will not exceed this budget without prior written authorization. 

There are no intended third-party beneficiaries arising from the services described in this proposal and no 
party other than the party executing this proposal shall have the right to legally rely on the product of our 
services without prior written permission of GeoEngineers. 

We appreciate the opportunity to present this proposal to provide services to you on this project. Please 
contact us if you have any questions concerning this proposal. 

Sincerely,  
GeoEngineers, Inc. 

Jacob A. Gillis, EIT Sean W. Cool, PE 
Staff Geotechnical Engineer Principal Geotechnical Engineer 

JAG:SWC:dt 

Attachments: 

Schedule of Charges — Bellingham Local Agency 2025 

One copy submitted electronically 

Proprietary Notice: The contents of this document are proprietary to GeoEngineers, Inc. and are intended solely for use by our client to evaluate GeoEngineers' 
capabilities and understanding of project requirements as they relate to performing the services proposed for a specific project. Copies of this document or its 
contents may not be disclosed to any other parties without the written consent of GeoEngineers. 

Disclaimer: Any electronic form, facsimile or hard copy of the original document (email, text, table, and/or figure), if provided, and any attachments are only a copy 
of the original document. The original document is stored by GeoEngineers, Inc. and will serve as the official document of record.  

Copyright© 2025 by GeoEngineers, Inc. All rights reserved. 
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Schedule_Bellingham Local Agency–2025 

COMPENSATION 

Our compensation will be determined on the basis of time and expenses in accordance with the following schedule unless a 

lump sum amount is so indicated in the proposal or services agreement. Current rates are: 

PROFESSIONAL STAFF   

Staff 1 Scientist $ 140/hour 

Staff 1 Engineer $ 145/hour 

Staff 2 Scientist $ 154/hour 

Staff 2 Engineer $ 160/hour 

Staff 3 Scientist $ 180/hour 

Staff 3 Engineer  $ 186/hour 

Project Scientist 1 $ 210/hour 

Project Engineer 1 $ 212/hour 

Project Scientist 2 $ 215/hour 

Project Engineer 2 $ 218/hour 

Senior Engineer/Scientist 1 $ 228/hour 

Senior Engineer/Scientist 2 $ 250/hour 

Associate $ 286/hour 

Principal $ 304/hour 

Senior Principal $ 345/hour 

TECHNICAL SUPPORT STAFF   

Administrator 1 $ 95/hour 

Administrator 2 $ 105/hour 

Administrator 3 $ 120/hour 

CAD Technician $ 116/hour 

CAD Designer $ 136/hour 

Senior CAD Designer $ 163/hour 

GIS Analyst $ 154/hour 

Senior GIS Analyst $ 171/hour 

GIS Coordinator $ 186/hour 

*Technician $ 102/hour 

*Senior Technician $ 114/hour 

*Lead Technician $ 127/hour 

Geotechnical Construction Specialist $ 180/hour 

Environmental Database Manager $ 210/hour 

Health and Safety Specialist $ 138/hour 

Health and Safety Manager $ 205/hour 

 
*Hours in excess of 8 hours in a day or 40 hours in a week will be charged at one and one-half times the hourly rates listed 
above. 

Contracted professional and technical services will be charged at the applicable hourly rates listed above. Staff time spent 

providing expert services in disputes, mediation, arbitration and litigation will be billed at one and one-half times the above 
rates. Time spent in either local or inter-city travel, when travel is in the interest of this contract, will be charged in accordance 
with the foregoing schedule. A surcharge may be applied to night and weekend work. See proposal for details. 

Rates for data storage and web-based access will be provided on a project-specific basis.  
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Schedule_Bellingham Local Agency–2025 

EQUIPMENT   

Air Quality Equipment, per day $ 210.00 

Air Sparging Field Test, per day $ 525.00 

Construction Monitoring Equipment $ 30.00 

Continuous Recording Data Logger, per day $ 350.00 

Environmental Exploration Equipment, per day $ 165.00 

Field Data Acquisition Equipment (Field Tablet), per day $ 55.00 

Field Water Quality Testing Equipment, per day (1 day min.) $ 90.00 

Gas Detection and Oxygen Meters, per day (1 day min.) $ 105.00 

Generator, per day (1 day min.) $ 105.00 

Geotechnical Exploration Equipment, per day $ 145.00 

Groundwater Development and Sampling Pumps, per day (1 day min.) $ 120.00 

Groundwater Monitoring Equipment, per day $ 250.00 

Nuclear Density Gauge, per hour (4 hour daily min.) $ 15.00 

pH Probe/Meter, per day $ 20.00 

Rock/slope Fall Protection/Rigging Equipment, per day $ 700.00 

Single Channel Data Logger, per logger, per day (1 day min.) $ 110.00 

Slope Indicator, per day (1 day min.) $ 210.00 

Survey equipment, Porter sampling gear and Dynamic cone sounding equipment, per day $ 50.00 

Vapor Extraction Field Test, per day $ 530.00 

Vehicle usage, per mile $ IRS Rate 

Vehicle - 4-wheel drive truck, per day (1 day min.) $ 90.00 

Water Disposal Equipment, per use, per day $ 55.00 

Water Quality Equipment, per day $ 140.00 

Specialized and miscellaneous field equipment not listed above will be quoted on a project-specific basis. 

OTHER SERVICES, SUPPLIES AND SPECIAL TAXES 

Charges for services, equipment, supplies and facilities not furnished in accordance with the above schedule, and any 

unusual items of expense not customarily incurred in our normal operations, are charged at cost plus 4 percent. This includes 
shipping charges, subsistence, transportation, printing and reproduction, miscellaneous supplies and rentals, surveying 
services, drilling equipment, construction equipment, watercraft, aircraft, and special insurance which may be required. Taxes 

required by local jurisdictions for projects in specific geographic areas will be charged to projects at direct cost. 

Per diem may be charged in lieu of subsistence and lodging. 

Routinely used field supplies stocked in-house by GeoEngineers, at current rates, list available upon request. 

In-house testing for geotechnical soil characteristics at current rates, list available upon request. 

All rates are subject to change upon notification. 
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certerra.com 20527 67th Avenue NE, Arlington, WA 98223 T: 360.435.1141 

Proposal No: 00-250945-P 

March 28, 2025       

 

Wilson Engineering, LLC  

805 Dupont Street #7  

Bellingham, WA 98225 

 

Attention: Jeff Christner,  

 

Subject:  Proposal to Provide Construction Inspection and Testing Services 

Anacortes Pump Station 16 

Anaco Beach Road and Beachwood Lane 

Anacortes, WA 

 

Dear Jeff Christner, 

Certerra Northwest, LLC (“Certerra”) formerly known as GeoTest Services, Inc. is pleased to present our proposal 

to provide construction inspection and testing services for the Anacortes Pump Station 16 Upgrade project. 

Terms and Conditions 

 

Fee Proposal 

We propose to perform the services described herein on a time and materials (hourly or test rate) basis, unless 

noted, in accordance with the attached Schedule of Fees. Estimates may vary due to circumstances that may 

develop during the course of the work or due to extended construction duration. If a change in the scope of work 

becomes necessary due to unforeseen conditions, which will increase the charges, we will obtain your authorization 

before proceeding. Our summary of estimated charges for the proposed services is as follows: 

 

Construction Activity   Estimated Costs 

Earthwork Related Services    $5,070.00 

Special Inspection of Reinforced Concrete    $5,780.00 

Special Inspection of Post Installed Anchors    $1,060.00 
 

 Total $11,910.00 
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Wilson Engineering, LLC 

Anacortes Pump Station 16 Upgrade 

Anacortes, WA 

Proposal No.00-250945-P 

March 28, 2025 

Page 2 of 13 

Estimate Worksheets 

 

Earthwork Related Services  
 

Item Quantity Unit Unit Price Total 

 In-Place Density Tech - Soils 24 HR $105.00 $2,520.00  

 Field Technician - Sample Pick Up 3 HR $100.00 $300.00  

 Project Manager 4 HR $140.00 $560.00  

 Administrative 4 HR $80.00 $320.00  

 Moisture Density (Proctor) w/ Sieve 2 EA $290.00 $580.00  

 Sand Equivalent 2 EA $100.00 $200.00  

 Percent Fracture 1 EA $100.00 $100.00  

 Trip Charge 7 EA $70.00 $490.00  

 Subtotal  
 

$5,070.00 

     

Special Inspection of Reinforced Concrete  
 

Item Quantity Unit Unit Price Total 

 Concrete Inspector 20 HR $95.00 $1,900.00  

 Field Technician - Sample Pick Up 15 HR $100.00 $1,500.00  

 Project Manager 4 HR $140.00 $560.00  

 Administrative 4 HR $80.00 $320.00  

 Compressive Strength - Concrete 20 EA $40.00 $800.00  

 Trip Charge 10 EA $70.00 $700.00  

 Subtotal  
 

$5,780.00 
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Wilson Engineering, LLC 

Anacortes Pump Station 16 Upgrade 

Anacortes, WA 

Proposal No.00-250945-P 

March 28, 2025 

Page 3 of 13 

 

Special Inspection of Post Installed Anchors  
 

Item Quantity Unit Unit Price Total 

 Post-Installed Anchors Inspector 8 HR $95.00 $760.00  

 Trip Charge 2 EA $70.00 $140.00  

 Administrative 2 HR $80.00 $160.00  

 Subtotal  
 

$1,060.00 

 

SCOPE OF WORK 

A detailed description of the tasks required to complete this scope of work is detailed herein. We will provide written 

reports of the field and laboratory tests at the completion of each task. 

Earthwork Related Services 

Field Inspection: Our services will consist of performing a visual inspection of foundation and civil subgrade 

conditions for conformance to the approved plans, specifications, and building codes. 

 

Testing: In-place density testing will be performed with the nuclear gauge to verify that the minimum compaction 

requirements are attained at frequencies specified by the contract documents.  

 

Laboratory Testing: Laboratory analysis of soils/aggregate to be utilized during construction will be performed to 

verify conformance to the project specifications. This may include sampling and testing prior to materials being 

imported to the project site, if requested. 

 

Special Inspection of Reinforced Concrete  

We will provide a WABO certified Special Inspector to perform special inspection of the concrete form work, 

reinforcing steel placement, structural embeds, and concrete placement. 

 

Our inspector will provide continuous inspection during the placement of structural concrete to verify proper 

application techniques.  

 

Our inspector will sample fresh concrete and obtain samples for strength testing, perform slump and air entrainment 

tests and monitor the temperature of the concrete. A set of test cylinders will be made at frequencies specified within 

the contract documents, for each class of concrete placed each day. 

 

Strength test cylinders will be cured in our laboratory until they are tested at ages specified within the project 

specifications. Copies of the results of all compression tests will be provided upon completion of the test. 

 

Special Inspection of Post Installed Anchors 

We will provide a WABO certified Special Inspector to perform inspection of the installation of post installed 

anchors for compliance with the approved plans, job specifications, ICC-ES reports, and building codes. These 

inspections typically consist of epoxy dowel, wedge anchor, and hold downs.  
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Wilson Engineering, LLC 

Anacortes Pump Station 16 Upgrade 

Anacortes, WA 

Proposal No.00-250945-P 

March 28, 2025 

Page 4 of 13 

Assumptions 

 

Assumptions made in developing our fee proposal include:  

 

• Six site visits for compaction testing. 

• Five concrete inspections with reinforcement inspected the same day as the pour. 

• Two post installed anchor inspections. 

 

Added Services 

 

Our base estimate may vary due to unforeseen circumstances that may develop during the work or due to extended 

construction duration. Under these circumstances, a revision to our scope, schedule, and/or fee will likely be 

required. Certerra will notify you if/when we anticipate that it will be necessary for us to provide services in addition 

to our base scope and will obtain written confirmation that we are authorized to do so. 

Professional Insurance 

 

We maintain liability and workers’ compensation insurance coverage and amounts consistent with industry 

standards for the services being proposed herein. Certificates of insurance will be provided upon request. 

Closure 

 

Our services will be performed in a manner consistent with the level of care and skill ordinarily exercised by 

members of the same profession currently providing the same or similar services under similar circumstances in 

the same locality and in accordance with applicable standards in effect at the time the services are performed. This 

warranty is in lieu of all other warranties, either expressed or implied. 

By signing below, you hereby authorize Certerra to proceed with services outlined in this proposal and agree that 

all services and anything arising out of or in any way related to this proposal will be governed by Certerra’s Fee 

Schedule and General Conditions which are attached hereto and are incorporated herein by reference. This 

authorization to proceed constitutes an agreement between you and Certerra and is made in consideration of the 

mutual promises and covenants contained herein and for other good and valuable consideration, the receipt and 

sufficiency of which is hereby acknowledged.  

Thank you for the opportunity to submit this proposal. We look forward to working with you on this project. If you 

have any questions regarding this proposal, please contact Dave Bufalini at dbufalini@certerra.com or 

360.410.8170. 
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Anacortes, WA 

Proposal No.00-250945-P 

March 28, 2025 
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Authorized By:  Respectfully submitted, 

Wilson Engineering, LLC  Certerra Northwest, LLC 

   

(Signature)  (Signature) 

(Title)  (Title) 

   

(Date)  (Date) 
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Anacortes Pump Station 16 Upgrade 

Anacortes, WA 

Proposal No.00-250945-P 

March 28, 2025 
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Fee Schedule 

 

Personnel Charges - Professional Staff 

Product Name Units Rate ($) 

Administrative HR $80.00  

Professional Engineer HR $180.00  

Technical Director HR $180.00  

Geotechnical Engineer HR $180.00  

Staff Engineer HR $140.00  

QA/QC Inspection Engineer HR $120.00  

Project Manager HR $140.00  

Senior Geotechnical Engineer HR $200.00  

Project Geologist - Office HR $170.00  

Geologist HR $135.00  

Engineering Geologist HR $150.00  

Environmental Professional HR $160.00  

Building Envelope Consultant HR $160.00  
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Personnel Charges - Field Staff 

Product Name Units Rate ($) 

Geotechnical Technician HR $110.00  

Engineering Technician HR $100.00  

Environmental Technician HR $100.00  

In-Place Density Tech - Asphalt HR $105.00  

Laboratory Technician HR $105.00  

Concrete Inspector HR $95.00  

Prestressed Concrete Inspector HR $95.00  

Field Technician - Sample Pick Up HR $100.00  

Spray-Applied Fire-Resistive Inspector HR $95.00  

Post-Installed Anchors Inspector HR $95.00  

Masonry Inspector HR $95.00  

Shotcrete Inspector HR $95.00  

Post-Tension Inspector HR $95.00  

Structural Steel Welding Inspector HR $100.00  

Structural Wood Inspector HR $100.00  

Non-Destructive Testing Technician HR $120.00  

Bolt Pull-Out Test Technician HR $110.00  

Concrete & Asphalt Coring Technician HR $135.00  

Ground Penetrating Radar HR $185.00  

Fire Escape - QA/QC Inspection Engineer HR $120.00  

Building Envelope Air Leakage Tech HR $100.00  

Building Envelope Fenestration Tech HR $100.00  

Building Envelope Field Technician HR $100.00  

Building Envelope Inspector HR $125.00  

Certified Erosion & Sediment Ctrl Lead HR $105.00  
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Laboratory Tests - Steel 

Product Name Units Rate ($) 

Fireproofing Density Test EA $90.00  

Laboratory Tests - Soil 

Product Name Units Rate ($) 

Sieve Analysis Geo EA $50.00  

Atterberg Limits (3 points) EA $180.00  

Consolidation – 5 Loads EA $390.00  

Moisture Content Geo EA $15.00  

Moisture Density Relationship (Proctor) EA $230.00  

Check Point EA $90.00  

Organic Content EA $100.00  

Permeability - Each Point EA $360.00  

Sieve Analysis, % Passing #200 Sieve EA $110.00  

Sieve Analysis w/ Hydrometer EA $270.00  

Specific Gravity EA $95.00  

Moisture Density (Proctor) w/ Sieve EA $290.00  

Laboratory Tests - Masonry 

Product Name Units Rate ($) 

Mortar Compressive Strength Test EA $40.00  

Compressive Strength - Grout, 4 x 4 x 8 EA $40.00  

Masonry Composite Prism Test EA $120.00  

Compressive Strength – 2x2 Cubes EA $40.00  

Laboratory Tests - Concrete 

Product Name Units Rate ($) 

Compressive Strength - Concrete EA $40.00  

Concrete Strength - Drilled Cores EA $75.00  

Compressive Strength - Concrete (others) EA $50.00  

Flexural Strength - 6" x 6" Beams EA $70.00  

Concrete Strength - Drilled Cores SET $75.00  
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Laboratory Tests - Asphalt 

Product Name Units Rate ($) 

Maximum Specific Gravity (Rice Density) EA $120.00  

Asphalt Core Density/Thickness EA $60.00  

Asphalt Superpave Test EA $560.00  

Asphalt Content & Gradation (Ignition) EA $305.00  

Laboratory Tests - Aggregates 

Product Name Units Rate ($) 

Organic Impurities Test EA $70.00  

Specific Gravity and Absorption – Coarse EA $95.00  

Specific Gravity and Absorption – Fine EA $95.00  

Uncompacted Voids - Fine Aggregate EA $185.00  

Moisture Content EA $60.00  

Sand Equivalent EA $100.00  

Flat/Elongated Particles EA $100.00  

Percent Fracture EA $100.00  

Lightweight Pieces EA $100.00  

Sieve Analysis, with Wet Wash EA $180.00  

Sieve Analysis, Dry Only EA $110.00  

Clay Lumps and Friable Particles EA $100.00  

Unit Weight and Voids EA $60.00  

Angularity & Voids in Fines EA $185.00  

Sieve Analysis with Wet Wash EA $180.00  

Sand Equivalent EA $100.00  

Percent Fractured Particles EA $100.00  

Equipment Charges 

Product Name Units Rate ($) 

Trip Charge EA $70.00  

Pachometer (Magnetic) Rebar Location DAY $110.00  

Ultrasonic Flaw Detector Usage (Per Use) DAY $110.00  
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General Charges 

 

Personnel Charges for Professional Staff will be rounded upward to the nearest ¼ hour. Personnel Charges for Field Staff 

services will be charged on a portal-to-portal basis with time rounded upward to the nearest whole hour.  

A daily four-hour minimum charge applies to Personnel Charges for Field Staff per staff member. Same day cancelations 

will incur a two-hour minimum charge.  

Rates are valid through June 30, 2026. Rates for personnel will increase by 8% per year on July 1st of each subsequent 

year. 

Outside services, equipment rental, and reimbursables will be billed at cost plus 15% unless billed directly to and paid for 

by Client. 

Additional services not listed in our scope of work will be charged on a time and material basis in accordance with the 

schedule of fees above. 

 

Overtime Charges 

 

Work performed more than 8 hours per day and / or up to eight (8) hours on Saturdays will be billed at 1.50 times the unit 

rate. 

Work performed on Sunday, recognized holidays, or more than eight (8) hours on Saturdays will be billed at 2.00 times 

the unit rate. 

A 20% surcharge will be applied for laboratory tests performed on a Saturday or Sunday.  

 

Per Diem Travel Charges 

 

The daily per diem charge listed in the fee schedule will be applied when our personnel are required to stay overnight at 

remote locations. 

Time will be billed at the unit rate while traveling to a remote location or if a location requires an overnight stay 

 

Night Work 

 

A $5.00 per hour surcharge will be added to all personnel rates for work performed during night shifts.
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City Council Agenda Bill  

 
Meeting Date: April 28, 
2025 

 
Agenda Item: 6.b. 

 
Agenda Item Title: Resolution 3181: Personnel Policy Updates 
 
Staff Contact(s): Kendall Moyle 
 
Approved for Submittal to Council by Action Type 
Greg Francioch   
Kendall Moyle   
Steve Hoglund   
Darcy Swetnam   
  

Resolution  

 
Item Summary: The Personnel Policies are regularly updated to ensure compliance 
with evolving employment laws. WCIA engaged Kristin Anger, an employment law 
attorney with Summit Law, to review the proposed revisions and recommend any 
necessary adjustments.  
Updating these policies is a collaborative effort. Employees and union representatives 
reviewed and provided feedback on the draft policies between March 10 and April 1, 
2025. The Personnel Committee then met on April 4, 2025, to review the proposed 
changes.  
 
Policy Update Synopsis:   
Policy 201 (3a) – Equal Employment Opportunity: Sentence concerning 
reasonable accommodation for pregnancy and childbirth rephrased for clarity; policy 
remains unchanged.  
Policy 206 (3) – Probationary Period: Addition made to clarify the definition of an 
at-will employee for better understanding.  
Policy 501 – Health and Welfare Benefits Eligibility: Update made to simplify the 
City’s implementation of Affordable Care Act measurement and administrative periods.  
Policy 503a(7) – Holidays: Adjustment of floating holiday being taken within the 
pay period to align with current practice.  
Policy 508 (5) – Dual Insurance Incentive: Revision made to align with 
enrollment form language, allowing the lowest-cost PPO plan to be based on either the 
employee-only or family premium, as determined by Human Resources.  
Policy 605(1) – Security: Revision made to align with RCW 49.44.230, which 
governs searches of employees’ personal vehicles. While the law primarily addresses 
searches, subsection 1(b) clarifies that employees may possess property in their 
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vehicles as long as it is permitted by law.    
Policy 702 (1c) – Washington Paid Sick Leave (WPSL):  Addition of Washington 
Paid Sick Leave amendments by Labor & Industries that took effect 1/1/2025.    
Policy 702 (2e) – City Paid Sick Leave:  Reverting City sick leave policy language 
to its 2021 version to distinguish it from Washington Paid Sick Leave. Specifically, the 
policy outlines the circumstances that City sick leave may be used for. 
Policy 702 (4f) – Family and Medical Leave (“FMLA”): Sentence concerning 
FMLA usage for child bonding leave rephrased for clarity; policy remains unchanged. 
Policy 702 (5e) – Washington Paid Family and Medical Leave (“PFML”): 
Adjustment made to allow paid leave accruals to be considered supplemental to Paid 
Family Medical Leave (PFML), allowing employees to utilize their leave accruals without 
impacting their weekly PFML benefit from the state.   
Policy 702 (12) – Coordination of Wages with Worker’s Compensation: 
Addition to policy to ensure accountability and help prevent overpayment and potential 
misuse if time-loss checks are not returned to the City.  
Policy 704 – Meal Breaks: Addition made to Meal Break policy to ensure compliance 
by protecting nonexempt employees’ meal breaks, clarifying supervisory 
responsibilities, and establishing a transparent waiver process.  
Policy 802 (2) – Personal Appearance of Employees: Addition made to policy to 
promote a more comfortable work environment for those with fragrance sensitives, by 
stating employees should refrain from the excessive use of scented products.  
Policy 905 – Telecommuting: Addition of new policy permitting telecommuting 
arrangements within established parameters, subject to supervisor approval.   
 
*Not all edits made to the Personnel Policies are included. Those not 
included consist of formatting changes, grammatical and spelling 
corrections, slight edits, and minor revisions that do not change practice or 
procedure.  
 
Budget Impact:  
N/A 
 
Previous Action: On April 4, 2025 the Personnel Committee met and reviewed the 
proposed changes.   
 
Recommended Motion: I move to adopt Resolution 3181 adopting the City’s 
Personnel Policies.   
 
Alternative Actions:  
Do not adopt the revised personnel policies. 

 
Attachments (listed in order presented):  
1. 2025 Personnel Policies-Redline 

Page 75 of 320



2. 2025 Personnel Policies-Clean Copy 
3. Personnel Policies Presentation pdf 
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RESOLUTION NO. 3120 3181

A RESOLUTION REGARDING PERSONNEL POLICIES AND BENEFITS FOR THE 
CITY OF ANACORTES EMPLOYEES AND SUPERSEDING IN ITS ENTIRETY 

RESOLUTION NO. 3049 3120 PASSED AND APPROVED ON THE 126TH DAY OF 
AUGUST JUNE 20231.

WHEREAS, the City of Anacortes believes that it is in the best interest of the City and its 
employees to have written personnel policies to help the City of Anacortes meet its 
mission statement, to prevent misunderstandings and problems, and to ensure all 
employees understand expectations, and

WHEREAS, these policies have been prepared as a guide and reference for employees. 
Nothing in these policies create an express or implied contract or promise concerning 
the City of Anacortes' s policies or practices, including policies or practices it will 
implement in the future. The City of Anacortes retains the right to establish, change, and 
abolish these policies, practices, rules, and regulations at will and as it sees fit.

NOW, THEREFORE BE IT RESOLVED by the City Council of the City of Anacortes, 
Washington, as follows:

The Mayor and City Clerk are hereby authorized and directed to execute said personnel 
policies, a copy of which is attached hereto and by this reference made part hereof, as 
the official act and deed of the City of Anacortes.

PASSED AND APPROVED this 12th day of June 2023. 28th day of April 2025.

CITY OF ANACORTES:

   _______________________________
   Matt Miller, Mayor

ATTEST:

   ___________________________________________
Steven D. Hoglund, City Clerk Treasurer

APPROVED AS TO FORM:

   ___________________________________________
Darcy Swetnam, City Attorney
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Personnel Policies

RESOLUTION No. 31203181

Updated June 12, 2023April 28, 2025
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 PERSONNEL RESPONSIBILITIES

Policy 100 Receipt Of Personnel Policies

All employees should read the following, and then sign, date and return the form to Human 
Resources. The form will be placed in the employee’s personnel file.

Enclosed are the City of Anacortes’s Personnel Policies. It is your responsibility to read these 
policies, as they will acquaint you with your employee benefits, our personnel practices and 
rules, and organizational philosophy. The most current personnel policies are always available 
on the City website for your review. Please pay special attention to our Addendums that contain 
additional policies and information.

It is important to understand that these policies do not create an employment contract or a 
guarantee of employment of any specific duration between the City and its employees. These 
policies are general guidelines and do not constitute promises of specific treatment in specific 
circumstances. Although we hope that your employment relationship with us will be long term, 
we recognize that at times things do not always work out as hoped, and either of us may decide 
to terminate the employment relationship.

As the City grows and changes, the Personnel Policies may change. The City, therefore, 
reserves the right to revise, supplement, clarify or rescind any policy or portion of a policy when 
deemed appropriate by the Mayor. You will be notified of any such changes.

If you have any questions about these policies or any other policies of the City, please feel free 
to ask your supervisor, department head, Human Resources, or the Mayor.

I have read and understand the statement above.

Employee Signature

Employee Printed Name

Date
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Policy 101 Mayor’s Letter

To: All Supervisors & Managers 
Re: Personnel Policies

The Personnel Policies have been prepared as a guide and reference for members of 
management at all levels of supervisory responsibility. This information is to be used to help 
guide employer/employee relations. The Personnel Policies have the approval of the City 
Council, Mayor, and department heads.

We believe that it is in the best interest of the organization and our employees to have written 
personnel policies to help the City of Anacortes meet our mission, to prevent misunderstandings 
and problems, and to ensure that all employees know what is expected of them. It is essential 
that all members of management understand the role of these policies in meeting the 
organization’s objectives and in limiting our legal exposure.

Any policy, however, is only as good as its implementation. Supervisors and managers who are 
in direct contact with, and responsible for, a group of employees are essential to effective policy 
implementation. You are the individuals who must translate these ideas and principles into 
action.

Please understand that no supervisor, manager, or representative of the City has the authority 
to make any written or verbal statements or representations which are inconsistent with these 
policies without prior written approval from the Mayor. We depend upon you for the successful 
development of a productive, legal, and harmonious working environment for our employees.

Accordingly, I request that you thoroughly familiarize yourself with the contents of these 
Personnel Policies so that all policies and procedures of the organization may be administered 
appropriately.

Mayor Matt Miller
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Policy 102 Function of Personnel Policies

These personnel policies (“policies”) should be used as an outline of the basic personnel 
policies, practices, and procedures for the organization.

1. The Personnel Policies contain general statements of the City of Anacortes and should 
not be read as including the details of each policy. However, in many cases details are 
provided and appropriate cross-references are made. These policies should not be 
interpreted as forming an express or implied contract or promise that the policies 
discussed in it will be applied in all cases. The City of Anacortes may add to the policies, 
revoke, or modify them from time to time. The City will make efforts to keep the policies 
current, but there may be times when policy will change before this material can be 
revised.

2. These policies shall apply to all City employees. They shall not apply to independent 
contractors or elected officials, provided that the policy sections on Reimbursement of 
Employee Expenses (see Policies 401-405) and Employee Benefits (see Policies 501and 
507) shall apply to the Mayor, who shall be eligible to participate in City employee benefit 
programs and subject to applicable policies regarding those benefit programs. In the event 
of conflict between any provision of these policies and any provision of a valid and effective 
collective bargaining agreement, employee contract, or applicable Civil Service Rules and 
regulations, the provisions of the contract and/or the Civil Service Rules shall govern. In all 
other cases, these policies shall govern.

3. Except as specified below, non-represented employees can be terminated only “for cause.” 
Simply defined, “for cause” generally means that the employer has a valid performance, 
conduct, or attitude-related reason for disciplining or terminating the employee, or that there 
is a valid budgetary, operational, or other legitimate reason for termination. Probationary 
employees are “at-will” employees and can be terminated without cause. Employees who 
have an individual contract designating their employment as “at will” can also be terminated 
without cause.

4. Human Resources is responsible for distribution of the Personnel Policies to employees.
5. Human Resources will continue to review and recommend changes to the Mayor in the City 

of Anacortes’s personnel policies. Department heads and supervisors are encouraged to 
recommend changes or new policies. Human Resources is responsible for disseminating 
new policy information.

6. Department heads and supervisors should refer to the policies whenever questions of policy 
interpretation or implementation arise. Issues needing clarification should be referred to 
Human Resources. From time to time, the City may adopt temporary or emergency policies 
and practices to address a public health emergency or other unusual circumstances. Such 
policies and procedures will be communicated to affected employees as appropriate to the 
situation. Employees are responsible for reviewing and complying with any policies or 
addendums that supplement these policies.

7. Terms as used in the policies:
a. “Supervisor” means an individual with the authority to assign, direct, and review the work 

of one or more subordinates; and
b. “Domestic Partner” means a person whom an employee identifies as their domestic 

partner and who together are registered as a domestic partnership with the Washington 
State Secretary’s State Registry.

c. “Protected Class” means groups protected from discrimination by law on the basis of 
race, religion, creed, color, genetic information, sex/gender, sexual orientation, gender 
expression, gender identity, pregnancy, age, national origin, citizenship or immigration 
status, disability or use of a trained guide dog or service animal by a person with a 
disability, status as a victim of domestic violence, sexual assault, or stalking, marital
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status, honorably discharged veteran or military status, and any other status protected 
by local, state, or federal law.
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Policy 103 Code of Conduct

The City of Anacortes implements fair and effective personnel policies and requires all 
employees to support the City’s best interests.

1. The City of Anacortes is committed to a mutually rewarding and direct relationship with its 
employees. Thus, the City of Anacortes:
a. Provides equal employment opportunity and treatment regardless of protected class 

(see Policy 202 Productive Work Environment);
b. Provides compensation and benefits commensurate with the work performed (see 

Policies 300-305 Pay Practices);
c. Establishes reasonable hours of work based on the City of Anacortes’ needs (see Policy 

209 Hours of Work);
d. Monitors and complies with applicable federal, state, and local laws and regulations 

concerning employee safety (see Policy 601 Employee Safety and the Safety 
Committee);

e. Offers training opportunities for those whose talents or needs justify the training;
f. Enforces workplace policies in such a manner that does not interfere with, restrain, or 

prevent employees from engaging in protected activities regarding wages, hours, or 
other terms and conditions of employment protected under the Public Employees 
Collective Bargaining Act;

g. Is receptive to constructive suggestions about job duties, working conditions, or 
personnel policies; and

h. Establishes appropriate means for employees to discuss matters of concern with their 
immediate supervisor or department head. (see Policy 902 Dispute Resolution 
Procedure).

2. The City of Anacortes, as part of its commitment to providing the public with excellent 
products and services and to creating a productive work environment, expects all 
employees to:
a. Deal with the public and vendors in a professional manner;
b. Represent the City of Anacortes in a positive and ethical manner;
c. Perform assigned tasks in an efficient manner;
d. Be punctual (see Policy 701 Attendance and Punctuality);
e. Demonstrate a considerate, friendly, and constructive attitude toward fellow employees; 

and
f. Follow the policies adopted by the City of Anacortes.

3. The City of Anacortes retains the discretion to exercise all managerial functions, consistent 
with the provisions of any governing collective bargaining agreement, employment contract, 
or Civil Service Rules to:
a. Dismiss, assign, supervise, and discipline employees;
b. Determine and change starting times, quitting times, and shifts;
c. Transfer employees within departments or into other departments and other 

classifications;
d. Determine and change the size and qualifications of the workforce;
e. Determine and change methods by which its operations are to be carried out including 

contracting out services;
f. Determine and change the nature, location, goods produced, services rendered, 

quantity, and continued operation of the municipality; and
g. Assign duties to employees in accordance with the City of Anacortes’ needs and 

requirements and to carry out all ordinary administrative and management functions.
4. Diversity, Equity, & Inclusion: The City of Anacortes is committed to fostering, cultivating,

Page 85 of 320



10

and preserving a culture of diversity, equity, and inclusion that reflects our community and 
values.
a. We embrace and encourage our employees’ differences in age, color, disability, 

ethnicity, family or marital status, gender identity or expression, language, national 
origin, physical and mental ability, political affiliation, race, religion, sexual orientation, 
socio-economic status, veteran status, and other characteristics that make our 
employees unique.

b. We recognize that those unique qualities bring value to the organization.
c. To that end, expectations of both the employer and employees include:

i. Respectful collaboration amongst all employees.
ii. Workplace participation that allows representation of all groups and perspectives.
iii. Consistent attention and updates to policies and practices that obstruct the 

promotion of diversity, equity, and inclusion.
iv. Contributions to the community that promote a greater understanding and respect 

for diversity.
d. Employees who believe they have been discriminated against or have been treated in a 

manner inconsistent with this policy are encouraged to reach out to Human Resources.
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Policy 104 Ethics

The City of Anacortes conducts its business fairly, impartially, in an ethical and proper manner, 
and in compliance with all laws and regulations.

1. The City of Anacortes is committed to conducting its business with integrity underlying all 
relationships, including those with citizens, customers, suppliers, and communities, and 
among employees. The highest standards of ethical business conduct are required of City of 
Anacortes employees in the performance of their responsibilities. Employees will not engage 
in conduct or activity that may raise questions as to the City’s honesty, impartiality, or 
reputation, or otherwise cause embarrassment to the City. Employees will avoid any action, 
whether specifically prohibited in the personnel policies, which might result in or reasonably 
be expected to create an appearance of:
a. Using public office or public position for private gain;
b. Giving preferential treatment to any person or entity;
c. Losing impartiality; or
d. Adversely affecting the confidence of the public in the integrity of the City of Anacortes.

2. Every employee has the responsibility to ask questions, seek guidance, report suspected 
violations, and express concerns regarding compliance with this policy. The City of 
Anacortes will maintain a program to communicate to employees its commitment to integrity 
and uncompromising values. The program will inform employees of City policies and 
procedures regarding ethical business conduct and assist them in resolving questions and in 
reporting suspected violations. Retaliation against employees who use City reporting 
mechanisms to raise concerns in good faith will not be tolerated.

3. Human Resources is responsible for providing policy guidance and issuing procedures to 
assist employees in complying with the City of Anacortes’ expectations of ethical business 
conduct and uncompromising values. This policy constitutes the standards of ethical 
business conduct required of all employees. Managers are responsible for supporting their 
implementation and monitoring compliance.
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 Employment

Policy 201 Equal Employment Opportunity

The City of Anacortes is an equal opportunity employer. The City of Anacortes does not 
discriminate in employment decisions or policies in violation of law on the basis of protected 
class. This policy applies to all terms and conditions of employment, including hiring, placement, 
promotion, termination, reduction in force, recall, transfer, leaves of absence, compensation, 
and training.

1. Reasonable Accommodation of Disabilities
a. The City of Anacortes complies fully with its duty to provide reasonable accommodation 

to allow an employee with physical or mental disabilities to perform the essential 
functions of the employee’s job. Employees who have a disability that limits their ability 
to perform their job should contact Human Resources to inform the City of their disability 
and request for accommodation.

b. In order to provide a reasonable accommodation, the City of Anacortes may seek to 
communicate with the employee’s medical provider to gain a better understanding of any 
limitations they possess, and given those limitations, the means by which an 
accommodation would allow the employee to perform the essential functions of a 
position. Employees may be asked to submit to a medical examination by an 
independent medical provider to confirm their medical condition and resulting limitations. 
After returning from disability-related leave, the City of Anacortes may request that an 
employee undergo a fitness for duty examination to ensure that they are capable of 
performing the essential functions of the job.

c. If an employee qualifies, the City of Anacortes will work with the employee and their 
medical providers to provide the employee with reasonable accommodation so that the 
employee can continue to perform the job. This may include making changes to the 
employee’s work schedule, changing some of the job duties or transferring the employee 
to another position that the employee is able to perform.

2. Reasonable Accommodation of Religious Beliefs:
a. The City of Anacortes complies fully with its duty to provide a reasonable 

accommodation of any employee’s sincerely held religious beliefs, unless the City of 
Anacortes believes such an accommodation would create an undue hardship or is 
contrary to the City’s commitment to equal opportunity. For example, if an employee 
requires a certain work schedule or a particular day off for religious observance, or to 
dress or attire oneself in a way that varies from any dress code adopted by the City, the 
employee must contact Human Resources to request accommodation.

3. Reasonable Accommodation of Pregnancy:
a. An employee who needs accommodation due to pregnancy may be afforded the 

following accommodations with or without medical certification: frequent, longer, or 
flexible restroom breaks; seating or allowing the employee to sit more frequently; and 
limiting lifting to 17 pounds or less. In addition, the City will provide reasonable 
accommodation to an employee’s known limitations relating to pregnancy, childbirth or 
related medical conditions unless the accommodation would cause undue hardship. a 
pregnant employee may be entitled to other workplace accommodation(s), as long as 
there is no significant difficulty or expense Accommodations may be and subject to 
written certification from a health care professional regarding the need for the requested 
accommodation.
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Policy 202 Productive Work Environment (Complaints of Unlawful Discrimination, 
Harassment, or Retaliation)

The City of Anacortes promotes a productive work environment and does not tolerate unlawful 
discrimination, harassment, or retaliation.

1. The City of Anacortes is committed to providing a workplace that is free from unlawful 
discrimination. Unlawful discrimination occurs when an employee is disciplined, terminated, 
demoted, or suffers some other adverse consequence in their employment on the basis of 
protected class (referred to in this policy as “protected classes” or “protected class status”).

2. The City of Anacortes is committed to providing a work environment which is free from 
unlawful harassment. The City expressly prohibits any form of unlawful harassment by or 
against its employees on the basis of any protected class status.

3. Sexual harassment is conduct that is directed at an employee because of their sex, is 
unwelcome, and is offensive. Each supervisor and manager have a responsibility to keep 
the workplace free of any form of harassment, and in particular, sexual harassment. No 
supervisor or manager is to threaten or insinuate, either explicitly or implicitly, that an 
employee’s refusal or willingness to submit to sexual advances will affect the employee’s 
terms or conditions of employment. Romantic or sexual relationships between co-workers 
where one individual has influence or control over the other’s conditions of employment can 
create a range of potential issues, including actual or perceived favoritism, bias, conflicts of 
interest and even harassment. As a result, supervisors and employees are required to 
disclose such a relationship to Human Resources so that the City may evaluate the need for 
changes in reporting relationships or other modifications to avoid actual or potential 
problems.

4. Other sexually harassing or offensive and discriminatory conduct in the workplace, whether 
committed by supervisors, managers, non-supervisory employees, or non-employees, is 
also prohibited. Prohibited conduct includes, but is not limited to:
a. Unwanted physical contact or conduct of any kind, including sexual flirtations, touching, 

advances, or propositions;
b. Verbal harassment of a sexual nature, such as lewd comments, sexual jokes or 

references, and offensive personal references;
c. Demeaning, insulting, intimidating, or sexually suggestive comments about an individual;
d. The display in the workplace of demeaning, insulting, intimidating, or sexually suggestive 

objects, pictures, or photographs;
e. Demeaning, insulting, intimidating, or sexually suggestive written, recorded, or 

electronically transmitted messages.
Any of the above conduct, or other offensive conduct directed at individuals on the basis of 
protected class status is strictly prohibited.

5. The City of Anacortes is committed to providing a workplace that is free from unlawful 
retaliation. The City of Anacortes prohibits any form of retaliation against any employee for 
good faith actions in filing a complaint under the City’s discrimination and harassment 
policies, and for participating in the investigation of any complaint of discrimination or 
harassment. Improper retaliation may include, but is not limited to, discipline, termination, 
transfers, assignment of unfavorable duties, or treating the employee who made the 
complaint in a hostile manner when such action or behavior is motivated in substantial part 
by the employee’s participation in protected activity. Employees who bring complaints may 
be subject to discipline if the investigation reveals that the complaint was made in bad faith.

6. Complaint Process. An employee who feels harassed should immediately tell the offending 
individual how they feel and ask them to stop. If that does not work or if the employee is 
uncomfortable confronting the offending individual, the employee should report the incident
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promptly. A complaint can be made verbally or in writing to Human Resources. In the 
alternative, as the employee may wish, the complaint may be brought to the attention of the 
Mayor. If an employee brings the complaint to the attention of another manager, the 
manager is obligated to report the complaint to Human Resources and/or the Mayor within 
one day.
A harassment complaint generally will be handled as follows:
a. Every complaint is to be reported promptly, whether by the complainant or by the person 

receiving the complaint. If reported verbally, the person taking the complaint should 
produce a written statement for the complainant to review and sign.

b. The complaint will be investigated as soon as reasonably practicable. Choice of 
investigator, level of formality, and the procedures used in the investigation may vary, 
depending upon the nature of the allegations and full circumstances of the situation, 
including the context in which the alleged incidents occurred.

c. Confidentiality will be maintained throughout the investigatory process to the extent 
practical and consistent with the need to undertake a full investigation.

d. There shall be no retaliation by the City, its officers, managers, or other employees 
toward any employee bringing a complaint in good faith or cooperating with the 
investigation of a harassment complaint. Any person who feels they have been retaliated 
against, should immediately report their concern to Human Resources. The City strictly 
prohibits retaliation under this policy, and any sustained allegations of retaliation will lead 
to discipline, up to and including termination.

e. Where the investigation confirms the allegation of unlawful harassment or retaliation, the 
City will take prompt corrective action, and, where appropriate, discipline the offending 
individual. Discipline may include verbal and written reprimands, professional 
counseling, reassignment, demotion, or other appropriate action, up to and including 
termination. The affected individuals will be informed of the outcome of the investigation.

7. All officers and managers are assigned responsibility for implementing this policy, ensuring 
compliance with and knowledge of its terms, and for taking immediate and appropriate 
corrective action if they witness inappropriate behavior or receive a complaint. Managers 
must open and maintain channels of communication to permit employees to raise concerns 
of sexual or other workplace harassment without fear of retaliation, stop any observed 
harassment, and treat harassment matters with sensitivity, confidentiality, and objectivity. A 
manager’s failure to carry out these responsibilities may result in disciplinary action up to 
and including termination.
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Policy 203 Workplace Violence

The City of Anacortes is committed to providing a safe workplace for its employees, guests, 
contractors, vendors, and the public. Therefore, in an effort to help prevent or reduce the 
possibility of violence here in our workplace, the City of Anacortes has implemented this policy 
on workplace violence for our employees.

1. Workplace Violence Prohibition. The City of Anacortes strictly prohibits threatened or actual 
workplace violence. This includes, but is not limited to, any of the following conduct 
associated in or around the workplace, or otherwise related to employment:
a. Threatening injury or damage against a person or property
b. Fighting or threatening to fight with another person
c. Threatening to use a weapon on City of Anacortes premises (unless such threat is a 

lawful use of force by an employee required to carry a firearm or weapon as a condition 
of employment)

d. Abusing or injuring another person
e. Abusing or damaging property
f. Using obscene or abusive language or gestures in a threatening manner
g. Raising voices in a threatening manner
h. Because of the potential for misunderstanding, joking about any of the above 

misconduct is also prohibited.
2. “City of Anacortes Premises" Definition: The term “premises" means all areas within the 

ownership and/or control of the City of Anacortes, including, but not limited to, buildings, 
offices, work areas, lounges, parking lots, desks, cabinets, lockers, storage areas, and any 
other property on which employees may work. The City of Anacortes reserves the right to 
search all facility premises when the facility management determines that such a search is a 
reasonable and necessary precaution for workplace safety.

3. Reporting Violent Conduct. Any workplace violence incidents or incidents indicating a 
potential for violence are to be reported by an employee to the Human Resources Director 
as soon as possible. Incident reports are to be completed, as appropriate. If the City of 
Anacortes determines that an employee has violated this policy, the employee will be 
subject to immediate discipline up to and including termination. Human Resources and 
department head shall handle concerns with members of the public or other parties as it 
determines under its policies and procedures.

4. Imminent Danger/Violence Incident Procedure. Any employee who believes that a situation 
with an aggressive employee, resident, guest, contractor, vendor, or other party (e.g., any 
person who uses obscene or abusive language or gestures, makes threats or acts in a 
violent or threatening manner) may immediately become violent putting the employee or 
others in imminent danger, the employee should promptly leave the work area and 
immediately call 911 to request officer contact. No disciplinary action shall be taken against 
any employee who leaves a work area when the employee has a reasonable belief that an 
emerging situation with an aggressive person is likely to turn violent at that time. The 
employee should coordinate the timing and circumstances of possible return by the 
employee to the area with police and their immediate manager.

5. Security Precautions. All City of Anacortes security policies and rules much be adhered to at 
all times. To prevent inappropriate outsider access, facility solicitation and access rules must 
be strictly followed. It is especially important that building security rules and procedures are 
specifically enforced at all times (e.g., doors locked after hours). Failure to comply with these 
requirements may lead to disciplinary action, up to and including involuntary termination. 
The following expectations also apply to all employees:
a. Being familiar with all safety and health procedures relevant to the operations under their
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supervision;
b. Inspecting their work areas periodically;
c. Identifying conditions that are recognized as being unsafe; and
d. Reporting accidents and injuries to the immediate manager, department head and 

Human Resources immediately and ensuring that any injured employee is referred to 
appropriate medical care (see Policy 205 Medical Examinations).
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Policy 204 Hiring

The City of Anacortes is an equal opportunity employer and hires individuals solely based on 
their qualifications and ability to do the job to be filled.

1. The City of Anacortes will normally try to fill job openings above entry level positions by 
promoting from within if qualified internal applicants are available (see Policies 207 Transfer 
and 208 Promotion). In addition, the City of Anacortes will normally give consideration to any 
known qualified individuals who are on layoff status before recruiting applicants from outside 
the organization (see Policy 212 Layoff and Recall).

2. The City of Anacortes will consider a member of an employee’s immediate family for 
employment if the applicant possesses all the qualifications for employment. An immediate 
family member may not be hired, however, if the employment would:
a. Create either a direct or indirect supervisor/subordinate relationship with a family 

member; or
b. Create an actual conflict of interest or the appearance of a conflict of interest.

3. These criteria will also be considered when assigning, transferring, or promoting an 
employee. For purposes of this policy, “immediate family” includes: the employee’s spouse, 
domestic partner, brother, sister, mother, father, stepmother, stepfather, children, 
stepchildren, father-in-law, mother-in-law, sister-in-law, brother-in-law, daughter-in-law, son- 
in-law, and any other member of the employee’s household.

4. Former employees who left the City of Anacortes in good standing may be considered for 
re-employment. Former employees who resigned without advance notice or who were
dismissed for disciplinary reasons may not be considered for re-employment (see Policy 213 
Termination of Employment).

5. A former employee who is re-employed will be considered a new employee from the date of 
re-employment unless the break in service is less than 6 months, in which case the 
employee will retain accumulated seniority. Length of service for the purposes of benefits is 
governed by the terms of each benefit plan (see Policy 501 Health and Welfare Benefits 
DisclosureEligibility).

6. Employees who retire may be eligible, in certain circumstances, to be considered for rehire 
(see Policy 214 Retirement).
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Policy 205 Medical Examinations

The City of Anacortes may require applicants to whom a conditional offer of employment has 
been extended, and current employees, to undergo medical tests, procedures, or examinations 
whenever management determines that these are necessary for the safe or efficient operation 
of the organization and are job-related and consistent with business necessity.
1. Successful applicants for employment may be required as a condition of employment to 

submit to a medical examination to establish their fitness to perform the jobs for which they 
have applied without endangering the health and safety of themselves or others. If 
management determines that an examination is appropriate to a particular position, all 
applicants for the job to whom a conditional offer of employment has been made shall be 
examined.

2. Employees may be required to have a medical examination on other occasions when the 
examination is job-related and consistent with business necessity. For example, a medical 
examination may be required when an employee is exposed to toxic or unhealthful 
conditions, requests an accommodation for a particular disability, returns from a leave due 
to a medical condition, or has a questionable ability to perform essential job functions due to 
a medical condition.

3. Employees are encouraged, but not required unless it is determined to be a condition of 
employment, to have physical examinations periodically during their employment. 
Employees are encouraged, but not required, to participate in wellness programs.

4. Medical examinations required by the City of Anacortes will be paid for by the City and will 
be performed by a physician or licensed medical facility designated or approved by it. 
Medical examinations paid for by the City of Anacortes are the property of the City of 
Anacortes, and the examination records will be treated as confidential and kept in separate 
medical files. However, records of specific examinations, if required by law or regulation, will 
be made available to the employee, persons designated and authorized by the employee, 
public agencies, relevant insurance companies, or the employee’s doctor.

5. Employees who need to use prescription or nonprescription legal drugs while at work must 
report this requirement to their supervisor if the use might impair their ability to perform their 
job safely and effectively. Depending on the circumstances, employees may be reassigned, 
prohibited from performing certain tasks, or prohibited from working if they are determined to 
be unable to perform their jobs safely and properly while taking prescription or 
nonprescription legal drugs (see Policy 808 Drugs, Narcotics, & Alcohol).

6. The City reserves the right, to the extent permitted by law, to require acceptable 
confirmation of the nature and extent of any illness or injury that requires an employee to be 
absent from scheduled work. The City also may require a second and, if appropriate, third 
medical opinion regarding an employee’s absence because of illness or injury. The City will 
pay for any additional opinions it requires.

7. Employees returning from a disability leave or an absence caused by health problems may 
be required to provide a doctor’s certification of their ability to perform their regular work 
satisfactorily without endangering themselves or their fellow employees.

8. Employees who become ill on the job or suffer any work-connected injury, no matter how 
minor, must report immediately to their supervisors. The supervisor will arrange referral for 
examination, treatment, and recording of the incident as necessary. Time an employee 
spends waiting for and receiving this medical attention will be considered hours worked for 
pay purposes.

9. The City also may require job applicants and current employees to take a test to determine 
the presence of drugs, narcotics, or alcohol, unless prohibited by law. For policies and 
procedures on this type of testing see Policy 808 Drugs, Narcotics, & Alcohol.
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Policy 206 Probationary Period

The City of Anacortes carefully monitors and evaluates all new employees and all present 
employees transferred or promoted to a new job during an initial probationary period. After 
satisfactory completion of the probationary period, those employees will be evaluated as 
provided for in the Performance Review policy (see Policy 302 Performance Reviews).
1. Normally, the probationary period should last twelve months or as designated in the 

appropriate collective bargaining agreements and/or Civil Service Rules. Supervisors should 
carefully observe the performance of each employee in a new job position. Where 
appropriate, weaknesses in performance, behavior, or development should be brought to 
the employee’s attention for correction.

2. Supervisors should prepare a written evaluation of the employee’s job performance before 
the end of the probationary period in the new job (see Policy 302 Performance Reviews). 
The evaluation should include a recommendation as to whether the employee should 
continue in the position. Copies of the evaluation should be forwarded to the department 
head and Human Resources for inclusion in the employee’s personnel file (see Policy 901 
Personnel Records).

3. Employees generally will be allowed to continue in their new positions if they are given both 
a satisfactory evaluation by the end of their probationary period and their supervisor’s 
endorsement to continue in the job. Employees who do not receive a satisfactory evaluation 
and endorsement may be given additional time in 30-day increments to demonstrate their 
ability to do the job, if the supervisor feels additional time is warranted in order to achieve 
acceptable job performance; during any such extension, the employee will remain in 
probationary status. Supervisors may recommend the termination of a probationary 
employee at any time. Probationary employees are at-will employees and may be 
terminated at any time, with or without cause. A recommendation for termination should be 
submitted in writing to Human Resources for review and should include an evaluation and a 
list of actions taken to assist the employee (see Policy 213 Termination of Employment). 
Action to terminate should have the prior approval of Human Resources.

4. At the discretion of management, transferred or promoted employees who are unable to 
perform satisfactorily in their new jobs may be returned to their original jobs, if a vacancy 
exists, or may be terminated (see Policies 207 Transfer and 208 Promotion).
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Policy 207 Transfer

The City of Anacortes may at its discretion initiate or approve employee job transfers from one 
job to another or from one location to another.

1. The City of Anacortes may require employees to make either a temporary or long-term job 
transfer in order to accommodate the City’s business needs. The City of Anacortes will try to 
limit the number and duration of temporary transfers that it requests from individual 
employees in a twelve-month period.

2. Employees may request a voluntary job transfer. To be eligible for a voluntary transfer, 
employees normally must meet the requirements of the new position, have held their current 
position for at least 12 months, have a satisfactory performance record, and have no 
disciplinary actions during the same period.

3. Job openings for which management solicits candidates from within the City of Anacortes 
are sent electronically to all staff through City-provided email. However, as it considers 
appropriate, management will fill job openings or make transfers without posting notices.

4. Internal Job Openings: Eligible employees who request a transfer generally will be 
considered in the following order, unless specified in a collective bargaining agreement:
a. Employees in the same department as the job opening;
b. Employees who are being considered for layoff because of a reduction in force or 

because of the elimination of their job (see Layoff and Recall, Policy 212); and
c. All other employees.

5. Application Process for Internal Job Openings: Requests for transfer normally should be 
handled as follows:
a. The employee should submit an internal job application form to Human Resources. 

Requests based on posted job openings must comply with the procedures described in 
Policy 208 Promotion, and should be initiated prior to the cut-off date specified in the 
posting. It is recommended that employees inform their immediate supervisor of their 
intent to apply for another position.

b. Human Resources and the hiring manager should determine if the requested job or a 
suitable job opening exists and whether the employee is eligible.

c. If the employee is eligible for a job opening, the hiring manager should arrange an 
interview with the candidate. The candidate will be allowed time off with pay for job 
interviews related to the transfer.

d. The department head with the job opening will make the final transfer decision, subject 
to prior approval of Human Resources and Mayor (see Policy 208 Promotion).

6. Transferred employees will be subject in their new positions to a six-month trial period. 
Regular step increases on January 1 will be maintained. Transferred employees may be 
required to have a medical examination if the examination is job-related and consistent with 
business necessity (see Policy 205 Medical Examinations).

7. Transferred employees will retain their existing City seniority.
8. Pay for transferred employees generally will be handled as follows:

a. Employees transferred to a job within the same salary range will continue to receive their 
existing rate of pay;

b. Employees transferred to a job in a higher salary range will be paid at a rate within the 
higher range to be determined at the time of transfer;

c. Employees transferred, for management’s convenience, to a job in a lower salary range 
will usually be paid at their former rate. At management’s discretion, however, 
employees may be paid at the rate of the new job; and

d. Employees who are transferred for disciplinary reasons, lack of work, budgetary 
reasons, municipal reorganization, or at their own request to a job in a lower salary
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range will be paid at the lower rate beginning with the start of the new job.
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Policy 208 Promotion

The City of Anacortes may offer employees promotions to higher-level positions when 
appropriate. Management prefers to promote from within and may first consider current 
employees with the necessary qualifications and skills to fill vacancies above the entry level, 
unless outside recruitment is considered to be in the City of Anacortes’s best interest.

1. All employees are encouraged to seek advancement opportunities and to obtain promotion 
and career guidance from their supervisor, department head, and Human Resources.

2. Employee eligibility for promotion will be determined by the requirements of the new job. In 
addition, to be considered, employees must have held their current position for at least 
twelve months, have a satisfactory performance record, and have no disciplinary actions 
during the same period. Management retains the discretion to make exceptions to the 
policy.

3. Job openings and promotions for which management solicits candidates from within the City 
of Anacortes normally will be distributed via email to all city staff. However, as it considers 
appropriate, management may fill job openings or make promotions without posting notices. 
When job openings or promotion opportunities are posted:
a. Interested employees must complete an internal application form and cover letter and 

forward it to Human Resources prior to the cut-off date specified in the posting;
b. Human Resources may, at its discretion, solicit outside candidates during or after the 

posting period.
4. Employees who are candidates for job openings and promotions will be considered for the 

position (see Policy 207 Transfer).
5. Employee candidates for promotion will normally be screened and selected based on 

attendance and work records, performance reviews, and job-related qualifications including, 
in some instances, aptitude or achievement tests. Seniority will be considered if required by 
a labor contract. In addition, employees seeking promotion may be required to have a 
medical examination if the examination is job-related and consistent with business necessity 
(see Policy 205 Medical Examinations).

6. Promoted employees will be subject to six-month trial period as outlined in the Transfer 
policy (See Policy 207(6) Transfer).
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Policy 209 Hours of Work

The City of Anacortes establishes the time and duration of working hours as required by 
workload and workflow, customer service needs, the efficient management of employees, and 
any applicable law or bargaining agreement.

1. The normal workweek is Sunday through Saturday, beginning and ending at midnight on 
Saturday, and consisting of forty hours. The normal workday will consist of eight hours of 
work with an unpaid meal period. Different work schedules, such as in the case of police, 
fire, water, and wastewater employees, may be established by the City to meet job 
assignments and provide necessary City services. Rest breaks are considered time worked.

2. Each employee’s scheduled work hours will be determined by their department head. The 
department head, or the department head’s designee, will inform employees of their daily 
schedule of hours of work, including meal periods and rest breaks, and of any changes that 
are considered necessary or desirable by the City of Anacortes (see Policies 703 Rest 
Breaks and 704 Meal Breaks).

3. Department heads may schedule overtime or extra shifts. Supervisors will assign overtime 
to nonexempt employees (those employees who are subject to the minimum wage and 
overtime provisions of the Fair Labor Standards Act) as needed. Employees are not 
permitted to work overtime without the prior approval of their supervisor or department head. 
For the purposes of overtime compensation, only hours worked in excess of forty during a 
workweek will be counted.

4. Employee attendance at lectures, meetings, and training programs will be considered hours 
of work, and therefore will be compensated time, if management requires and authorizes 
attendance.

5. Nonexempt employees normally will be granted a minimum of two hours of “reporting pay” 
and “call-back pay.” Reporting pay will be granted when an employee reports for work and 
no work is available. However, reporting pay will not be granted if the lack of work is the 
result of conditions beyond the City of Anacortes’s control or if employees refuse to accept 
other work that they are qualified to perform. When work is not available, the City of 
Anacortes will make a reasonable effort before starting time to notify employees not to 
report to work. Callback pay will be granted when employees are asked to come to work 
outside of their normal working hours.

6. Department heads, at their discretion, may allow nonexempt employees to make-up lost 
time during a given workweek. However, make-up will not be allowed if the lost time is the 
result of conditions the employee could control, if there is no work the employee is qualified 
to do, or if adequate supervision is not available.

7. Nonexempt Timesheets: All nonexempt employees are required to complete an individual 
time record showing the daily hours worked. Time records cover half of one month (1-15th 
and 16th-end of month) and must be completed by dates determined by the Finance 
Department. The following points should be considered in filling out time records:
a. Employees should record their total hours worked for each workday;
b. Employees are not permitted to sign in or begin work before their normal starting time or 

to sign out or stop work after their normal quitting time without the prior approval of their 
supervisor;

c. Employees are required to take scheduled lunch or meal breaks;
d. Employee time records should be reviewed and approved by the supervisor. Special 

attention should be given to unworked time for which an employee is entitled to be paid 
(paid absences, paid holidays, or paid vacation time) and authorized overtime;

e. Unapproved absences should not be considered as hours worked for pay purposes. 
(see Policies 701 Attendance and Punctuality and 702 Absences). Supervisors should
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inform employees if they will not be paid for certain hours of absence and;
f. Timesheet estimation is permitted following established guidelines; however, falsifying 

any time record is prohibited and may be grounds for disciplinary action, up to and 
including termination (see Policies 801 Behavior of Employees and 807 Disciplinary 
Procedure).

8. Compensatory Time Off: Nonexempt employees can earn overtime for hours worked 
beyond the normal workweek. Nonexempt employees (those not exempt from the provisions 
of the Fair Labor Standards Act) will be paid overtime compensation, either in cash or 
compensatory time off, at the rate of one and one-half times (1.5x) their regular hourly rate 
for work in excess of forty hours during their normal workweek. If an employee elects to 
accrue compensatory time off in lieu of overtime pay, one and one half-hours (1.5) of 
compensatory time-off is earned for one hour of work beyond the normal workweek.
a. Maximum accruals of compensatory time shall be limited to two hundred-forty (240) 

hours or per bargaining agreement. After maximum accrual, overtime compensation will 
be paid to nonexempt employees.

b. Employees may use compensatory time after making a request to their department 
head, unless doing so would unduly disrupt City operations. Compensatory time should 
be used for short-term absences from work during times mutually agreed to by the 
employee and the department head.

c. Upon termination of any type, including retirement, employees receive compensation for 
their accrued compensatory time balance.

9. Exempt Timesheets and Exchange Time Off: Personnel employed in executive, 
administrative, professional, or certain computer-related capacities generally are exempt 
from the provisions of the Fair Labor Standards Act.
a. Exempt employees are not required to complete hourly time records but must account 

for daily attendance and attendance exceptions.
b. Exempt employees do not receive overtime compensation. Exempt employees are 

eligible to receive exchange time off on a one-for-one basis for work in excess of forty 
hours during their normal workweek.

c. Maximum accruals of exchange time shall be limited to two hundred and forty (240) 
hours. Exempt employees will not continue to accrue exchange time after reaching the 
maximum.

d. Upon voluntary or involuntary termination of any kind, accrued exchange time hours are 
not eligible for payout.

10. For policies and procedures regarding pay practices, see Policies 300-305 Pay Practices.
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Policy 210 Outside Employment

The City of Anacortes allows its employees to engage in outside work or hold other jobs, subject 
to certain restrictions as outlined below.

1. Employees are required to disclose outside work or other jobs to their department heads 
and obtain pre-approval to perform outside work or hold another job.

2. The City of Anacortes requires that employees’ activities and conduct away from the job 
must not compete, conflict with, or compromise its interests, or adversely affect job 
performance and the ability to fulfill all responsibilities to the City of Anacortes (see Policy 
805 Conflicts of Interest). This requirement, for example, prohibits employees from 
performing any services for customers on non-working time that are normally performed by 
City of Anacortes personnel. This prohibition also extends to the unauthorized use of any 
City of Anacortes resources, including its communication systems, and the unauthorized use 
or application of any confidential information. In addition, employees are not to solicit or 
conduct any outside business during paid working time.

3. Employees are cautioned to carefully consider the demands that additional work activity will 
create before accepting outside employment. Outside employment will not be considered an 
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel, or 
refusal to work overtime or different hours. If outside work activity causes or contributes to 
job-related problems, it must be discontinued. If necessary, normal disciplinary procedures 
will be followed to deal with the specific problems (see Policy 807 Disciplinary Procedure).

4. In evaluating whether to grant approval for outside work, department heads and Human 
Resources will consider whether the proposed employment:
a. May reduce the employee’s efficiency in working for the City of Anacortes;
b. Involves working for an organization that does a significant amount of business with the 

City of Anacortes, such as major contractors, suppliers, and customers; or
c. May adversely affect the City of Anacortes’s image.

5. If employees outside employment job duties are similar or related to their City of Anacortes 
service, or if they cause the employee to deal with people or entities whom the employee 
deals with for the City of Anacortes duties, the employee must be prepared to explain why 
no potential conflict exists between the outside employment and the official duties of the City 
of Anacortes.

6. Employees who have accepted outside employment may not use paid sick leave to work on 
the outside job. Fraudulent use of sick leave will result in disciplinary action up to and 
including termination (see Policy 807 Disciplinary Procedure).
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Policy 211 Employee Classifications

The City of Anacortes classifies employees as full-time, part-time, or temporary and as exempt 
or nonexempt for the purposes of compensation administration. In addition, the City of 
Anacortes may supplement the regular workforce, as needed, with other forms of flexible 
staffing.

1. Human Resources is responsible for classifying employees. Employees generally may be 
categorized as follows:
a. A full-time employee is an individual who works a normal forty-hour workweek and is 

hired for an indefinite period (see Policy 209 Hours of Work). A full-time employee may 
be classified as either exempt or nonexempt.

b. A part-time employee is an individual who works less than a normal workweek and is 
hired for an indefinite period. A part-time employee may be classified as either exempt or 
nonexempt. Note that a modified definition of part-time employee is used under Policy 
501 Health and Welfare Benefits EligibilityDisclosure, to align the City’s health insurance 
coverage with the Affordable Care Act.

c. A temporary employee generally is an individual who is hired either part-time or full- 
time for a specified, limited period. A temporary employee may be classified as either 
exempt or nonexempt. A temporary employee who works more than one thousand, forty 
regular hours (1,040) in a work year may be required to join the applicable bargaining 
unit.

d. A nonexempt employee generally is subject to the minimum wage and overtime 
provisions of the Fair Labor Standards Act (“FLSA”) and is typically paid either on an 
hourly or salary basis.

e. An exempt employee is exempt from the provisions of the FLSA and is not entitled to 
overtime payments. Exempt employees typically are paid on a salary basis and include 
administrative, executive, professional employees, outside sales representatives, and 
certain highly skilled computer professionals (see Policy 209 Hours of Work).

Other flexible staffing classifications or arrangements may be added as needed.
2. For information regarding eligibility for paid absences, vacations, and holidays see Policy 

702 Absences, Policy 502 Vacations, Policy 503a Holidays, and Policy 503b Unpaid 
Holidays for Reasons of Faith or Conscience. An employee whose status changes from full- 
time to part-time may use any days of paid absence or vacation earned as a full-time 
employee. An employee whose status changes from temporary or part-time to full-time will 
be considered hired on the date of the change of status for purposes of eligibility for paid 
absences and vacation. Information concerning eligibility for other City of Anacortes 
benefits, such as the pension plan, is available from Human Resources.
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Policy 212 Layoff And Recall

If the City of Anacortes must reduce employment because of adverse economic or other 
conditions, layoffs and recall from layoffs generally will be conducted in a manner that is 
consistent with City of Anacortes requirements and in accordance with the procedures 
described below.

1. In the event that a layoff is expected, the City of Anacortes will attempt to communicate 
information about an impending layoff as soon as possible, subject to operational needs and 
considerations.

2. Layoffs that are expected to be temporary generally will be handled according to the 
provisions of this policy. Selections for layoffs that are known to be permanent will be made 
according to this policy and then handled according to policies outlined in Policy 213 
Termination of Employment and Policy 303 Severance Pay.

3. Evaluation of layoff criteria shall be within the sole discretion of the City. Employees will be 
selected for layoff, based on the following criteria:
a. Promotion potential and transferability of skills to other positions within the City;
b. Demonstrated current and past performance;
c. The needs of the City of Anacortes; and
d. Length of service with the City of Anacortes.

4. An employee’s length of service is measured from the original date of employment with the 
City of Anacortes, as long as there has not been a break in service greater than 30 days. 
During a layoff, employees with breaks in service greater than 30 days, but less than one 
year per break, are credited only for their time actually worked, i.e., the break time does not 
get counted unless required by law. Employees with a break in service greater than one 
year receive credit for service only from their most recent date of hire with the City of 
Anacortes.

5. Employees selected for layoffs will be given as much notice as is required by law or as much 
as is reasonable under the circumstances.

6. Employees who are laid off will be maintained on a recall list for six months or until 
management determines the layoff is permanent, whichever occurs first. Removal from the 
recall list terminates all job rights the employee may have. While on the recall list, 
employees should report to Human Resources if they become unavailable for recall. 
Employees who do not keep a current home address on record with Human Resources will 
lose their recall rights.

7. Employees will be recalled according to the needs of the City of Anacortes, their 
classification, and their ability to perform the job. Notice of recall will be sent by registered 
mail, return receipt requested, to the current home address on record with Human 
Resources. Unless an employee responds to the recall notice within seven days following 
receipt of the notice, or its attempted delivery, the employee’s name will be removed from 
the recall list and the employee will no longer have any job rights with the City of Anacortes.

8. Credit for seniority will continue to accumulate during any layoff of 30 days or less. 
Employees laid off for more than 30 days and subsequently recalled within one year from 
the date of layoff will be credited with the years of service accumulated at the time of layoff.

9. If the layoff is expected to exceed 30 days, vacation pay equal to the number of unused 
vacation days accrued will be paid at the time of layoff. Employees who are laid off will not 
accrue vacation or sick leave during the layoff.
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Policy 213 Termination Of Employment

The City of Anacortes may terminate employment due to voluntary or involuntary reasons 
including an employee’s resignation, termination, or retirement, the expiration of an employment 
contract, or a permanent reduction in the workforce. Involuntary termination can be for any 
reason not prohibited by law. In the absence of a specific written agreement, employees are 
free to resign at any time and for any reason, and the City of Anacortes reserves the right to 
involuntarily terminate employment with cause. The exception to this is with “at will” employees, 
such as probationary employees and department heads (who have individual contracts with the 
City of Anacortes) who may be terminated at any time, with or without notice and with or without 
cause. At will employees, however, cannot be terminated for any reason that would violate anti- 
discrimination laws or public policy.

1. Employees are requested to give advance written notice of their intent to resign including 
the anticipated date of termination. Failure to give advance written notice may result in 
ineligibility for re-employment (see Policy 204 Hiring and Policy 502 Vacations). The 
following guidelines are suggested:
a. Department heads and managerial employees should give at least four weeks’ notice; 

and
b. All other employees should give at least two weeks’ notice.

2. Employees who are absent from work for three consecutive days without being excused or 
giving proper notice will be considered as having voluntarily terminate (see Policy 701 
Attendance and Punctuality).

3. Human Resources is responsible for notifying terminating employees who are covered by 
the City of Anacortes’s group health plan of their right to continue coverage under that plan. 
(For a special summary of the Consolidated Omnibus Budget Reconciliation Act “COBRA” 
continuation coverage requirements, see Addendum B).

4. Supervisors should send notices of resignation and recommendations for termination to 
Human Resources for review. This information should be accompanied by any needed 
supporting documents, such as performance reviews or disciplinary reports (see Policy 302 
Performance Reviews and Policy 807 Disciplinary Procedure).

5. Requests for employment references should be made in writing to Human Resources and 
should include an authorization by the employee for the release of the requested 
information. Generally, Human Resources will not release reference information without the 
employee’s authorization or will limit the information to verification of the employee’s 
position, job location, and dates of employment with the City of Anacortes. Employees may 
request that their supervisor provide a letter of recommendation. A copy of the letter of 
recommendation is to be placed in the employee’s personnel file. Supervisors are not 
authorized to provide references on behalf of the City without the approval and involvement 
of the Human Resources Director (see Policy 901 Personnel Records).
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Policy 214 Retirement

The City of Anacortes determines employees who are eligible for normal retirement per the 
guidelines described in the Washington State Department of Retirement Systems Handbook 
that is applicable to the employee’s job classification. Regular uniformed employees in the 
police and fire departments are covered by the Law Enforcement Officers’ and Firefighters’ 
Retirement System (LEOFF). Regular full-time and eligible part-time non-uniformed employees 
are covered under the Public Employees Retirement System (PERS). The State of Washington 
determines eligibility, benefit levels, and contribution rates.

1. Employees who choose to take normal retirement are requested to give Human Resources 
as much advance notice of their intent as possible, or at least 90 days. Employees who 
have given notice of either normal or early retirement may be called upon to assist in the 
training of their replacements.

2. Employees who qualify for retirement under this policy may be eligible to receive limited 
health and various other benefits in accordance with the provisions of the City of 
Anacortes’s employee benefit plans (see Policy 501 Health and Welfare Benefits 
EligibilityDisclosure). Retiring employees are eligible to receive pay for accrued but unused 
vacation (see Policy 502 Vacations). All employee benefit plans and programs are subject 
to amendment or termination, even after retirement, at the City of Anacortes’s and the 
Washington State Retirement System’s discretion.

3. The Washington State Department of Retirement Systems (DRS) administers the retirement 
benefits. DRS is the best resource for staff members with questions about retirement 
benefits. Information on DRS can be found here: http://www.drs.wa.gov/

4. Retiring employees may be eligible to reapply for employment, and those who are interested 
in future temporary or part-time employment with the City of Anacortes should make that 
interest known at their exit interview (see Policies 204 Hiring and 213 Termination of 
Employment). Hiring an applicant who is receiving Washington State retirement benefits 
must comply with State of Washington regulations. These include a prohibition of any written 
agreement for re-employment and an absence of at least one month prior to starting a new 
job with the City of Anacortes.
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 Pay Practices

Policy 301 Salary Administration

The City of Anacortes pays compensation that is nondiscriminatory and competitive. However, 
all compensation policy decisions must take into consideration the City of Anacortes’s overall 
financial condition and competitive position.

1. New employees generally will be hired at the starting rate assigned to their job grade. 
Supervisors may recommend higher or lower starting rates depending on an applicant’s 
experience or skill level or other competitive considerations. These recommendations will be 
reviewed and approved before implementation by the appropriate department head, Human 
Resources, and the Mayor.

2. Human Resources is responsible for coordinating with the Mayor the continuing review of 
compensation and for making sure that each job is evaluated and assigned a job grade and 
salary range. This review should determine whether compensation accurately and fairly 
reflects each position’s responsibilities and performance.
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Policy 302 Performance Reviews

The City of Anacortes will evaluate the job performance of each employee periodically.

1. Supervisors should complete performance reviews upon the following occasions (or per the 
applicable collective bargaining agreement):
a. At least once before the end of the first twelve months of employment (see Policy 206 

Probationary Period); evaluation conversations are encouraged once per quarter;
b. Then on an annual basis (based on anniversary date or before the end of each calendar 

year, depending on the department).
Between scheduled appraisals, supervisors should discuss with employees on an informal 
basis any performance issues that require attention and should keep records of any 
significant incidents. Supervisors may be authorized to retain information to aid in the 
development on an employees’ performance review. These notes are to be destroyed 
following the performance review.

2. In evaluating employees, supervisors should consider factors such as the experience and 
training of the employee, the job description, and the employee’s attainment of previously 
set objectives and goals. Other factors that normally should be considered include 
knowledge of the job, quantity and quality of work, promptness in completing assignments, 
cooperation, initiative, reliability, attendance, judgment, conduct, and acceptance of 
responsibility.

3. Supervisors should prepare a written performance review of each employee’s job 
performance. The review should include the supervisor’s comments and recommendations, 
an action plan for both the employee and supervisor, and performance goals for the next 
evaluation period.

4. Department heads and the Human Resources Director should review each supervisor’s 
written evaluation to help assure that the evaluation function has been properly completed in 
as uniform, fair, and objective a manner as possible.

5. The supervisor and employee should meet and discuss the evaluation, assess the 
employee’s strengths and weaknesses in a constructive manner, and set objectives and 
goals for the period ahead. The employee should be given the opportunity to examine the 
evaluation and make written comments about any aspect of it. The employee and supervisor 
should then sign and date the evaluation and forward it to Human Resources for review and 
inclusion in the employee’s personnel file (see Policy 901 Personnel Records, Policy 901). 
Employees may have a copy of their completed performance review for their records.

6. Information derived from the performance review may be considered when making decisions 
affecting training, pay, promotion, transfer, or continued employment.
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Policy 303 Severance Pay

The City of Anacortes allows that severance pay may be granted to terminated employees 
under certain limited circumstances. The City of Anacortes, however, retains the right to amend 
or terminate its severance policy at any time.

1. Severance pay is intended to provide extra economic help to certain terminated employees 
while they adjust to their job loss. Severance pay is not available for temporary employees.

2. Human Resources is responsible for administering this policy and will handle any employee 
claims or complaints.

3. Eligible employees will be required to sign a release agreement in order to receive 
severance pay.
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Policy 304 Pay Procedures

The City of Anacortes pays employees by check or direct deposit in a manner so that the 
amount, method, and timing of wage payments comply with any applicable laws or regulations.

1. Employees normally will be paid on the fifth (5th) day and the twentieth (20th) of the month. If 
the regular payday occurs on a Saturday, Sunday, or a holiday, employees will be paid on 
the last working day before the regular payday.

2. Employees may elect to receive payment by direct deposit by providing written authorization 
and filling out the necessary forms with Human Resources. Direct deposit will remain in 
effect until revoked in writing by the employee.

3. Employees on each payday will receive, in addition to their pay, a statement showing gross 
pay, deductions, health and welfare benefits (if applicable), and net pay. Local, state, 
federal, Social Security taxes, and retirement contributions shall deduct automatically. No 
other deductions will be made unless required or allowed by law, contract, or employee 
obligation. Employees may elect to have additional deductions taken from their pay only if 
they authorize the deductions in writing.

4. Employees who discover a mistake in their paycheck, lose their paycheck, or have it stolen 
should notify their supervisor immediately. In the case of a mistake made by the City the 
error will be remedied promptly. In the case of loss or theft, the Finance Department will 
attempt to stop payment on the check and reissue a new one to the employee. However, the 
employee is solely responsible for the monetary loss, and the City of Anacortes will not be 
responsible for the loss or theft of a check if it cannot stop payment on the check.

5. Employees who wish to authorize another person to pick up their paycheck must complete a 
“Payroll Warrant Pick Up Authorization Form.” A copy of the completed form must be 
provided to the employee’s manager and the Finance Department. Paychecks will not be 
distributed without authorization in place.

6. Employees are encouraged to discuss any questions or concerns regarding their rate of pay 
and other compensation issues, including any improper deductions from pay, with their 
immediate supervisor. If the employee and immediate supervisor are not able to resolve the 
question, the employee should contact the department head or Human Resources. The City 
will promptly investigate all reported complaints and, if appropriate, take corrective action. 
The City prohibits and will not tolerate retaliation against any employee because that 
employee filed a good faith complaint under this policy. Specifically, no one will be 
disciplined, intimidated, or otherwise retaliated against because that person exercised rights 
under this policy or applicable law.
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Policy 305 Interim Assignments

The City of Anacortes may authorize interim assignments during the absence of supervisory 
employees in specific situations.

1. Interim assignments provide valuable on-the-job training and allow continuation of a critical 
workload during an extended absence. Employees may be assigned the responsibilities as 
an “interim” or “acting” supervisor or department head during times of vacation, sick leave, 
or other absences that require more than 10 consecutive business days away from work. 
Interim assignments require pre-approval from the Mayor. Interim assignees will receive a 
wage premium of 9% beginning on the 11th consecutive day of the assignment. Interim 
assignments are limited to 90 business days. Extensions require approval by the Mayor. 
The interim assignee must be able to assume the majority of the duties of the higher 
classification. If an employee covered by a bargaining unit is assigned to a non-union interim 
assignment, this policy will govern conditions of the assignment unless in conflict with the 
applicable bargaining agreement. If an employee covered by a bargaining agreement is 
assigned to a position within the same bargaining unit, the bargaining agreement 
procedures take precedence.
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 Reimbursement of Employee Expenses

Policy 401 Travel

Business travel must be approved in advance and should be engaged in and reimbursed 
according to the guidelines described in the supplementary Travel Policy Manual. The Finance 
Department maintains the Travel Policy Manual. The City of Anacortes retains the right to 
amend or terminate the Travel Policy at any time.

1. Employees holding jobs that require extensive travel are expected to travel as a condition of 
employment. For all other jobs, travel is considered only an incidental function of the 
position but may be required.

2. Supervisors, department heads, and the Mayor must approve any employee travel in 
advance.

3. The City of Anacortes may issue guidelines specifying or restricting travel booking 
requirements. Under normal circumstances, employees should use the most appropriate 
form of transportation available, book the least expensive fares, and stay in and eat at 
moderately priced establishments.

4. Employees should provide their supervisor with a copy of their itinerary before leaving on 
business travel.

5. Employee expenses for approved travel will be paid or reimbursed when properly 
documented by the employee and approved by the supervisor, the Mayor, and the Finance 
Department. Examples of expenses normally paid or reimbursed include transportation, 
meals, lodging, and limited incidental expenses. The Travel Policy Manual describes the per 
diem method of allowable reimbursement. Employees who know or anticipate that they will 
have a special request for travel expense reimbursement should ask for approval from their 
supervisor before incurring the expense. Any travel expenses considered unreasonable 
under the circumstances will not be paid or reimbursed and are the employee’s personal 
responsibility. Employees will not be reimbursed for the travel (including lodging and meal) 
expenses of their spouses, domestic partner, or other non-employees who may accompany 
the employee.

6. Time spent by nonexempt employees in traveling away from home on City of Anacortes 
business will generally be considered hours worked for pay purposes (see Policy 209 Hours 
of Work).

7. Employees traveling on City of Anacortes business are representatives of the City of 
Anacortes and are expected to maintain a high level of professionalism and to follow all of 
the City of Anacortes’s policies and rules (see Policy 801 Behavior of Employees).
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Policy 402 Vehicle Usage

The City of Anacortes provides vehicles for business use, to allow employees to drive on City of 
Anacortes business, and to reimburse employees for business use of personal vehicles 
according to the guidelines below. For further clarification, refer to the Travel Policy Manual. The 
City of Anacortes retains the right to amend or terminate travel policy at any time. The term 
"vehicle" as used in these guidelines includes, but is not limited to, cars, trucks, backhoes, front- 
end loaders, graders, and any motorized watercraft.

1. Employees may not drive any vehicles for City of Anacortes business without prior approval 
of their supervisor. Employees issued fuel pins are required to acknowledge the City’s fuel 
card policy and procedures. Employees approved to drive for City of Anacortes business 
are required to inform their supervisor of any changes that may affect either their legal or 
physical ability to drive or their continued insurability.

2. Employees holding jobs requiring regular driving for business as a condition of employment 
must be able to meet the driver approval standards of this policy at all times. Employees 
holding jobs where driving is a condition of employment must inform their supervisors of any 
changes that may affect their ability to meet the standards of this policy. For example, 
employees who lose their licenses must immediately report this to their supervisors. For all 
other jobs, driving is considered only an incidental function of the position.

3. If possible, City of Anacortes vehicles will be permanently assigned to departments that 
have demonstrated a continued need for them. Additional vehicles are maintained in a 
motor pool for use by individual employees, as needed.

4. Employees who need transportation in the course of their normal work may be assigned a 
City of Anacortes vehicle for their use. All other employees needing transportation for City of 
Anacortes business may use vehicles assigned to their department or those drawn from the 
motor pool. When no City of Anacortes vehicles are available, employees may use their own 
vehicles for business purposes with prior approval of their supervisor.

5. Employees who drive a vehicle on City of Anacortes business must, in addition to meeting 
the approval requirements above, exercise due diligence to drive safely follow all traffic 
laws, avoid distractions while driving (such as using mobile phones), and maintain the 
security of the vehicle and its contents. In addition, because texting while driving is 
particularly dangerous and illegal, employees specifically are prohibited from texting while 
driving. Drivers also must make sure the vehicle meets all City or legal standards for 
insurance, maintenance, and safety. Employees are personally responsible for any driving 
infractions or fines as a result of their driving a City vehicle and must report them to their 
supervisors. Employees who drive a City vehicle should also ensure that the vehicle is kept 
clean and free of litter.

6. Non-business passengers are prohibited from riding in City of Anacortes vehicles, i.e., 
family, friends, or other employees without a business need.

7. Employees who use their personal vehicle for approved business purposes will receive a 
mileage allowance equal to the Internal Revenue Service optional mileage allowance for 
such usage. A reduced mileage allowance will be utilized when an employee chooses to 
take a personal vehicle when a City vehicle is available. The allowance is to compensate for 
the cost of gasoline, oil, depreciation, and insurance. Employees who operate personal 
vehicles for City of Anacortes business should obtain auto liability coverage for bodily injury 
and property damage with a special endorsement for business use, when necessary, as 
determined by their personal insurance agent.

8. Employees must report any accident, theft, or malicious damage involving a City of 
Anacortes vehicle to their supervisor and Human Resources, regardless of the extent of 
damage or lack of injuries. Such reports must be made as soon as possible but no later than
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twelve hours after the incident. Employees are expected to cooperate fully with authorities in 
the event of an accident. However, employees should make no voluntary statement other 
than in reply to questions of investigating officers.

9. Employees who are on call on a 24-hour basis may be allowed to take a City of Anacortes 
vehicle home so they can respond as soon as possible need to provide written 
acknowledgment that they fully understand that the vehicle is used only as part of 
emergency response and not for personal use.

10. Employees are not permitted, under any circumstances, to operate a City of Anacortes 
vehicle, or a personal vehicle for City of Anacortes business, when any physical or mental 
impairment causes the employee to be unable to drive safely. Additionally, employees shall 
not operate any City of Anacortes vehicle at any time or operate any personal vehicle while 
on City of Anacortes business, while using or consuming alcohol, illegal drugs, or 
prescription medications that may affect their ability to drive. These prohibitions include 
circumstances in which the employee is temporarily unable to operate a vehicle safely or 
legally because of impairment, illness, medication, or intoxication.

11. In most circumstances, time spent by nonexempt employees in driving a City or personal 
vehicle on City business is considered hours worked for pay purposes. However, under 
most circumstances, commuting time before the start and after the end of the workday is not 
treated as work time for pay purposes.
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Policy 403 Meal Reimbursement

The City of Anacortes provides, pays, or reimburses employees for business-related meals 
according to the guidelines below. For further clarification, the Travel Policy Manual should be 
referred to and followed. The City of Anacortes retains the right to amend or terminate this 
policy at any time.

1. Employees required to travel on City of Anacortes business may charge to the City of 
Anacortes, or be reimbursed for, the cost of all meals during their travel pursuant to the 
Travel Policy Manual per diem method of allowable reimbursement (see Policy 401 Travel). 
Meal reimbursements that do not include an authorized overnight stay are taxable and 
reimbursement will be included in the employee’s paycheck following submittal to the 
Finance Department.

2. Meal expenses should follow the guidelines set by the Travel Policy Manual.
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Policy 404 Membership in Clubs and Civic Organizations

The City of Anacortes encourages employees to participate in the activities of community clubs 
and civic organizations.

1. Employees are encouraged to seek membership in community clubs and civic organizations 
where membership will promote the City of Anacortes’s business interests and enhance its 
image in the community. However, employees who participate in clubs or community 
organizations may not allow their activities to interfere with job performance or harm or 
conflict with the City of Anacortes’s interests (see Policy 805 Conflicts of Interest).

2. The Mayor may identify certain community organizations in which the City wants to be 
represented and then designate the employees that it will sponsor for membership in them. 
Employees who are designated for membership act as City of Anacortes representatives in 
the organization and are expected to promote its interests.

3. Employee participation in club and civic organization activities is not considered as hours 
worked for pay purposes unless it is at the City of Anacortes’s request or under its direction 
and control.

4. The Mayor will normally consider the following factors when selecting organizations for 
representation and designating employees to sponsor for membership:
a. The nature and purpose of the club or organization;
b. The potential benefit to the City of Anacortes, including the enhancement of the 

employee’s leadership and organizational skills;
c. The cost to the City of Anacortes;
d. The extent to which the City of Anacortes is already represented in the club or 

organization; and
e. The employee’s job responsibilities, length of service, and overall qualifications for 

membership.
The Mayor will review periodically the City’s representation in community organizations and 
its sponsorship of employees for membership and will make changes as appropriate.

5. Employees whose membership is sponsored by the City of Anacortes are encouraged to 
use the clubs or civic organizations for business purposes.

6. Employees who are sponsored for membership in community clubs and civic organizations 
are eligible for reimbursement for dues only. An expenditure voucher must be completed to 
claim reimbursement.

7. Employees who are not designated and sponsored for membership in community 
organizations are responsible for their own expenses.
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Policy 405 Participation in Trade And Professional Associations

The City of Anacortes encourages employees to participate in certain trade and professional 
associations where there is a clear benefit to the City of Anacortes.

1. Employees are encouraged to participate in trade and professional associations that 
promote City of Anacortes goals, individual skills development, and professional recognition. 
However, employee participation in those associations must not conflict with the City of 
Anacortes’s interests and must fit within budgetary constraints (see Policy 805 Conflicts of 
Interest).

2. The City of Anacortes may identify certain trade and professional associations in which 
representation is desirable and then designate the employees that it will sponsor for 
membership. Employees who are designated for membership act as City of Anacortes 
representatives in the association and are expected to promote its interests and to 
participate accordingly.

3. Employee participation in trade and professional association activities will not be considered 
as hours worked for pay purposes for employees classified as nonexempt under the Fair 
Labor Standards Act unless participation is at the City of Anacortes’s request or under its 
direction and control (see Policy 209 Hours of Work).

4. Department heads are responsible for coordinating representation in trade and professional 
associations and must receive prior approval from the Mayor. The following factors normally 
will be considered in selecting associations for representation and in designating employees 
to be sponsored for membership:
a. The nature and purpose of the association;
b. The potential benefit to the City of Anacortes, including enhancement of the City of 

Anacortes’s reputation and the development of the employee’s leadership and 
organizational skills;

c. The cost to the City of Anacortes;
d. The extent to which the City of Anacortes is already represented in the association; and
e. The employee’s job responsibilities, length of service, and overall qualifications for 

membership.
5. Department heads are responsible for planning, budgeting, and approving the expenses of 

their employees’ participation in association activities within their budgetary authority. The 
City of Anacortes will pay or reimburse the approved and reasonable expenses of 
employees sponsored for membership in trade and professional associations. Employees 
not sponsored for association membership may be eligible for reimbursement for the 
expenses of special association events, if the Mayor approves participation in the activity in 
advance.

6. Employees must have their supervisor’s advance approval before soliciting or accepting any 
official position in a trade or professional association that will occur during regularly 
scheduled working hours.

7. Employees are encouraged to contribute articles, present papers, and give talks to trade 
and professional associations. However, employees must obtain prior approval for any 
communication that might represent the City of Anacortes’s position or involve any 
information that is sensitive (see Policy 806 Media Inquiries).
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 Employee Benefits

Policy 501 Health and Welfare Benefits Eligibility Disclosure

The City of Anacortes provides employees with various health and welfare benefits, with 
information and plan summaries furnished to all eligible plan participants and beneficiaries on a 
timely and continuing basis. The City reserves the right to modify, amend, or terminate its health 
and welfare benefits as they apply to all current, former, and retired employees. In addition, the 
administrator of each benefit plan has the discretionary authority to determine eligibility for 
benefits and to interpret plan terms.

To enroll in health and welfare coverage, eligible individuals must comply with all application 
requirements and deadlines. Failure to do so may result in delayed or no enrollment until the 
next annual enrollment period or upon a qualified change in status.

Eligible employees may waive enrollment in the City’s health and welfare benefits, unless 
otherwise required by a collective bargaining agreement. The City will provide a written waiver 
that must be timely completed, signed, and submitted by an employee seeking to waive 
enrollment. Unless a plan specifies otherwise, a new waiver must be completed annually. The 
City will provide eligible employees who previously waived coverage the opportunity to enroll at 
least once annually.

1. Health Coverage and the Affordable Care Act
The City has structured its health and welfare benefits plan in accordance with the 
Employer Shared Responsibility provisions of the Affordable Care Act (“ACA”).  Unless an 
exception is authorized by the City’s Human Resources Department, the City provides 
health coverage to all full-time employees and their eligible dependents up to age 26. The 
benefits, terms, and conditions of City’s health and welfare benefits plans, including costs 
owed by employees, are explained in separate plan documents and/or in applicable 
collective bargaining agreements.

2. Employee Definitions and Eligibility
Solely for purposes of this policy, the following definitions apply:

a) Full-Time Employees – Employees reasonably expected to work, on average, 30 or more 
hours weekly.  Regular full-time employees and their dependents are eligible for health 
coverage and will be enrolled in health coverage as specified in plan documents.  Upon 
hire or change in classification, employees will be enrolled in coverage no later than the 
first day of the fourth month of employment or change in classification.

b) Part-Time Employees – Employees reasonably expected to work, on average, less than 
30 hours weekly.  Regular part-time employees classified as 0.50 to 0.74 FTE are eligible 
for one-half (1/2) of the City’s financial contribution towards employee-only medical 
insurance premiums, based on the lowest cost plan offered by the City.  Employees may 
choose between benefit plans offered by the City, but the City’s financial contribution 
remains fixed at the lowest cost plan.  Regular part-time employees eligible for coverage 
have the option of enrolling eligible dependents at their sole expense.  Regular part-time 
employees classified as under 0.50 FTE are not eligible for health coverage unless 
otherwise required by a collective bargaining agreement.  Part-time employees eligible for 
coverage under this section will be enrolled in coverage no later than the first day of the 
fourth month of employment or change in classification.
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With limited exceptions for infrequent and temporary workload fluctuations, part-time 
employees should not work 30 hours or more weekly with any regularity.

c) Seasonal Employees – Employees hired into a position for which the customary annual 
employment is based on seasonal work demands, with the job typically beginning and 
ending in approximately the same time each calendar year.  Seasonal employees are 
subject the ACA “look back” measurement method (see below).  To ease in administration 
and hourly tracking, seasonal employees are subject to a mandatory annual six (6) month 
break in service, unless an exception is authorized by the City’s Human Resources 
Department.  Seasonal employees are not eligible for health coverage, although the City 
reserves the sole discretion to grant exceptions based on the unique scheduling demands 
associated with particular seasonal positions.

3. ACA Look Back Measurement Method
When required by the ACA for purposes of determining employee eligibility for health 
coverage, the City utilizes 12-month initial and standard measurement and stability periods.  
The City also utilizes an initial administrative period of not longer than two (2) months, 
divided in two (2) phases. The first phase begins on the date of hire and continues until the 
last day of that calendar month. The second phase begins at the end of the 12-month initial 
measurement period and lasts for one (1) full calendar month.  The City uses a standard 
administrative period of 31 days. The purpose of the standard administrative period is to 
calculate the hours worked by employees during the preceding standard measurement 
period and to enroll eligible employees in health coverage during the resulting standard 
stability period.  Please refer to the City’s Human Resources Department for more 
information.

The City of Anacortes provides its employees with various health and welfare benefits. 
Information and summaries intended to explain these benefit plans will be furnished to all plan 
participants and beneficiaries on a timely and continuing basis. The City reserves the right to 
modify, amend, or terminate its health and welfare benefits as they apply to all current, former, 
and retired employees. Additionally, the Administrator of each benefit plan has the discretionary 
authority to determine eligibility for benefits and to interpret the plan’s terms.

1. Health Coverage
The City of Anacortes Health Coverage policy is administered in accordance with the 
Employer Shared Responsibility provisions of the Patient Protection and Affordable Care 
Act, as amended (PPACA). Under the terms and conditions of this policy and City’s health 
benefits plan, The City provides health coverage to full-time employees and their 
dependents up to age 26. The benefits, terms, and conditions of City’s health benefits plan, 
including costs owed by eligible employees, are explained in a separate plan document (the 
“Plan”) and/or in applicable collective bargaining agreements. If there are conflicts between 
this policy, the Plan, and any collective bargaining agreements, the collective bargaining 
agreement shall control. If the agreement does not satisfy the minimum protections of the 
PPACA the parties shall negotiate a modification that at least meets the minimum.

2. Definitions and Classifications
a. Full-time. At time of hire or change in job classification, employee is reasonably 

expected to work, on average, 30 or more hours per week. Full-time employees are 
eligible for health coverage and will be enrolled in health coverage as specified in the 
Plan. In no event shall the date of enrollment be later than 90 days following the date of 
hire or the date of change in job classification.

b. Part-time. At time of hire or change in job classification, employee is reasonably 
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expected to work, on average, less than 30 hours per week. Part-time employees are 
subject to monthly and annual hours limitations and are generally not eligible for health 
coverage, unless they satisfy the criteria below or are otherwise entitled to coverage 
under the terms of the Plan or applicable collective bargaining agreement.

Regular part-time employees classified as 50% - 74% FTE (but in all cases below an 
average of 30 hours per week) are eligible for ½ of the employee-only medical insurance 
premiums of the lowest cost plan offered by the City. Employees may choose between 
the benefit plans offerings, but the City’s contribution is limited to half of the lowest cost 
plan offered. Employees fitting this criterion have the option of enrolling dependents in 
the City’s health benefits plan during open enrollment or for a qualifying event; however, 
employees are responsible for all premium expenses. Coverage offered to eligible 
regular part-time employees is provided by the City on a voluntary basis and is not 
required under the PPACA.

If, based on City prior approval, a part-time employee averages 30 or more hours per 
week during a measurement period (discussed below), the employee will be deemed a 
full-time employee, eligible for health coverage during a subsequent stability period 
(discussed below).

c. Variable-hour. At time of hire or change in job classification, the City cannot reasonably 
determine whether employee will or will not average 30 or more hours per week.
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Variable-hour employees are subject to monthly and annual hours limitations and are 
generally not eligible for health coverage, unless otherwise specified under the terms of 
the Plan or applicable collective bargaining agreement. If, based on the City’s prior 
approval, a variable-hour employee averages 30 or more hours per week during a 
measurement period (discussed below), the employee will be deemed a full-time 
employee, eligible for health coverage during a subsequent stability period (discussed 
below).

d. Seasonal. At time of hire or change in job classification, employee is hired or re-hired 
into a position for which the customary annual employment is approximately six months 
or less, beginning in approximately the same season of each calendar year. Seasonal 
employees are subject to a mandatory annual break in service of approximately six 
continuous months and are not eligible for health coverage, unless otherwise specified 
under the terms of the Plan or applicable collective bargaining agreement.

e. Dependents. Children of full-time employees up to age 26 (including the entire calendar 
month in which a child turns age 26). Includes biological and adopted children, 
stepchildren, and foster children. Also includes spouses and domestic partners. 
Dependents of full-time employees are eligible for health coverage.

f. Volunteers. Individuals who provide services to the City on a voluntary basis and whose 
compensation is limited to: (1) reimbursement for reasonable expenses incurred in the 
performance of services as a volunteer; (2) reasonable fringe benefits, excluding health 
coverage; and/or (3) nominal fees or honorarium provided in connection with services as 
a volunteer. Volunteers are not employees and are not eligible for health coverage.

3. Work Hours Limitations
For certain employee classifications, the City restricts the maximum annual and/or monthly 
hours of work.
a. Full-time employees are not subject to an annual or monthly hours limitation and may 

work 30 or more hours per week, without limit, unless otherwise limited by City’s 
overtime policy, job description, the terms of any applicable collective bargaining 
agreement, or the terms of any other City policy or agreement. Full-time employees are 
not subject to initial or standard measurement, administrative, or stability periods 
(discussed below).

b. Part-time employees are subject to an annual hours limitation and may not exceed 
1500 hours annually without the City’s prior approval. In addition to an annual hours 
limitation, part-time employees may not exceed 125 hours in any single calendar month 
without the City’s prior approval. Part-time employees are subject to initial and standard 
measurement, administrative, and stability periods (discussed below).

c. Variable-hour employees are subject to an annual hours limitation and may not exceed 
1500 hours annually without the City’s prior approval. In addition to an annual hours 
limitation, variable-hour employees may not exceed 125 hours in any single calendar 
month without the City’s prior approval. Variable-hour employees are subject to both 
initial and standard measurement, administrative, and stability periods (discussed 
below).

d. Seasonal employees are not subject to an annual or monthly hours limitation and may 
work 30 or more hours per week, without limit, unless otherwise limited by City’s 
overtime policy, job description, the terms of any applicable collective bargaining 
agreement, or the terms of any other Employer policy or agreement. Seasonal 
employees are limited to an annual employment duration of approximately six months 
and must have an annual break in service of approximately six continuous months 
before being eligible for re-hire. Seasonal employees may work longer than six months 
with the City’s prior approval. Seasonal employees are subject to initial and standard 
measurement, administrative, and stability periods (discussed below).
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4. Measurement and Administrative Periods – Initial Periods
The City uses a 12-month initial measurement period to measure the hours of new part-time, 
variable-hour, and seasonal employees.

The City uses an initial administrative period of not longer than two months, divided in two 
phases. The first phase begins on the date of hire of a new part-time, variable-hour, or 
seasonal employee and continues until the last day of that calendar month. The second 
phase begins at the end of the 12-month initial measurement period and lasts for one full 
calendar month. The purpose of the first phase of the initial administrative period is to 
reduce administrative complexity by consolidating all new part-time, variable-hour, and 
seasonal employees hired during a month into the same initial measurement and stability 
periods. The purpose of the second phase of the initial administrative period is to allow the 
City to calculate the hours worked by employees during the initial measurement period and 
to enroll eligible employees in health coverage.

The City uses a 12-month initial stability period for purposes of providing or excluding health 
coverage to new part-time, variable-hour, and seasonal employees. If an employee works 
an average of 30 hours or more per week during an initial measurement period, the 
employee will be deemed a full-time employee and will be eligible for health coverage during 
the initial stability period, regardless of the hours worked during the initial stability period, so 
long as the employee remains employed by the City. If an employee works an average of 
less than 30 hours per week during the initial measurement period, the employee will not be 
deemed a full-time employee and will not be eligible for health coverage during the initial 
stability period, regardless of the hours worked during the initial stability period.

Initial Administrative Period (Phase 1) Begins on date of hire, continues 
until end of month.

Initial Measurement Period Begins on the first day of first full 
calendar month following date of hire 
and continues for 12 months.

Initial Administrative Period (Phase 2) Begins on first day of first full 
calendar month following Initial 
Measurement Period and lasts for 
the entire month.

Initial Stability Period Begins on first day of first full 
calendar month following Phase 2 of 
Initial Administrative Period and
continues for 12 months.

To determine the average hours worked by each employee during the 12-month initial 
measurement period, the City will divide the employee’s total hours worked during the 
period by 52.

Example:
• Employee A is hired as a new variable-hour employee on April 2, 2015. Employee B is 

hired as a new part-time employee on April 15, 2015.
• Under the first phase of the initial administrative period, Employee A is placed into an 

initial administrative period from April 2, 2015 through April 30, 2015. Employee B is

Page 121 of 320



46

placed into an initial administrative period from April 15, 2015 through April 30, 2105. 
[The purpose of the first phase of the initial administrative period is to reduce 
administrative complexity by consolidating all new part-time, variable-hour, and seasonal 
employees hired in the same calendar month into the same initial measurement and 
stability periods.]

• Employee A and Employee B both have initial measurement periods beginning May 1, 
2015 and ending April 30, 2016 (12 months).

• Employee A and Employee B are both subject to the second phase of the initial 
administrative period, beginning May 1, 2016 and ending May 31, 2016 (one month). 
During this period, the City calculates Employee A’s and Employee B’s hours worked 
during the initial measurement period.

• Employee A and Employee B are both subject to an initial stability period beginning 
June 1, 2016 and ending May 31, 2017 (12 months). If either employee averaged 30 or 
more hours per week during the initial measurement period, he/she will be offered and 
enrolled in health coverage during the initial stability period. If either employee averaged 
fewer than 30 hours per week during the initial measurement period, he/she will be 
excluded from health coverage during the initial stability period.

5. Measurement and Administrative Periods – Standard Periods
The City uses a 12-month standard measurement period to measure the hours of all 
ongoing part-time, variable-hour, and seasonal employees hired on or before the start of a 
standard measurement period.

The City uses a standard administrative period of 31 days. The purpose of the standard 
administrative period is to calculate the hours worked by employees during the preceding 
standard measurement period and to enroll eligible employees in health coverage during the 
resulting standard stability period.

The City uses a 12-month standard stability period for purposes of providing or excluding 
health coverage to ongoing part-time, variable hour, and seasonal employees. If an 
employee works an average of 30 hours or more per week during a standard measurement 
period, the employee will be deemed a full-time employee and will be eligible for health 
coverage during the resulting standard stability period, regardless of the hours worked 
during the standard stability period, so long as the employee remains employed by the City. 
If an employee works an average of less than 30 hours per week during the standard 
measurement period, the employee will not be deemed a full-time employee and will not be 
eligible for health coverage during the resulting standard stability period, regardless of the 
hours worked during the stability period.

Standard Measurement Period December 1 of each year through November 
30 of the following year

Standard Administrative Period December 1 through December 31 of each 
year

Standard Stability Period January 1 through December 31 of each 
year

To determine the average hours worked by each employee during the 12-month standard 
measurement period, the City will divide the employees’ total hours worked during the 
period by 52.

Example:
• Employee C is an ongoing variable-hour employee who was hired on or before
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December 1, 2017 (the start of Employer’s standard measurement period).
• Starting in 2017, Employee C’s standard measurement period begins December 1, 2017 

and ends November 30, 2018 (12 months).
• Employee C’s standard administrative period begins December 1, 2018 and ends 

December 31, 2018. During this period, Employer calculates Employee C’s hours 
worked during the preceding standard measurement period. If Employee C averaged 30 
or more hours per week during the preceding standard measurement period, Employee 
C will be eligible for health coverage during the resulting standard stability period. If 
Employee C averaged below 30 hours per week during the preceding standard 
measurement period, Employee C will be excluded from health coverage during the 
resulting standard stability period.

• Employee C’s standard stability period begins January 1, 2019 and ends December 31, 
2019 (12 months).

• Employee C’s next standard measurement period begins December 1, 2018 and ends 
November 30, 2019 (12 months).

6. Measurement and Administrative Periods – Overlapping Initial and Standard Periods 
The City’s standard measurement periods apply to all ongoing part-time, variable-hour, and 
seasonal employees hired by the City on or before the start date of a standard 
measurement period. New part-time, variable-hour, and seasonal employees will be 
measured by both the City’s initial measurement period and the first standard measurement 
period beginning on or after each employee’s date of hire.

Example:
• Employee D is a new variable-hour employee. Employee D is hired September 29, 2015.
• Employee D is subject to the first phase of the initial administrative period, beginning 

September 29, 2015 and ending one day later, September 30, 2015.
• Employee D is subject to an initial measurement period beginning October 1, 2015 and 

ending September 30, 2016.
• Employee D is subject to the second phase of the initial administrative period, beginning 

October 1, 2016 and ending on October 31, 2016.
• Employee D is subject to an initial stability period beginning November 1, 2016 and 

ending October 31, 2017.
• Because Employee D was hired on or before Employer’s 2015 standard measurement 

period, Employee D is concurrently subject to the standard measurement period 
beginning December 1, 2015 and ending November 30, 2016.

• Employee D is subject to a standard administrative period beginning December 1, 2016 
and ending December 31, 2016.

• Employee D is subject to a standard stability period beginning January 1, 2017 and 
ending December 31, 2017.

Based on the overlapping nature of initial and standard measurement and stability periods, 
situations will arise where part-time, variable-hour, and seasonal employees will be subject 
to simultaneous initial and standard measurement, administrative, and stability periods.

If the City determines an employee is eligible for health coverage during an initial 
measurement period or standard measurement period, the employee must be enrolled in 
health coverage for the entire associated stability period. This is the case even if the 
employee is determined to be eligible for health coverage during the initial measurement 
period but determined not to be eligible for coverage during the overlapping or immediately 
following standard measurement period. In such a case, the City may exclude the employee
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from health coverage only after the end of the initial stability period. Thereafter, the 
employee’s eligibility for health coverage would be determined in the same manner as that 
of other ongoing part-time, variable-hour, or seasonal employees.

In contrast, if City determines an employee is not eligible for coverage during the initial 
measurement period but is eligible for coverage based on the overlapping or immediately 
following standard measurement period, employee will be eligible for health coverage for the 
entire standard stability period (even if the standard stability period begins before the end of 
the initial stability period). Thereafter, the employee’s eligibility for health coverage would be 
determined in the same manner as other part-time, variable-hour, or seasonal employees.

7. Rules Concerning Eligibility and Enrollment
To be enrolled in health coverage under the Plan, eligible employees must comply with all 
applicable application requirements and deadlines. Failure to do so may result in delayed or 
no enrollment until the next annual enrollment period or upon a qualified change in status.

If an eligible employee’s payment for the cost of health coverage is untimely, the terms of 
the Plan provides when coverage terminates and whether there is a grace period for 
payment. The City is not required to provide health coverage for the period for which the 
cost of health coverage is not timely paid and may terminate coverage.

Eligible employees have the right to waive enrollment in the City’s health coverage. The City 
will provide a written waiver that must be timely completed, signed, and submitted by an 
eligible employee desiring to waive enrollment. Unless the Plan specifies otherwise, a new 
waiver must be completed annually. The City will provide otherwise eligible employees who 
previously waived enrollment in health coverage the opportunity to enroll at least once 
annually.

8. Hours for Paid and Unpaid Leave during Measurement Periods
Hours of service for employees during measurement periods include both actual hours of 
service worked in addition to paid hours for vacation leave, sick leave, holiday leave, or 
other paid leave.

Periods of unpaid leave, including unpaid FMLA or military leave, are excluded from the 
hours calculation during any measurement period. Example: Employee E is a variable-hour 
employee subject to a 12-month (52-week) standard measurement period. During the 
standard measurement period, Employee E takes four weeks of unpaid FMLA leave. The 
four weeks of unpaid FMLA leave are excluded from the hours calculation. The average is 
calculated by the total hours worked by Employee E during the standard measurement 
period (12 months), divided by 48 weeks (instead of 52 weeks).

Administrative periods overlap with measurement and stability periods. Employees offered 
health coverage during a stability period must remain enrolled in coverage during a 
subsequent administrative period. Employees excluded from health coverage during a 
stability period remain excluded from coverage during a subsequent administrative period.

9. Breaks in Service
Employees, regardless of classification, who separate their employment with the City, 
voluntarily or involuntarily, must have a break in service of at least 13 continuous weeks 
before being eligible for re-hire. Employees re-hired after a break in service of at least 13 
continuous weeks will be treated as a “new” employee, without any consideration given to 
previous hours worked or previous measurement or stability periods that may have applied 
prior to separation.
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Employees who are re-hired into full-time positions must be enrolled in health coverage no 
later than the first day of the fourth calendar month following their date of re-hire. Employees 
who are re-hired into part-time, variable-hour, or seasonal positions are subject to the City’s 
initial measurement, initial administrative, and initial stability periods.

The City reserves the right to suspend this rule on a case-by-case basis.
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Policy 502 Vacations

The City of Anacortes grants annual vacations with pay to regular full-time and regular part-time 
employees in accordance with the guidelines established below.

1. Vacations are accrued or earned based on the employee’s length of service and on the time 
actually worked. Vacation does not accrue when an employee is on an unpaid leave of 
absence.

2. Full-time employees will accrue paid vacation according to the following schedule:
Service Period Vacation Accrual 

(per month)
Vacation Accrual 

(per year)
Maximum 
Accrual

First month through 48 
months (years 0-4.00)

8 hours 96 hours 176 hours

Months 49 through 108
(years 4.01-9.00)

10 hours 120 hours 200 hours

Months 109 through 168
(years 9.01-14.00)

14 hours 168 hours 240 hours

169 months and beyond 
(years 14.01+)

17 hours 204 hours 240 hours

Vacation cannot be taken until hours are accrued. Employees whose vacation balance 
meets the maximum accrual will no longer accrue vacation benefits until the vacation 
balance falls below the maximum accrual. Employees are responsible for monitoring their 
accrual balance. If an employee requests vacation that has not accrued and has personal 
holiday hours available, the personal holiday hours will be utilized.

3. Regular part-time employees whose full-time equivalency is 50% or more are entitled to 
vacation on a prorated basis. Regular part-time employees shall earn vacation leave 
proportionate to the number of hours that they work in a pay period divided by the number of 
hours a full-time employee works in the same pay period. Maximum accrual of hours is 
prorated for part-time employees based on their full-time equivalency. Part-time employees 
working less than 20 hours per week and temporary employees do not receive paid vacation 
(see Policy 211 Employee Classifications).

4. Employees who feel that there is a discrepancy in the calculation of their vacation pay or 
eligibility may request a review of that calculation from the Human Resource and Finance 
Departments (see Policy 902 Dispute Resolution Procedure).

5. Vacation pay for full-time and part-time employees will consist of the employee’s regular rate 
of pay for the vacation period.

6. Generally, employees should submit vacation plans to their supervisor at least four weeks in 
advance of the requested vacation date. Management reserves the right to approve when 
vacations are taken. Supervisors are responsible for ensuring adequate staffing levels and 
should attempt, when feasible, to resolve vacation scheduling conflicts based on length of 
service. However, employees who want to change their plans after the vacation schedule 
has been approved lose their seniority consideration.

7. Once per year, employees may elect to have their accrued vacation balance that exceeds 
160 hours cashed out and deposited into a deferred compensation account set up through 
the City of Anacortes. The employee must notify payroll in writing by November 20 of each 
year for distribution on the December 5 payday. This benefit is prorated for part-time 
employees based on their full-time equivalency.

8. Upon termination, including retirement, voluntary or involuntary termination, layoff, or other 
the employee will have their vacation balance paid out at their exiting rate of pay.
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Policy 503a  Holidays

The City of Anacortes designates and observes certain days each year as holidays. Eligible 
employees will be given a day off with pay for each holiday observed.

1. The City of Anacortes observes the following holidays (8 hours each) per calendar year:
1 New Year’s Day January 1st
2 Martin Luther King Day 3rd Monday in January
3 President’s Day 3rd Monday in February
4 Memorial Day Last Monday in May
5 Juneteenth June 19th
6 Independence Day July 4th
7 Labor Day 1st Monday in September
8 Veteran’s Day November 11th
9 Thanksgiving Day 4th Thursday in November

10 Native American Heritage Day Day after Thanksgiving
11 Christmas Day December 25th

12-14 3 Personal Holidays See below

Employees may select three (3) personal holidays each year. On January 1st each year, 24 
hours of personal holiday are added to an employee’s record. Personal holidays are 
prorated for employees who work less than 12 months of the year or a part-time schedule. 
Personal holidays are prorated according to the employee’s full-time equivalency (FTE) in 
the payroll accounting system. Personal holiday hours are not carried over from one year to 
the next. At the end of the year, unused personal holiday hours are forfeited.

In the event of conflict between this provision of the policies and any provision of a valid and 
effective collective bargaining agreement, employee contract, or applicable Civil Service 
rules, the provisions of the contract and/or the Civil Service rules shall govern.

2. Full-time employees are eligible to receive their regular rate of pay (up to 8 hours) for each 
observed holiday. Part-time employees who are scheduled to work at least 20 hours per 
week (1,040 per year) are entitled to holiday pay. The amount of holiday pay is determined 
on the same basis as for full-time employees, but is based on the employees’ FTE budget 
allocation. For example, an employee allocated at 65% FTE will receive 5.2 hours of holiday 
pay on each City approved holiday. Temporary employees and employees on unpaid 
leaves of absence or on layoff are not eligible to receive holiday pay.

3. To receive holiday pay, an eligible employee must be at work or taking an approved 
absence on the workdays immediately preceding and immediately following the day on 
which the holiday is observed. An approved absence is a day of paid vacation or paid short- 
term absence (see Policies 502 Vacations and 702 Absences). If an employee is absent on 
one or both of these days because of an illness or injury, the City of Anacortes may require 
verification of the reason for the absence before approving holiday pay (see Policy 205 
Medical Procedures).

4. A holiday that occurs on a Saturday will be observed on the preceding Friday. A holiday that 
occurs on a Sunday will be observed the following Monday. Shift workers observe holidays 
on the actual holiday.

5. If a holiday occurs during an employee’s vacation period, the employee records the day as 
holiday pay on their timesheet.

6. The City of Anacortes recognizes that some employees may wish to observe, as periods of 
worship or commemoration, certain days that are not included in the City of Anacortes’s
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regular holiday schedule. Employees may use personal holidays or accrued vacation for 
these occasions.

7. The City of Anacortes may schedule work on observed holidays as it considers necessary. 
Normally, work on an observed holiday will be paid as if the day were a regularly scheduled 
day. Employees will be given the option of receiving additional pay for the day or a “floating” 
holiday that may be taken, with the prior approval of their supervisor, at another time during 
the pay periodyear.
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Policy 503b  Unpaid Holidays For Reasons Of Faith Or Conscience

Employees are entitled to two unpaid holidays per calendar year for a reason of faith or 
conscience or an organized activity conducted under the auspices of a religious denomination, 
church, or religious organization.

1. Employees may select the days on which the employee desires to take the two unpaid 
holidays after consultation with their supervisor. If an employee prefers to take the two 
unpaid holidays on specific days, then the employee will be allowed to take the unpaid 
holidays on the days they selected unless the absence would unduly disrupt operations, 
impose an undue hardship, or the employee is necessary to maintain public safety. The 
term “undue hardship” has the meaning contained in the rule established by the Office of 
Financial Management.

2. If possible, an employee should submit a written request for an unpaid holiday provided for 
by this section to the employee’s supervisor a minimum of 14 days prior to the requested 
day. Approval of the unpaid holiday shall not be deemed approved unless it has been 
authorized in writing by the employee’s supervisor. The employee’s supervisor shall 
evaluate requests by considering the desires of the employee, scheduled work, anticipated 
peak workloads, response to unexpected emergencies, the availability, if any, of a qualified 
substitute, and consideration of the meaning of “undue hardship” developed by rule of the 
Office of Financial Management.

3. The two unpaid holidays allowed by this section must be taken during the calendar year, if at 
all; they do not carry over from one year to the next.
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Policy 504 Continuing Education

The City of Anacortes attempts to provide employees with flexible work schedules when taking 
Mayor-approved educational courses.

1. Flexible work schedules will be considered if the City of Anacortes determines the courses 
of study are directly related to the employee’s present job or that will enhance the 
employee’s potential for advancement to a position within the City of Anacortes and to which 
the individual in the view of management has a reasonable expectation of advancing.
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Policy 505 Employee Counseling

The City of Anacortes assists employees with referral services that will help in solving financial, 
legal, and emotional wellbeing concerns.

1. The City of Anacortes recognizes that personal difficulties can adversely affect job 
performance. Accordingly, employees experiencing financial, legal, or emotional wellbeing 
concerns are encouraged to seek assistance from the Employee Assistance Program 
(EAP). The Employee Assistant Counselors are available 24 hours a day, seven days a 
week to arrange an appointment with a qualified counselor. The telephone number for EAP 
is 1-800-570-9315 or www.guidanceresources.com.

2. Supervisors should be alert to signs of the existence of personal problems among their 
employees. Indications of personal problems include excessive absenteeism, changes in 
both behavior and employee attitudes, and substandard job performance.

3. Supervisors, where appropriate, should try to communicate with employees who seem to be 
experiencing problems. Depending on the circumstances, the supervisor should proceed as 
follows:
a. If an employee’s problem seems to require professional counseling, or does not lend 

itself to an easy solution, the supervisor should refer the employee to the City’s 
Employee Assistance Program.

b. If the employee’s problem is an unresolved complaint or grievance, the supervisor 
should advise the employee of the appropriate steps to be taken in compliance with the 
Grievance Procedure (see Policy 902 Dispute Resolution Procedure).

4. Employees needing extended treatment may request a leave of absence in accordance with 
the City of Anacortes’s leave policy (see Policy 702 Absences).

5. Human Resources will also, to the degree that its resources permit, provide counseling and 
reference information for employees seeking guidance on education and career planning, 
relocation, outplacement, and retirement planning (see Policies 213 Termination of 
Employment, 214 Retirement, and 504 Continuing Education).

6. Employees are required to meet satisfactory standards of job performance. Performance 
reviews are to be based on factors related to job performance, regardless of whether an 
employee seeks counseling (see Policy 302 Performance Reviews). In certain 
circumstances, however, the City of Anacortes may require an employee to participate in 
counseling as a condition of continued employment (see Policy 808 Drugs, Narcotics, and 
Alcohol).

7. Communications between employees, supervisors, Human Resources, the Employee 
Assistance Program, and professional counselors or agencies as a result of this policy are 
to be confidential, except to the degree necessary to protect the safety of the employee or 
others or to protect the security of City of Anacortes property.
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Policy 506  Employee Recognition and Service Awards

The City of Anacortes recognizes employee contributions and service to the organization by 
presenting employee recognition and service awards to eligible employees according to the 
guidelines below.

1. The City of Anacortes may reward outstanding performance and productivity by presenting 
recognition awards to eligible employees. Generally, the Mayor will be responsible for 
setting eligibility requirements and implementing the different programs. Department heads 
and supervisors may assist in determining award recipients for the Mayor’s Award of Merit. 
In most cases, the Mayor’s Award of Merit awards will be presented at a City Council 
meeting following the determination of an award recipient. The Mayor is responsible for 
identifying the employees who will be honored, notifying the presenter, ordering the awards, 
and arranging for appropriate announcements and publication of awards, both internally and 
externally.

2. All regular full-time and regular part-time employees are eligible to receive a Pride in Service 
award upon completion of 1, 5, 10, 15, 20, 25, and 30 years of service. Human Resources is 
responsible for identifying when employees should be honored, notifying the employees, 
ordering the awards, and helping management to arrange appropriate announcements and 
publications of awards, both internally and externally.

3. Regular full-time and regular part-time employees hired prior to January 1, 2022 are eligible 
to accrue longevity benefits as described in their applicable bargaining agreement. Non- 
union employees receive $5.00 per month for each year of service following completion of 5 
years of service. The maximum longevity benefit per month is $100.00.

4. The IRS classifies cash and gift certificate awards as taxable income. Payroll withholds 
taxes accordingly.
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Policy 507 Exercise and Wellness Programs

The City of Anacortes encourages employees to participate in exercise and wellness programs. 
In support of the City of Anacortes Wellness Program, the City established a Fitness 
Reimbursement Program to encourage regular exercise.

1. Participation in the City of Anacortes fitness reimbursement program is open to regular full-
time or regular part-time employees who are regularly scheduled to work 20 or more hours 
per week. Spouses, domestic partners, and other employee dependents who are eligible for 
the City’s medical insurance coverage may participate. Volunteer firefighters are eligible to 
participate. Temporary, seasonal, terminated, or retired employees are not eligible to 
participate.

2. These programs are voluntary and should take place outside normal working time.
3. To be eligible for reimbursement of a portion of the membership dues, the employee, 

spouse, domestic partner, or eligible dependent must provide proof of participation and dues 
to Human Resources showing at least 10 workouts per month at a fitness facility or through 
a paid exercise subscription. Swim lessons with 8 sessions per month are the only 
exception to the 10-visit rule. Proof of visits must be provided each month and will not be 
retroactively paid. For example, if you have visits for the month of March, you must turn in 
your proof no later than the last day of April. Free programs are not eligible for 
reimbursement.

4. Employees, spouses, domestic partners, and eligible dependents are limited to one health 
club reimbursement per month, per person. Eligible family members are not required to work 
out at the same facility.

5. Employees are responsible for the full payment of the fitness program/dues including 
initiation fees, annual charges, or other associated fees. The extent of City of Anacortes 
financial support for each program will be determined on an annual basis. This benefit is 
considered taxable income.

6. The reimbursement will appear as “Fitness/Pool Reimburs” on the employee’s paystub. 
There may be up to a two-month lag time before reimbursements may be processed 
through payroll.

7. Participation in the City of Anacortes fitness reimbursement program is limited in some 
situations to employees who have medical benefits through the City of Anacortes.

8. The City of Anacortes retains the right to change all aspects of its exercise and wellness 
programs and to discontinue their existence.
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Policy 508 Dual Insurance Incentive

The City of Anacortes encourages all employees and their spouses and/or dependent(s) to 
participate in health insurance coverage to maintain health and wellness. Employees who have 
a spouses and/or dependent(s) who obtain full medical insurance coverage elsewhere and opt 
out of dual coverage under a City health insurance plan may be eligible to receive a monthly 
incentive.

1. Human Resources is responsible for benefit plans for all employees.
2. The Dual Insurance Incentive plan is a voluntary program limited to employees who have 

medical insurance coverage through the City of Anacortes and this coverage must be 
maintained to participate in the plan.

3. Employee’s’ spouses and/or dependent(s) must be removed from the City of Anacortes 
medical insurance coverage. This does not extend to dental, vision, or life insurance, which 
remain in effect.

4. Employees must certify through a Dual Insurance Incentive Enrollment form that their 
spouses and/or dependent(s) have obtained medical insurance that meets “minimum 
essential coverage.” Minimum essential coverage cannot be obtained from an individual 
market or an insurance exchange. Coverage from Medicare does not qualify a spouses 
and/or dependent(s) for the dual insurance incentive. Coverage from TRICARE does qualify 
a spouses and/or dependent(s) for the dual insurance incentive.

5. Incentive amounts are based on the lowest cost PPO plan determined by Human 
Resources and based on the full family premium and updated annually on the Dual 
Insurance Incentive Enrollment form.

6. Employees must provide proof of their spouse’s and/or dependent’s continuous, 
comprehensive medical coverage. Enrollment is effective for one year only. Employees must 
resubmit a Dual Insurance Incentive Enrollment form each year during open enrollment to 
receive the incentive payment. If employees do not re-enroll, dual insurance incentive will be 
automatically dropped. Retroactive dual insurance incentives will not be provided for late 
proof.

7. Employees are responsible for informing Human Resources of any changes in insurance 
statuses when receiving the dual insurance incentive. If an employee fails to inform Human 
Resources that they are no longer eligible for the incentive and receives funds the employee 
is not entitled to, the City of Anacortes will withhold amounts overpaid from the employee’s 
paycheck as permitted by and consistent with RCW 49.48.200-.210.

8. The City retains the right to revoke, modify, or cancel this policy at any time and as it deems 
appropriate.
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 City of Anacortes Premises and Work Areas

Policy 601 Employee Safety and the Safety Committee

The City of Anacortes complies with all applicable federal, state, and local health and safety 
regulations and provides a work environment as free as practicable from recognized hazards. 
Employees are expected to comply with all safety and health requirements whether established 
by the City of Anacortes or by federal, state, or local law. The Safety Committee maintains an 
Accident Prevention Manual and Blood Borne Pathogen Manual.

1. The City of Anacortes appoints a Safety Committee to oversee the City of Anacortes’s safety 
policies and procedures.

2. All employees are responsible for ensuring that they understand and comply with all City of 
Anacortes safety rules, regulations, and procedures. All employees are responsible for:
a. Being familiar with all safety and health procedures relevant to the operations under their 

supervision;
b. Inspecting their work areas periodically;
c. Identifying conditions that are recognized as being unsafe; and
d. Reporting accidents and injuries to the immediate manager, department head and 

Human Resources immediately and ensuring that any injured employee is referred to 
appropriate medical care (see Policy 205 Medical Examinations).

Supervisors should complete a Safety Orientation Checklist upon hiring a new employee 
and before the new employee begins work. This is to ensure that the employee understands 
and complies with the safety rules, regulations, and procedures within their department. The 
completed and signed form should be included in the employee’s personnel folder.

3. Employees should report to their supervisor or the Safety Committee all observed safety 
and health violations, potentially unsafe conditions, and any accidents resulting in injuries to 
employees or the public. Employees are encouraged to submit suggestions to the Safety 
Committee concerning safety and health matters.

4. Violations of City of Anacortes safety rules, regulations, or procedures will result in 
disciplinary action, up to and including termination (see Policies 801 Behavior of Employees 
and 807 Disciplinary Procedure).

5. Employees are offered CPR and First Aid training. Depending on the employee’s job 
assignment the training may be mandatory.
a. Employees whose job descriptions warrant them to take Blood Borne Pathogen training 

should, if possible, be scheduled to attend training as soon as possible. The Blood 
Borne Pathogen Site Specific Plan identifies job titles in which exposure to pathogens 
may exist and require training. Supervisors are responsible to ensure that their 
employees’ Blood Borne Pathogen certification remains current.

Employees who may be exposed to Hepatitis B as disclosed in their job description have the 
option to receive Hepatitis B vaccinations paid for by the City of Anacortes. Employees will 
be advised during orientation of the risks associated with their job classification and given 
the opportunity to accept or decline the vaccinations.
a. Employees who do not have health insurance will be reimbursed for reasonable 

expenses to obtain their Hepatitis B vaccination when their role may have exposures.
b. Employees who have health insurance are expected to utilize their insurance to cover 

the costs of the vaccination.
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Policy 602 Personal Property

The City of Anacortes asks employees to refrain from bringing unnecessary or inappropriate 
personal property to work.

1. The City of Anacortes recognizes that employees may bring certain personal items to work 
such as family photographs, houseplants, or other small decorative items for their 
workspaces. However, personal property that is not related to the employee’s job 
performance may disrupt work or pose a safety risk to other employees.

2. Employees are expected to exercise reasonable care to safeguard unauthorized personal 
items brought to work. The City of Anacortes is not responsible for the loss, damage, or theft 
of personal belongings, and employees are advised not to carry unnecessary amounts of 
cash or other valuables with them when they come to work.

3. The City of Anacortes may assign each employee a locker or storage area for safekeeping 
small personal effects during working hours. In addition, the City of Anacortes will provide 
and retain keys for file cabinets, desks, and other workstations. Employees may not place 
their own locks on any storage facility.

4. To maintain security and protect against theft, the City of Anacortes reserves the right to 
inspect when presented with reasonable suspicion all personal property brought onto the 
City of Anacortes’s premises, including vehicles, packages, briefcases, backpacks, purses, 
bags, and wallets. In addition, whether locked or not, the City of Anacortes may inspect the 
contents of lockers, storage areas, file cabinets, desks, and workstations at any time and 
remove all City of Anacortes property and other items that violate City of Anacortes rules 
and policies (see Policy 605 Security).

5. Articles of personal property found on the premises should be returned to the owner, if 
known, or turned in to the Facilities Manager. Inquiries regarding lost property should be 
directed to the Facilities Manager.
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Policy 603 Solicitation

The City of Anacortes prohibits solicitation and distribution on its premises by non-employees 
and permits solicitation and distribution by employees only as outlined below.

1. The City of Anacortes limits solicitation and distribution on its premises because those 
activities can interfere with its normal operations, reduce employee efficiency, annoy 
customers or employees, and pose a threat to security.

2. Human Resources is responsible for administering this policy and enforcing its provisions. 
Employees will be subject to disciplinary action for violating this policy (see Policies 801 
Behavior of Employees and 807 Disciplinary Procedure).

3. Individuals not employed by the City of Anacortes are prohibited from soliciting funds or 
signatures, conducting membership drives, distributing literature or gifts, offering to sell 
merchandise or services (except with the Mayor’s prior approval) or engaging in any other 
solicitation, distribution, or similar activity on City of Anacortes premises.

4. The City of Anacortes may authorize a limited number of fund drives by employees on 
behalf of charitable organizations or for employee gifts. Employees are encouraged to 
volunteer to assist in these drives, but participation is entirely voluntary.

5. The following restrictions apply when employees engage in permitted solicitation or 
distribution of literature for any group or organization, including charitable organizations:
a. Soliciting and distributing literature, or selling merchandise or services, during the 

working time of either the employee making the solicitation or distribution, or the targeted 
employee, is prohibited. The term “working time” does not include an employee’s 
authorized lunch or rest periods or other times when the employee is not required to be 
working.

b. Distribution of literature is prohibited in work areas at all times.
c. Distributing literature in a way that causes litter on City of Anacortes property is 

prohibited.
d. Employees may not use City facilities, resources, or supplies to promote or solicit 

participation in gambling activities, including but not limited to wagers, bets, or pools.
6. The City of Anacortes maintains various communication systems to communicate City of 

Anacortes information to employees and to disseminate or post notices required by law. 
These communication systems (including bulletin boards, text messages, cell phones, 
electronic mail, voice mail, facsimile machines, and personal computers) are for business 
use only and may not be used for employee solicitation or distribution of literature. The 
unauthorized use of the communication systems or the distribution or posting of notices, 
photographs, or other materials on any City of Anacortes property is prohibited (see Policy 
804 Use of Communication Systems).
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Policy 604 Parking

The City of Anacortes provides parking facilities, when practical, for the benefit and convenience 
of its employees, customers, and visitors.

1. The City of Anacortes will provide parking for as many employees as practical. Special 
spaces will be designated for certain employees, customers, and visitors.

2. The City owned parking lots are considered part of the City of Anacortes premises; 
therefore, all City of Anacortes policies and rules apply to employees and their vehicles 
while on the lots (see Policy 801 Behavior of Employees).

3. Employees who use the City of Anacortes parking lots do so at their own risk. The City of 
Anacortes assumes no responsibility for any damage to, or theft of, any vehicle or personal 
property left in the vehicle while on the parking lots (see Policies 602 Personal Property and 
605 Security).
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Policy 605 Security

The City of Anacortes makes reasonable efforts to provide for the security of its property, its 
employees, and visitors to its premises.

1. Employees (unless required to carry a firearm or weapon as a condition of employment), are 
prohibited from possessing firearms or other weapons on City of Anacortes property and at 
events sponsored by the City of Anacortes. To the maximum extent permissible by law, 
eEmployees (unless required to carry a firearm or weapon as a condition of employment) 
are further prohibited from carrying may not carry weapons in employer-provided vehicles or 
in personal vehicles while on City business. Note: While Washington State allows 
individuals the right to carry a concealed weapon, employers are able to prohibit weapons in 
the workplace, including in personal vehicles parked on the premises, at worksites, in 
employer-provided vehicles, or at employer sponsored events. (Cherry v. Metro Seattle, 116 
Wn. 2d 794, 808 P.2d 746 (1991)). This cited reference indicates that since 1991, 
municipalities have had the right to prohibit employees from carrying weapons or 
possessing weapons in the workplace.

2. All personal property brought onto the City of Anacortes’s premises, such as vehicles, 
packages, briefcases, backpacks, purses, bags, and wallets, are subject to inspection with 
reasonable suspicion. In addition, the City of Anacortes may inspect the contents of lockers, 
storage areas, file cabinets, desks, and workstations at any time and may remove all City of 
Anacortes property and other items that are in violation of City of Anacortes rules and 
policies (see Policy 602 Personal Property).

3. Employees working in sensitive or high security jobs must meet any applicable special 
security clearance requirement specified for those jobs (for example, police and fire 
employees). These requirements may include more extensive background checks, 
fingerprinting, bonding, or other special security measures. Failure or inability to meet or 
comply with any special security requirements is grounds for termination of employment or 
rejection of an applicant.

4. Employees may remain at their workplace outside their normal working hours only when 
authorized to do so by their supervisor.

5. Employees are expected to exercise reasonable care for their own protection and for that of 
their personal property while on the City of Anacortes premises and while away from the 
premises on business. The City of Anacortes assumes no responsibility for loss, damage, or 
theft of personal property (see Policy 602 Personal Property).

6. Employees are expected to know and comply with the City of Anacortes’ security 
procedures and should report any violations or potential problems to the Police Department. 
Violations of City of Anacortes security rules or procedures will result in disciplinary action, 
up to and including termination (see Policies 801 Behavior of Employees and 807 
Disciplinary Procedure).
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Policy 606 Tobacco Use

The City of Anacortes complies with all applicable federal, state, and local regulations regarding 
tobacco in the workplace and provides a work environment that promotes productivity and the 
wellbeing of its employees.

1. The use of tobacco products of any kind (including cigarettes, cigars, pipes, e-cigarettes, 
vapes, or chewing tobacco) in the workplace is prohibited. This prohibition applies to time 
spent at work sites or stations in any City building, facility, vehicle, or location.

2. The no tobacco use policy applies to employees during working time and to customers and 
visitors while on the City of Anacortes’s premises.

3. Tobacco use is only allowed in designated outside areas that are at least 25 feet from 
building entrances and exits, windows that open, and ventilation intakes during designated 
breaks or off-work time. There shall be absolutely no tobacco use during work time. 
Employees are expected to exercise common courtesy and to respect the needs and 
sensitivities of coworkers with regard to the smoking policy. Smokers have a special 
obligation to not abuse break and work rules and to keep smoking areas litter-free. 
Complaints about smoking issues should be resolved at the lowest level possible but may 
be processed through the City of Anacortes’s grievance procedure (see Policy 902 Dispute 
Resolution Procedure). Employees who violate the policy will be subject to disciplinary 
action (see Policy 807 Disciplinary Procedure).

4. Employees may contact Human Resources for information regarding the effects of smoking 
and the availability of smoking cessation programs.
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 Absences from Work

Policy 701 Attendance and Punctuality

The City of Anacortes requires employees to report for work punctually and to work all 
scheduled hours and overtime required by business necessity. Excessive tardiness and poor 
attendance disrupt workflow and customer service and will not be tolerated.

1. Supervisors should notify employees of their starting, ending, and break times. Employees 
are expected to be engaged in carrying out their duties during all scheduled work time and 
should be ready to begin working at their scheduled starting time (see Policy 209 Hours of 
Work). Supervisors should record all absences and, for nonexempt employees (those 
subject to the minimum wage and overtime requirements of the Fair Labor Standards Act), 
any tardiness or early departure exceeding ten minutes.

2. Employees should notify their supervisor in as far advance as possible whenever they are 
unable to report for work, know they will be late, or must leave early. The notice should 
include a reason for the absence and an indication of when the employee can be expected 
to report for work. If the supervisor is unavailable, notification should be made to the next 
level of management.

3. Employees will be compensated during authorized absences in accordance with Policy 702 
Absences. Nonexempt employees will not receive compensation for time missed because of 
tardiness or early departure if the time missed exceeds 10 minutes after starting time or 
before quitting time. Failure to notify the City of Anacortes properly of any absence may 
result in loss of compensation during the absence and may be grounds for disciplinary 
action.

4. Nonexempt employees who are delayed in reporting for work more than 30 minutes and 
who have not notified their supervisor of their expected tardiness may lose their right to work 
the balance of the workday. In addition, employees who report for work without proper 
equipment or in improper attire may not be permitted to work (see Policies 601 Employee 
Safety and the Safety Committee and 802 Personal Appearance of Employees). 
Employees, who report for work in a condition considered not fit for work, whether due to 
illness, alcohol or drug use, or any other reason, will not be allowed to work (see Policies 
205 Medical Examinations and 809 Drugs, Narcotics, and Alcohol).

5. Employees generally are expected to report for work during inclement weather conditions 
unless the Mayor or the Mayor’s designee declares an emergency closing. During times of 
inclement weather or natural disaster, it is essential that the City continue to provide vital 
public services. Therefore, employees are expected to make every reasonable effort to 
report to work, so long as doing so does not endanger their personal safety. An employee 
who is unable to get to work or leaves work early because of unusual weather conditions 
may charge the time missed to vacation, personal holiday, compensatory time off, exchange 
time off, or leave without pay.

6. Nonexempt employees will not be required or permitted to work any period of time before or 
after scheduled starting or quitting times for the purpose of making up time lost because of 
tardiness, unauthorized absence, authorized absence, or any other reason if the result will 
be that the employee works more than forty hours during the workweek.

7. Employees must report to their supervisor after being late or absent, give an explanation of 
the circumstances surrounding their tardiness or absence, and, when applicable, certify that 
they are fit to return to work (see Policy 205 Medical Examinations). The supervisor should 
record the information in the employee’s file and forward a copy to Human Resources. 
When appropriate, the supervisor should counsel the employee on the importance of good
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attendance and warn that excessive tardiness or absences will lead to discipline, up to and 
including termination (see Policies 702 Absences and 807 Disciplinary Procedure).

8. Employees who are frequently away from the premises for business reasons should inform 
their supervisors of their whereabouts during working hours.

9. Unauthorized or excessive absences or tardiness will result in disciplinary action, up to and 
including termination (see Policy 807 Disciplinary Procedure). An absence is considered to 
be unauthorized if the employee has not followed proper notification procedures or the 
absence has not been properly approved. Generally, absences in excess of those allowed in 
Policy 702 Absences, and tardiness or early departure (i.e., beyond ten minutes of starting 
or quitting time) more than three times in a three-month period are grounds for discipline.

10. Employees who are absent from work for three consecutive days without giving proper 
notice to the City of Anacortes will be considered as having abandoned their job. At that 
time, the City of Anacortes will formally note the termination and advise the employee of the 
action by certified mail to the employee’s last known address (see Policy 213 Termination of 
Employment).
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Policy 702 Absences

The City of Anacortes permits employees to be absent from work on an authorized basis for a 
variety of reasons, including illness or injury. To help employees maintain their income during 
certain authorized absences, the City provides compensation according to the guidelines below.

1. Washington Paid Sick Leave (WPSL)
a. All City employees are eligible to accrue WPSL, whether regular, full-time, part-time, 

temporary or seasonal. Employees accrue WPSL at the rate of 1 hour for every 40 hours 
worked. For accrual purposes, hours worked encompasses actual working time, and not 
paid or unpaid leave. Accrual of WPSL begins on an employee’s first day of work, 
although WPSL may not be used until the individual has been employed for 90 calendar 
days.

b. Employees may carry up to a maximum of 40 hours of unused WPSL over from one 
calendar year to the next. Any accrued WPSL in excess of 40 hours will be transferred 
over to the employee’s City Paid Sick Leave bank (subject to the maximum accrual limit 
of 1440 hours, as described below); if an employee is not eligible for City Paid Sick 
Leave, WPSL hours in excess of 40 at year end will be forfeited. Accrued but unused 
WPSL will not be cashed out upon separation from the City unless an employee qualifies 
for retirement buyback under section 3e below. If an employee separates from the City 
and is rehired within 12 months any WPSL balance that existed at the time of separation 
will be reinstated, provided that if the rehire occurs in the following calendar year, 
reinstatement of the balance will be limited to 40 hours.

c. Accrued WPSL may be used for:
i. The employee’s own illness, injury or health condition; to accommodate the need 

for medical diagnosis, care or treatment of a health condition; or preventive 
medical care.

ii. The employee’s care for a family member with illness, injury, or health condition; 
care for family member who needs medical diagnosis, care or treatment; care for 
family member who needs preventive medical care. Family members include an 
employee’s child (whether biological, adoptive, foster, step-child, a child’s spouse, 
or child for whom employee stands in loco parentis, is a legal guardian for, or is a 
de facto parent and regardless of age or dependency status); parent (whether 
biological, adoptive, in-law, de facto, step-parent, legal guardian or person who 
stood in loco parentis to employee when employee was a child); spouse or 
registered domestic partner; grandparent; grandchild; or sibling; or person with a 
relationship to the employee that creates an expectation of care..

iii. An absence due to closure of the City’s offices by order of public official for any 
health-related reason, or where the employee’s child’s school or day care is closed 
for such a health-related reason or after the declaration of emergency by local, 
state, or federal government.

iv. Absences covered by the Domestic Violence/Sexual Assault/Stalking leave policy 
below.

d. Where the need to use WPSL is foreseeable, employees should submit written notice of 
the need for leave to their supervisor at least 10 days in advance of the leave date(s). 
For unforeseeable leave, employees must contact their supervisor as soon as the need 
for leave becomes known. The City may require documentation regarding the use of 
leave, provided that for non-exempt employees:
i. Documentation may only be required when an employee uses more than three 

consecutive workdays of WPSL;
ii. An employee will have up to 10 calendar days to provide the required 

documentation;
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iii. If requested, documentation need not disclose the nature of the medical condition
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causing the need for leave; and
iv. If a requirement to provide documentation will result in unreasonable burden or 

expense to the employee, an employee may advise the City of this concern and 
the City will evaluate its request in light of the circumstances.

e. When an employee needs to be absent for a WPSL-covered reason (including any 
FMLA-eligible absence), any accrued WPSL may be applied. Any available City paid 
sick leave will be applied after the employee’s WPSL accrual is exhausted (if City paid 
sick leave is qualifying), subject to the provisions of the Family Care policy below.

2. City Paid Sick Leave
a. Regular, full-time and regular part-time employees whose full-time equivalency is 50% or 

more are eligible to accrue City paid sick leave in addition to WPSL. Full-time 
employees will accrue City paid sick leave at the rate that ensures their total monthly 
sick leave accrual (including both WPSL and City leave) equals 8 hours per calendar 
month of continuous employment or the monthly accrual rate established in the 
applicable labor agreement. Eligible part-time employees will accrue City paid sick leave 
on a pro-rata basis.
Example: A full-time employee who is eligible for a total of 8 hours of paid sick leave per 
month works 160 hours during the month. They would receive 4 hours of WPSL (1 hour 
per 40 hours worked). The remaining 4 hours of their monthly entitlement of 8 hours 
would go into the employee’s City sick leave bank.
Example: A part-time employee works 80% of a full-time schedule and is therefore 
entitled to a total monthly sick leave accrual of 6.4 hours (80% of 8 hours). During a 
month, the employee works 120 hours and would therefore accrue 3 hours of WPSL. 
The remaining 3.4 of their monthly sick leave accrual would be placed into the 
employee’s City sick leave bank.

b. Employees do not accrue City sick leave benefits during an absence without pay. 
Temporary, seasonal and part-time employees who work less than a 50% equivalency 
are not eligible for City paid sick leave benefits.

c. The maximum number of hours of City paid sick leave that an employee can accumulate 
is one thousand four hundred and forty (1440) hours.

d. City paid sick leave is available to employees after their leave accrual under WSPL has 
been exhausted, subject to the provisions of the Family Care Act, described below.

e. City Sick leave may be used for any of the following purposes:
i. Personal illness or incapacity of the employee;
ii. Forced quarantine of the employee by a public health official; 
iii. To care for the employee’s dependent children under age 18 who is ill;
iv. To attend the birth of the employee’s child;
v. Use of a prescription drug that impairs job performance or safety;
vi. Medical or dental appointments of the employee or dependent children under the 

age of 18, when such appointments cannot reasonably be scheduled during off-
duty time;

vii. For any other purpose described in the WA Family Care policy set forth 
below.

viii. City paid sick leave may be coordinated with certain other leaves (see 
Family and Medical Leave policy below.)  Employees may be required to 
provide medical or other documentation to verify the appropriate use of City 
sick leave.  Excessive tardiness or absences (other than approved FMLA, 
WPSL or disability-related leave) may lead to disciplinary action up to and 
including termination.
e.  the reasons outlined for Washington State Paid Sick Leave Policy 702(1)(c). 
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City paid sick leave may be coordinated with certain other leaves (see Family and 
Medical Leave policy below). Employees may be required to provide medical or 
other documentation to verify the appropriate use of sick leave. A doctor’s note will 
typically be required when an employee is absent for more than three consecutive 
days, or in other situations as deemed appropriate by the City of Anacortes (e.g., 
pattern absences on Fridays and/or Mondays.) Excessive tardiness or absences 
(other than approved FMLA, WPSL or disability-related leave) may lead to 
disciplinary action up to and including termination.

f. An employee who is eligible for retirement under the applicable DRS retirement plan is 
eligible for cash out of a portion of their unused WPSL and City paid sick leave 
proportionate to their sick leave balance. Employees do not need to draw from 
retirement to be considered eligible for retirement under DRS and eligible for a sick 
leave buyout. City sick leave cash out is prorated for part-time employees based on full 
time equivalency at retirement.

Total Sick Leave Balance at 
Retirement Percent Cash out
0-800 hours 0%

801-1251 hours 18% of unused sick leave hours
1251-1440 hours 25% of unused sick leave hours

Unused sick leave is not cashed out upon separation other than retirement.
3. Family Care/Use of Accrued Leave to Care for Sick Family Member

a. Consistent with the Washington Family Care Act, employees may use their choice of any 
accrued leave that they have available for their own use in order to care for their child, 
spouse, domestic partner, parent, parent-in-law, or grandparent as described below.

b. An employee may use available paid time off to care for their child where the child has a 
health condition requiring treatment or supervision, or where the child needs 
preventative care (such as medical, dental, optical, or immunization services).

c. An employee may use available paid time off when a spouse, domestic partner, parent, 
parent-in-law, or grandparent has a “serious or emergency health condition” which are 
conditions:
i. Requiring an overnight stay in a hospital or other medical-care facility
ii. Resulting in any period of incapacity or treatment or recovery following inpatient 

care
iii. Involving continuing treatment under the care of a health services provider that 

includes any period of incapacity to work or attend to regular daily activities; or
iv. Involving an emergency (i.e., demanding immediate action)

d. Where the need for family care leave is unexpected, the City of Anacortes understands 
that advance approval of the use of leave (as is required for certain kinds of accrued 
leave) may not be possible. Employees are required, however, to notify their supervisor 
of the need to take time off to care for a family member as soon as the need for leave 
becomes known. Subject to WPSL verification limits where WPSL is used, the City of 
Anacortes reserves the right to require verification or documentation confirming that a 
family member has or has had a “serious or emergency” health condition when available 
leave is used to care for that family member.

4. Family and Medical Leave (“FMLA”)
Recognizing the importance of family and out of concern for the wellbeing of our employees, 
the City of Anacortes family and medical leave program enables employees to take time off, 
under certain conditions, for health reasons or to care for family members. This policy will be 
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administered in accordance with the federal Family and Medical Leave Act (FMLA). A notice 
entitled “Employee Rights and Responsibilities Under the Family and Medical Leave Act” is 
posted in break rooms and is provided to employees upon hire. Nothing in this policy affects 
or supersedes any federal or state law or collective bargaining agreement that may provide 
greater entitlement to medical or family leave than those set forth in this policy. Employees 
may also be entitled to seek partial wage replacement benefits during FMLA leave through 
the Washington Paid Family and Medical Leave (PFML) program (see Section 6 below).
a. Eligibility for Federal Family and Medical Leave (FMLA): To be eligible for leave under 

this family and medical leave policy, an employee must have been employed by the City 
of Anacortes for at least 12 months, must have worked at least 1,250 hours in the 
preceding 12 months, and must work at a location where at least 50 employees are 
employed by the City of Anacortes within 75 miles.

b. Leave Entitlement: An eligible employee may request up to 12 workweeks of FMLA 
leave per “leave year” for one or more of the following reasons:
i. To care for the employee’s child upon birth, or to care for a child upon the child’s 

placement with the employee for adoption or foster care;
ii. To care for a spouse, son, daughter, or parent who has a serious health condition;
iii. To care for self, if the employee has a serious health condition that makes the 

employee unable to perform the essential functions of the position (including
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incapacity due to pregnancy, prenatal medical care, or childbirth); or
iv. For a “qualifying exigency” arising out of the fact that the employee’s spouse, son, 

daughter, or parent is a covered military member who is on active duty or has been 
notified of an impending call to active duty in support of a contingency operation. 
Covered military members are active-duty service members deployed to a foreign 
country, who have been called to active duty or notified of an impending call to 
active duty. Qualifying exigencies are generally activities related to the active duty 
or call to duty, including attending certain military events, arranging for alternative 
childcare, addressing certain financial and legal arrangements, attending certain 
counseling sessions, and attending post- deployment reintegration briefings.

c. The City of Anacortes defines a leave year as the rolling twelve-month period measured 
backward from the date an employee uses any FMLA leave. FMLA leave for birth or 
placement for adoption or foster care must conclude within 12 months of the birth or 
placement. In addition, spouses employed by the City of Anacortes are jointly entitled to 
a combined FMLA leave of 12 workweeks of family leave for the birth or placement of a 
child for adoption or foster care, or to care for a parent with a serious health condition. 
Each spouse is, however, eligible for the full 12 weeks of leave in the 12-month leave 
period to care for a child, spouse with a serious health condition, or for the employee’s 
own serious health condition.

d. An eligible employee may also take up to 26 weeks of leave during a single 12-month 
period to care for an injured service member who is the employee’s spouse, parent, 
child, or next of kin. A covered service member is a current member or veteran of the 
Armed Forces, including National Guard or Reserves members, who has a serious injury 
or illness incurred in the line of duty on active duty that may render the service member 
medically unfit to perform their duties for which the service member is undergoing 
medical treatment, recuperation or therapy; or in outpatient status; or is on the temporary 
disability retired list. This benefit applies to current service members or veterans who are 
undergoing medical treatment, recuperation, or therapy for a serious injury or illness that 
occurred any time during the five years preceding the date of treatment. For purposes of 
this kind of leave, the 12-month period begins the first day the employee takes leave. 
The combined total of leave for all purposes described in this policy may not exceed 26 
weeks in the applicable leave year.

e. Serious Health Condition: A serious health condition is an illness, injury, impairment or 
physical or mental condition that involves:
i. Any period of incapacity or treatment connected with inpatient care (i.e., an 

overnight stay) in a hospital, hospice, or residential medical care facility;
ii. A period of incapacity of more than three consecutive, full calendar days from 

work, school, or other regular daily activities that also involves:
1. two visits to a health care provider, OR
2. a single visit to a health care provider plus continuing treatment by (or under 

the supervision of) a health care provider;
iii. A period of incapacity due to pregnancy or for prenatal care;
iv. A period of incapacity or treatment due to a chronic serious health condition, for 

which a permanent or long-term condition for which treatment may not be effective, 
or to receive multiple treatments for restorative surgery after an accident or injury 
or for a condition that would likely result in an incapacity of more than three full, 
consecutive calendar days in the absence of medical treatment (e.g., 
chemotherapy for cancer or dialysis for kidney disease.)

f. Intermittent or Reduced Work Schedule Leave
i. In certain circumstances, eligible employees may take FMLA intermittently (for 

example, in smaller blocks of time) or by reducing their work schedule. If the FMLA
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leave is because of the employee’s own serious health condition or to care for a 
family member, the employee may take the leave intermittently on a reduced work 
schedule if it is medically necessary. Eligible employees may also take FMLA leave 
on an intermittent or reduced schedule basis when necessary, because of a 
qualifying exigency arising from a family member’s military service. If FMLA leave 
is to care for a child after the birth or placement for adoption or foster care, 
employees may take their FMLA leave intermittently or on a reduced work 
schedule only with the City of Anacortes’s permission. Unless specifically 
permitted by Supervisor and Human Resources, FMLA leave to care for a child 
after the birth or placement for adoption or foster care, also known as bonding 
leave, cannot be taken intermittently or on a reduced work schedule. 

ii. Where intermittent leave or reduced-schedule leave is needed for planned medical 
treatment, an employee must make a reasonable effort to schedule the treatment 
so as not to disrupt unduly the City of Anacortes’s operations. Where an employee 
needs intermittent or reduced-schedule leave based on planned medical treatment, 
the City of Anacortes may transfer the employee to an alternative position with 
equivalent pay and benefits that can better accommodate such recurring leave.

g. Notice and Certification
i. Employees who want to take FMLA ordinarily must provide the City of Anacortes 

with at least 30 days’ notice of the need for leave if the need for leave is 
foreseeable. If 30 days’ advance notice is not possible, notice must be provided as 
soon as practical (which is generally the same day or next business day after the 
need for leave becomes known.) Absent unusual circumstances, employees are 
required to follow the City of Anacortes’s regular procedural requirements when 
requesting FMLA leave. (see attendance and punctuality, Policy 701.) When 
requesting leave, employees must provide sufficient information for the City of 
Anacortes to determine whether the leave may be FMLA qualifying, and the 
anticipated timing and duration of requested leave. Employees must also inform 
the City of Anacortes if the requested leave is for a reason for which FMLA leave 
was previously taken or certified.

ii. When leave is requested in connection with planned medical treatment, the 
employee must make a reasonable effort to schedule treatment in order to prevent 
disruptions to the City of Anacortes operation.

iii. In addition, employees who need leave for their own or a family member’s serious 
health condition must provide medical certification from the health care provider of 
the serious health condition. The City of Anacortes may require a second or third 
opinion (at the City of Anacortes’s expense,) periodic recertification of the serious 
health condition, and when the leave is for an employee’s own serious health 
condition, a certification that the employee is fit to return to work.

iv. Employees who need leave for a qualifying exigency arising from a family 
member’s military leave must provide a certification confirming the need for leave.

v. The City of Anacortes may delay leave to employees who do not provide proper 
advance notice of the foreseeable need for leave. The City of Anacortes also may 
delay or deny approval of leave for lack of proper certification establishing the need 
for leave.

vi. Please contact Human Resources to obtain further information and forms relating 
to FMLA leave requests.

h. Continuation of Pay and Benefits
i. FMLA leave is unpaid leave; however, employees are required to use accrued City 

paid sick leave for FMLA-qualifying events as part of their 12 weeks of FMLA 
leave. Employees may elect to use accrued WPSL. Use of vacation leave is 
optional.
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ii. During all leave designated as FMLA leave, the City of Anacortes will continue to 
pay the employer’s portion of health insurance premiums, provided that the
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employee continues to pay their share of the insurance premiums, if any. Failure of 
the employee to pay their portion of the premium may result in cancellation of 
health insurance. Under certain circumstances, if an employee fails to return to 
work at the end of the leave, the employee may be responsible to pay back the 
City of Anacortes for the employer portion of the health insurance premiums. Leave 
such as vacation and sick leave will continue to accrue during paid leave (e.g., 
while an employee is using accrued sick leave or vacation), but not during unpaid 
leave.

i. Job Restoration Upon Return from Leave
i. Upon return from family and medical leave, an employee will be entitled to return to 

the employee’s former position or a position with equivalent pay, benefits, and 
conditions of employment, unless unusual circumstances have arisen (e.g., the 
employee’s position or shift was eliminated for reasons unrelated to the leave). If 
the employee chooses not to return to work for any reason, the employee should 
notify the City of Anacortes as soon as possible.

j. Leave for Pregnancy Disability and to Care for a Newborn
Note: The pregnancy disability leave does not apply when the qualifying event is the 
placement of a newborn by adoption or foster care.
i. Under Washington State Law, regardless of whether the employee meets the 

FMLA eligibility requirements above, pregnant employees are entitled to an unpaid 
leave for the period of time that the female employee is physically disabled due to 
the pregnancy and/or childbirth. The period of temporary disability normally lasts 
six to eight weeks if the pregnancy and childbirth are without complications. With 
complications, such as required bed rest before childbirth, the period of temporary 
disability can last longer.

ii. The pregnancy disability leave runs concurrently (at the same time) with FMLA for 
employees eligible for FMLA and does not extend the 12 weeks of leave allowed 
under federal law.

iii. Pregnancy disability leave is unpaid leave unless the employee has accrued 
vacation and/or sick leave available (and the reason for the leave is sick leave 
qualifying). An employee may also be eligible for state PFML benefits during the 
period of disability (see Section 5 below).

5. Washington Paid Family and Medical Leave (“PFML”)
Eligible employees may apply for PFML, a program administered by the Washington State 
Employment Security Department (“ESD”). The PFML program allows eligible individuals to 
receive partial wage replacement and time off for qualifying family or medical events, 
including welcoming a new child into their family, a serious health condition or injury, or the 
need to care for an ill relative, and for certain military-connected events. Leave benefits are 
funded by employer contributions and employee payroll deductions as described in RCW 
50A.10.030. Eligibility is determined by the ESD, and employees must apply directly to the 
state to participate (https://www.paidleave.wa.gov/login).

If an employee’s PFML application is approved by ESD, the employee must file weekly 
claims for benefits, and will receive benefit payments from the State. These benefits are 
distinct from paid leave accruals offered by the City. An employee cannot receive PFML 
benefits and use paid leave accruals for the same absence.
a. Eligibility Under PFML

Employees may be eligible for monetary benefits and job protection when taking leave 
for covered reasons. Eligibility requirements are as follows:
i. Monetary Benefits: In order to be eligible for monetary benefits from ESD, an 

employee must have worked 820 hours in Washington State (for any employer or 
combination of employers) during the year preceding the claim.

Page 151 of 320

https://www.paidleave.wa.gov/login


76

ii. Job Protection: In order to be eligible for job protection with the City under PFML, 
an employee must meet the Federal Family Medical Leave Act (“FMLA”) eligibility 
requirements (must have worked for the City for at least 12 months and have 
worked 1250 hours in the last year).

An employee is ineligible for PFML benefits during any period of suspension from 
employment or during which the employee works for compensation or profit (i.e. outside 
employment or contracting).

b. Leave Entitlement
Within your “claim year” you can take:
• Up to 12 weeks of medical leave to recover from or get treatment for a “serious 

health condition,” or family leave to take care of a qualifying family member who is ill 
or injured with a “serious health condition” or to bond with a new child or for certain 
military events.

• Up to 16 weeks of combined medical and family leave if you have events covered by 
both in the same claim year.

• Up to 18 weeks of combined medical and family leave if you experience a condition 
in pregnancy that results in incapacity, like being put on bedrest, and then take 
bonding leave.

c. PFML leave may be taken for the following qualifying events:
• Family leave

o Bonding with a new child coming into your family through birth, adoption, or 
foster placement.

o Caring for a covered family member with a serious health condition or injury.
o Bereavement leave for seven days following the loss of a child for whom an 

employee could have taken medical or bonding leave.
o Certain events for military families.

• Medical leave (for yourself)
o Recovery or treatment for your own serious health condition or injury, including 

recovery from childbirth.
PFML leave runs concurrently with FMLA leave year where an absence is covered by 
both laws and an employee is receiving PFML benefits.

d. Notification Requirements
An employee must provide written notice to Human Resources of the intent to take 
PFML leave. If the need for leave is foreseeable, notice must be given at least 30 days 
in advance of the leave. For unforeseeable leave, notice must be given as soon as 
possible.

If an employee fails to provide this required notice to the City, ESD will temporarily deny 
PFML benefits. After receiving the employee’s written notice of the need for leave, the 
City will advise the employee whether the employee is eligible for job protection under 
PFML or FMLA or both.

If leave is being taken for the employee’s or family member’s planned medical treatment, 
the employee must make a reasonable effort to schedule the treatment so as not to 
unduly disrupt City operations.

For any week during which an employee submits a claim to ESD for PFML benefits, the 
employee must notify the City of how many PFML hours were claimed, so that the City 
may properly track leave use. If taking leave intermittently, an employee must notify
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Human Resources in writing each time PFML leave is taken so that the City may 
properly track leave use.

e. PFML Monetary Benefits
If ESD approves a claim for PFML benefits, partial wage replacement benefit payments 
will be made by ESD directly to the employee. The amount of the benefit is based on a 
statutory formula, which generally results in a benefit in the range of 75-90 percent of an 
employee’s average weekly wage, subject to a weekly maximum . ESD’s website 
provides a benefits calculator to assist employees in estimating their weekly benefit 
amount.

Paid leave accruals (vacation, Washington paid sick leave [WPSL], City sick leave, 
personal holidays, compensatory time, exchange time, or any other accrued leave) are 
allowable and supplemental to PFML. An employee may elect to use such accrued leave 
during a PFML-covered absence. Supplemental leave usage should not impact your 
weekly PFML benefit.

Existing Leave Benefits Paid leave accruals (vacation, Washington paid sick leave 
[WPSL], City sick leave, personal holidays, compensatory time, exchange time, or any 
other accrued leave) are not supplemental to PFML benefits. If an employee elects to 
use such accrued leave during a PFML-covered absence, the receipt of accrued leave 
must be reported to ESD as part of the PFML claims process, and will result in a pro- 
rated weekly PFML benefit.
Note: failure to report the receipt of accrued leave may result in an overpayment by 
ESD, which ESD may recoup from the employee.

f. Waiting Period
Monetary PFML benefits are subject to a seven (7) consecutive calendar waiting period, 
except for leave taken in connection with the birth or placement of a child or for a 
qualifying military exigency. The waiting period begins on the Sunday of the week in 
which PFML leave is first taken. Employees may use available accrued leave to cover 
absences during the waiting period without a reduction in WA PFML benefits.

g. Coordination with Other Benefit Programs
When an employee is on leave and only receiving PFML benefits, the employee is 
deemed to be in “unpaid status” for purposes of City policies and benefit programs. 
Insurance coverage will be handled in the same manner as other unpaid leaves of 
absence, pursuant to City policy and subject to any FMLA or other legal requirements 
requiring continuation of coverage.

h. Job Restoration & Return to Work Recertification
Similar to the federal FMLA, an employee who is eligible for job-protected leave will be 
restored to the same or equivalent position at the conclusion of PFML leave, unless 
unusual circumstances have arisen (i.e., the employee’s position or shift was eliminated 
for reasons unrelated to the leave). The City may require a return-to-work certification 
from a health care provider before restoring the employee to work following PFML leave 
when the employee has taken leave for the employee’s own serious health condition. 
(Certification will typically be required after three (3) consecutive workday absences.)

If an employee taking PFML leave chooses not to return to work for any reason, the 
employee should notify Human Resources as soon as possible.

To apply for benefits, visit https://paidleave.wa.gov/

For more information on any of these leave policies, or if you think you may need to take 
family and/or medical leave, please contact Human Resources. Employees are 
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encouraged to contact Human Resources with any questions about how the various laws 
are coordinated in a particular situation.

6. Jury or Witness Duty
a. Employees who are required by law to render jury service will be granted paid time off
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during a period of jury duty up to ten workdays per calendar year. During jury service, 
exempt employees will receive their full pay for any workweek in which they perform any 
work for the City, even if jury service exceeds ten workdays. Employees should notify 
their supervisors as soon as possible after receipt of a juror summons so that 
operational adjustments can be made as needed during the employee’s absence. A 
copy of the juror summons must be provided to the supervisor. If an employee is 
summoned for jury service during a critical work period, the City of Anacortes may ask 
the employee to request a waiver from duty; in such cases, the City of Anacortes will 
provide documentation to the relevant court supporting the waiver request. Employees 
should contact their supervisor for instruction if there is a break greater than four hours 
during jury duty where the employee is not required to report to the court; depending on 
the circumstances, an employee may be required to return to work during such a period.

b. An employee subpoenaed to testify in court will be granted time off for the period served 
as a witness. In general, leave for witness duty is unpaid unless the employee has been 
called as a witness by the City of Anacortes.

7. Military Leave
a. Every employee who is a member of the Washington National Guard or of the U.S. 

Army, Navy, Air Force, Coast Guard or Marine Corps, or of any organized reserve of the 
United States, will be granted military leave in accordance with state and federal law. 
Employees who take military leave will have whatever rights to reinstatement, seniority, 
vacation, layoffs, and compensation as are provided by applicable law.

b. Paid Leave of 21 Days Per Year Washington State Law provides 21 days of paid military 
leave per year. A public employee is entitled to a paid military leave of absence for a 
period not to exceed 21 working days during each year beginning October 1st and 
ending the following September 30th. Military leave beyond the 21 days of paid time off 
will be unpaid. The employee may elect to use accrued vacation, compensatory time, 
exchange time, or other available paid time off during the period of military leave. Usage 
of the paid military leave entitlement will be calculated as follows:
• Employees will be charged with the use of paid military leave only for days on which 

they are actually scheduled to work.
• If an employee is scheduled to work a shift that begins on one calendar day and 

ends on the next, the employee will be charged with the use of military leave only for 
the first calendar day. If the employee is scheduled to work a shift that beings on one 
calendar day and ends later than the next calendar day, the employee will be 
charged military leave for each calendar day except the day on which the shift ends.

c. Employees should notify their supervisor as soon as they receive notice of the need to 
report for military duty and provide the supervisor with a copy of the military orders.

8. Leave for Spouses of Military Personnel (Non-FMLA)
a. During a period of military conflict declared by the President or Congress, an employee 

who is the spouse of a member of the Armed Forces, National Guard or Reserves is 
entitled to up to 15 days of unpaid leave while their spouse is on leave from deployment, 
or before and up to deployment. (This reason for leave may also be covered under 
FMLA leave for a qualifying exigency, although an employee need not meet the more 
stringent FMLA eligibility requirements in order to take this spousal military leave.) The 
purpose of this leave is to support the families of military personnel serving in military 
conflicts by permitting them to spend time together before a family member is deployed 
or while the family member is on leave from a deployment. An employee must work an 
average of 20 hours per week to be eligible for this family military leave.

b. An employee who seeks to take family military leave must provide the City of Anacortes 
with notice of their intent to take the leave within five business days of receiving official 
notice that the employee’s spouse will be on leave or of an impending call to active duty.
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The employee may substitute available accrued vacation, compensatory time, or 
exchange time leave for any part of this family military leave.

9. Bereavement Leave
a. In the event of the death of an employee’s immediate family member, time off with pay 

for employee’s regular scheduled workday will be granted to regular full time employees. 
The phrase “immediate family” for the purposes of the bereavement policy includes the 
employee’s spouse, domestic partner, brother, sister, father, mother, stepfather, 
stepmother, grandparent, children, stepchildren, grandchildren, father-in-law, mother-in- 
law, grandparent-in-law, sister-in-law, brother-in-law, daughter-in-law, and son-in-law.
i. Three consecutive workdays off with pay will be approved For bereavement within 

90 days of death of the immediate family member (Maximum 24 hours).
ii. Two additional consecutive workdays off with pay will be approved for travel from 

the employee’s home to the funeral or memorial service if the travel exceeds two 
hundred (200) miles each way. (Maximum 16 hours)

iii. Regular part-time employees who are scheduled to work twenty or more hours per 
week are eligible to receive Bereavement Leave. The amount of leave allowed will 
be pro-rated for regular part-time employees.

10. Leave due to Domestic Violence or Sexual Assault; Safety Accommodations
a. In compliance with Washington law, the City authorizes leave for employees who are 

victims of domestic violence, sexual assault, or stalking. It is also available to employees 
with a family member (child, spouse, domestic partner, parent, parent-in-law, 
grandparent, or person with whom the employee has a dating relationship) who is a 
victim of domestic violence, sexual assault, or stalking. The leave may be taken in 
blocks, intermittently, or on a reduced leave schedule. The amount of leave that an 
employee may take is limited to a “reasonable” amount. Domestic violence/sexual 
assault leave is unpaid, although an employee may elect to use the employee’s accrued 
paid leave (e.g., vacation, compensatory time, exchange time, or sick leave if it qualifies) 
in connection with such leave.

b. Domestic Violence/Sexual Assault Leave may be taken for the following purposes:
i. To seek law enforcement or legal assistance or to prepare for or participate in any 

legal proceeding related to domestic violence, sexual assault or stalking;
ii. To seek health care treatment for physical or mental injuries from domestic 

violence, sexual assault, or stalking, or attend to such health care treatment for a 
family member;

iii. To obtain (or assist a family member in obtaining) mental health counseling related 
to domestic violence, sexual assault, or stalking; or

iv. To participate in safety planning, to temporarily or permanently relocate, or to take 
other actions to increase the safety of the employee or family member relating to 
domestic violence, sexual assault, or stalking.

c. When possible, employees must give advance notice of the intention to take leave. If 
advance notice is not possible, employees (or their designees) must give notice of the 
need for this leave no later than the end of the first day the employee takes the leave.

d. The City of Anacortes may require verification to support the need for the leave. 
Depending on the situation, verification can take the form of police reports, court 
documents, or the employee’s own written statement of the need for the leave. Except 
where disclosure is authorized or required by law, the City of Anacortes will maintain 
confidentiality of all information provided by the employee in conjunction with the 
Domestic Violence/Sexual Assault Leave Act.

e. The City will also make reasonable safety accommodations for any employee who is the 
victim of domestic violence, sexual assault, or stalking. Accommodation may include, for 
example, modification of a telephone number or email address, a modified work
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schedule, or implementation of safety procedures. An employee in need of safety 
accommodations should contact Human Resources.

11. Leave Share Program
a. Eligible employees may donate excess vacation leave for use by another employee who 

is suffering from an extraordinary medical emergency requiring them to be out of work. 
Employees are eligible to receive shared leave when the severity of the emergency 
would cause the employee to take leave without pay or to terminate employment without 
shared leave. Employees who donate leave waive all rights to the donated leave.

b. Employees may request a leave donation when they have or expect to use all of their 
accrued leave (including vacation, sick, personal days, compensatory time, and 
exchange time) and would otherwise be on a leave without pay and has been found to 
be ineligible to receive industrial insurance benefits. The employee receiving a leave 
donation is required to provide medical justification and documentation both of the 
necessity for the leave and the length of time the employee reasonably can be expected 
to be absent due to the condition. While an employee is receiving shared leave, the 
employee continues to be classified as a City employee and shall receive the same 
treatment in respect to salary, wages, and employee benefits as the employee would 
normally receive if using the employee’s own accrued leave except that the shared 
hours received are not eligible for retirement benefits.

c. The maximum number of days an employee can receive of donated leave is 90 per 
calendar year. The Mayor and Human Resource Department retain discretion to 
determine the eligibility to receive donated leave.

d. The maximum amount of vacation leave an employee can donate per request, per 
calendar year is 40 hours. Donations and use of leave are on an hour-for-hour basis, 
without conversion for differentials between rates of pay received by the donors and the 
recipients.

12. Coordination of Wages with Worker’s Compensation
Worker’s Compensation provides partial wage replacement for injured employees. 
Employees receiving Worker’s Compensation as a result of a Labor and Industries Claim 
may choose to use their accrued sick leave or vacation leave to supplement the Worker’s 
Compensation wage replacement. If an employee elects to use accrued leave while 
receiving Worker’s Compensation benefits, the City will pay the employee his/her regular 
wages using accrued sick or vacation leave. If an employee elects this option, when the 
employee receives time loss payments from the Department of Labor and Industries, the 
employee must turn such payments over to the Finance Department. The Finance 
Department will use the worker’s compensation payment to replenish the employee’s sick 
leave or vacation leave balance that was drawn down at the employee’s current hourly wage 
rate. If an employee elects to use accrued leave while receiving Worker’s Compensation 
benefits, disciplinary action may be taken if time-loss checks are not returned to the City. 
Compensatory time, exchange time, and shift trades are not eligible for buyback and may 
not be used following a work-related injury or illness while an employee is receiving 
Worker’s Compensation pay.

13. Other Unpaid Leave
Subject to operational and other considerations, the Mayor may grant a leave of absence 
without pay for an absence not covered by any other type of leave. Any available accrued 
leave must be exhausted before an unpaid leave will be approved. An example of an 
absence that may qualify is a prolonged illness or medical condition for which an employee 
needs reasonable accommodation.

14. Administrative Leave
On a case-by-case basis, the Mayor may place an employee on administrative leave with or 
without pay for an indefinite period of time. Administrative leave may be used when it is in 
the City of Anacortes’ best interest, such as during the pendency of an investigation.
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15. Benefits During Leave
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Employees who are on a paid leave of absence shall continue to receive benefits they were 
entitled to prior to the start of their leave, including the accrual of vacation, sick leave, 
holidays, retirement, and health insurance benefits. Unless stated otherwise in these 
policies, benefits that accrue according to length of service, such as paid vacation, holiday, 
and sick days, do not accrue during periods of unpaid leave or during periods in which the 
employee receives workers’ compensation or PFML benefits. In certain cases, self-payment 
of insurance premiums may apply (see Policy 501 Health and Welfare Benefits 
EligibilityDisclosure).

16. Outside Employment During Leave
Employees who are on an approved leave of absence may not perform work for any other 
employer during that leave, except when the leave is for military service or explicitly 
approved by the Mayor.

17. Employees will only receive paid time off if they have accrued balances in the leave banks 
prior to the leave being taken. In addition, authorized days off for short-term absences will 
not be considered as working time for calculating weekly overtime compensation (see Policy 
209 Hours of Work).
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Policy 702a  Leave Table

The table below is a general overview of the various leave entitlements. Employees should refer 
to the specific leave policies for any details regarding applicable procedures for using these 
forms of leave.

Leave 
Law

Jurisdicti 
on

Paid 
Leave

Unpaid 
Leave

Family Members 
CoveredPer
sons 
Covered

Leave Allowed
Employer- 
Employee

Criteria

Family 
and 
Medical 
Leave Act 
(FMLA

Federal 
Law- US 
Dept of 
Labor 
29 CFR
825

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute 
or 
receives 
PFML
benefits

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute 
or 
receives 
PFML
benefits

Employee, 
Sspouse, child, or 
parent

12 weeks over a 
rolling 12 month 
period

All public 
employers; private 
employers with  
50 employees
within 75 miles

Employee who 
worked 1,250 
hours in previous 
12 months; has 
worked for 
employer for 12 
months; works at 
site with at least 
50 employees
within 75 miles

L&I Only Child, spouse, Use of paid leave No size
Family RCW available registered for care of a sick requirement;
Care Act 49.12.265 when domestic partner, family member Employee must

WAC 296- employee parent, parent-in- have a paid leave
130 has law, grandparent benefit

accrued
leave to
use

Washingt Title 50A Eligible Employee, Cchild 
(of any age),

12 weeks of For monetary

on Paid RCW employees child’s spouse, family or medical benefits,
Family WAC 192- may apply grandchild, leave, or employee must
and 500 to for partial grandparent, combined total of have worked 820
Medical 192-810 wage parent, parent-in- 16 weeks of hours for any WA
Leave Act replaceme law, sibling, or family and employer in

nt benefits spouse, son-in- medical leave; qualifying period;
through law, daughter-in- additional 2 for job-protected
ESD law, or any weeks if medical leave, employee

individual with leave involves must have worked
whom an incapacity of for City for 12
employee has a employee due to months and
relationship that pregnancy worked 1,250
creates an hours in the 12
expectation that months prior to
the employee will the leave
care for the
individual

Leave for 
Victims of 
Domestic 
Violence, 
Sexual 
Assault, 
and 
Stalking

L&I 
RCW 
49.76

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute

Employee, 
Cchild, spouse, 
parent, parent-in- 
law, grandparent, 
or person the 
employee is 
dating

Reasonable leave 
for domestic 
violence, sexual 
assault or stalking
- for legal, or law 
enforcement 
assistance, 
medical 
treatment, 
counseling, victim
advocate, safety, 
or relocation

All employers and 
employees;

No eligibility 
requirements
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Washingt 
on Paid 
Sick 
Leave

L&I 
RCW
49.46.210

Employee, 
Cchild, parent, 
parent-in-law, 
spouse, 
registered 
domestic partner, 
grandparent, 
grandchild, 
sibling, any family 
member where 
the relationship to 
the employee 
creates an 
expectation that 
the employee 
care for the 
person

Employees 
accrue one hour 
of paid leave for 
every 40 hours 
worked, to be 
used for 
employee’s own 
health condition or 
medical care; 
family member’s 
health condition or 
medical care; 
where workplace 
or child’s school is 
closed due to 
health reason; or 
reasons covered
by domestic 
violence leave law

All employers and 
employees

Leave for 
Spouses 
of Military 
Personnel

L&I 
RCW 
49.77

Spouse and 
Registered 
Domestic Partner 
of all military 
personnel

15 days leave per 
deployment prior 
to deployment or 
when spouse on
leave from 
deployment

All employers;

Employees who 
work
 20 hours a week 
on average

Pregnanc 
y 
Disability 
Leave

Washingto 
n Human 
Rights 
Commissi 
on

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute 
or is 
receiving 
PFML
benefits

Employee Covers leave 
during the period 
of actual disability 
caused by 
pregnancy or 
childbirth. There is 
no particular 
length of time set 
forth in the 
statute, but it is 
usually six to eight 
weeks for a birth 
without 
complications, 
depending on the 
doctor’s 
recommendations
.

Employers with 
8 employees

A woman who 
does not qualify 
for FMLA because 
her employer has 
fewer than
50 employees or 
because she has 
not worked for her 
employer long 
enough is still 
eligible for 
disability leave for 
pregnancy and 
childbirth related
conditions under 
WLAD.
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Policy 703 Rest Breaks

The City of Anacortes provides rest breaks during the course of each workday.

1. Nonexempt employees should receive a rest break of fifteen minutes at approximately the 
middle of every four hours of work not interrupted by a meal period (see Policy 704 Meal 
Breaks).

2. Supervisors are responsible for scheduling the time for nonexempt employees’ rest breaks 
and should consider the workload and the nature of the job performed. Whenever 
necessary, the frequency and time of rest periods may be changed.

3. Time spent on rest breaks will be compensated as working time (see Policy 209 Hours of 
Work). However, employees are expected to be punctual in starting and ending their breaks 
and may be disciplined for tardiness (see Policy 701 Attendance and Punctuality).

4. Employees are expected to take their rest breaks.
5. Mothers who choose to breastfeed their infants may express and collect breast milk during 

work hours. The City provides private space for breastfeeding. Each employee choosing to 
breastfeed can work with their supervisor or the Human Resource department to identify 
private space for the mother to express and collect breast milk. This space, other than a 
bathroom, will be shielded from view and free from intrusion by co-workers or the public. 
Employees may take reasonable breaks during work hours to express and collect breast 
milk. Break time which extends beyond normal paid breaks will be unpaid.

6. Employees on rest breaks may not interfere with other employees who are continuing to 
work (see Policy 603 Solicitation).
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Policy 704 Meal Breaks

The City of Anacortes provides meal breaks during the course of each workday.

1. Full-time employees are allowed a meal break near the middle of the workday. In 
departments operating on single shifts, the break will be sixty minutes. In departments 
operating on two or three shifts, the meal break will be thirty minutes, depending on 
operating requirements.

2. Part-time employees scheduled to work more than five consecutive hours during any 
workday will receive a meal break of the same duration as full-time employees in their 
department.

3. Supervisors are responsible for balancing workloads and scheduling meal breaks and 
should take into consideration the workload and the nature of the job performed. Whenever 
necessary, the duration and time of meal periods may be changed.

4. Employees required to work more than ten hours in any workday will be allowed a second 
meal break no later than six hours after returning from their first meal break.

5. Nonexempt employees will not be compensated for their meal breaks unless they are 
required to work during their breaks (see Policy 209 Hours of Work).

6. Nonexempt employees who are required to work or remain on duty during a meal 
break are still entitled to thirty total minutes of mealtime, excluding interruptions. 
Nonexempt employees must notify their Supervisor if they miss a meal break. 
Supervisors are responsible for ensuring that all nonexempt employees receive their 
full thirty minutes of mealtime, even if the original missed meal break is paid.

5.7. Nonexempt employees may waive their meal break if both they and the 
employer agree. Voluntary waivers must be documented and kept on file with the 
Human Resource Department. Employees may revoke their waiver at any time. 

6.8. Employees on meal breaks are not permitted to interfere with other employees 
who are continuing to work (see Policy 603 Solicitation).
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 Personal Conduct

Policy 801 Behavior Of Employees

The City of Anacortes finds that certain rules and regulations regarding employee behavior are 
necessary for efficient business operations and for the benefit and safety of all employees.
Conduct that interferes with operations, discredits the City of Anacortes (with the exception of a 
proper exercise of First Amendment, whistleblower, or other rights protected by law), or is 
offensive to customers or coworkers will not be tolerated.

1. Employees are expected at all times to conduct themselves in a positive manner in order to 
promote the best interests of the City of Anacortes. Appropriate employee conduct includes:
a. Treating all customers, visitors, and coworkers in a courteous manner;
b. Refraining from behavior or conduct that is offensive or undesirable, or which is contrary 

to the City of Anacortes’s best interests (see Policy 202 Productive Work Environment);
c. Reporting to management suspicious, unethical or illegal conduct by coworkers, 

customers, or suppliers (see Policy 605 Security);
d. Reporting to the Human Resources Director any threatening or potentially violent 

behavior of coworkers;
e. Cooperating with City of Anacortes investigations (see Policies 202 Productive Work 

Environment and 605 Security);
f. Complying with all City of Anacortes safety and security regulations (see Policies 601 

Employee Safety and the Safety Committee and 605 Security);
g. Wearing clothing appropriate for the work being performed (see Policies 601 Employee 

Safety and the Safety Committee and 802 Personal Appearance of Employees);
h. Performing assigned tasks efficiently and in accord with established quality standards;
i. Reporting to work punctually as scheduled and being at the proper workstation, ready for 

work, at the assigned starting time (see Policy 701 Attendance and Punctuality);
j. Giving proper advance notice whenever unable to work or report on time (see Policy 701 

Attendance and Punctuality);
k. Smoking only at times and in places not prohibited by City of Anacortes rules or local 

ordinances (see Policy 606 Tobacco Use); and
l. Maintaining cleanliness and order in the workplace and work areas.

2. The following are examples of conduct that is prohibited. Individuals engaged in these 
behaviors will be subject to discipline, up to and including termination (see Policy 807 
Disciplinary Procedure):
a. Possessing unlawful firearms or other weapons on City of Anacortes property (unless 

employee is required to carry a firearm or other weapon as a condition of 
employment);

b. Fighting or assaulting a coworker or customer;
c. Threatening or intimidating coworkers, customers, or guests;
d. Engaging in any form of discrimination, sexual or other harassment, or retaliation (see 

Policy 202 Productive Work Environment);
e. Reporting to work under the influence of alcohol, illegal drugs (including marijuana which 

remains illegal under federal law), controlled substances, or narcotics or using, selling, 
dispensing, or possessing alcohol, illegal drugs, or narcotics on City of Anacortes 
premises (see Policy 808 Drugs, Narcotics, and Alcohol);

f. Disclosing confidential City of Anacortes information (see Policy 806 Media Inquiries);
g. Falsifying or altering any City of Anacortes record or report, such as an employment 

application, medical reports, production records, time records, expense accounts, 
absentee reports, or shipping and receiving records;
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h. Stealing, destroying, defacing, or misusing City of Anacortes property or another 
employee’s or customer’s property;

i. Using City communication systems (including electronic mail, computers, Internet 
access, personal handheld devices and telephones), and social media in a manner 
inconsistent with or in violation of City policy (see Policy 804 Use of Communication 
Systems);

j. Refusing to follow management’s instructions concerning a job-related matter or being 
insubordinate;

k. Failing to wear assigned safety equipment or failing to abide by safety rules and policies 
(see Policy 601 Employee Safety and the Safety Committee);

l. Soliciting or distributing in violation of City of Anacortes policies (see Policy 603 
Solicitation);

m. Smoking where prohibited by state law and City of Anacortes rules (see Policy 606 
Tobacco Use);

n. Using profanity or abusive language (see Policy 804 Use of Communication Systems);
o. Sleeping on the job without authorization;
p. Gambling on City of Anacortes property;
q. Playing pranks or engaging in horseplay; and
r. Wearing improper attire or having an inappropriate personal appearance (see Policy 802 

Personal Appearance of Employees).
3. The examples of impermissible behavior described in (2), above, are not intended to be an 

all-inclusive list. At management’s discretion, any violation of the City of Anacortes’s policies 
or any conduct considered inappropriate or unsatisfactory may subject the employee to 
disciplinary action. Questions about this policy should be directed to the Human Resource 
Department.
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Policy 802 Personal Appearance Of Employees

The City of Anacortes requires each employee’s dress, grooming, and personal hygiene to be 
appropriate to the work situation. Employees are expected at all times to present a professional 
image.

1. Employees are expected at all times to present a professional image to customers and the 
public. Professional personal appearance, like proper maintenance of work areas, is an 
ongoing requirement of employment with the City of Anacortes. Radical departures from 
personal grooming and hygiene standards are not permitted.

2. Office workers and any employees who have regular contact with the public must comply 
with the following personal appearance standards and are expected to dress in a manner 
that is considered professional attire in similar business establishments. Employees should 
not wear suggestive attire or similar items of casual attire that do not present a professional 
appearance. Additionally, employees should refrain from the excessive use of scented 
products, which may cause discomfort or allergic reactions to others.

3. Employees who do not regularly meet the public should follow basic requirements of safety 
and comfort but should still be as neat and professional as working conditions permit.

4. Certain employees may be required to meet special dress, grooming, and hygiene 
standards, such as wearing uniforms, depending on the nature of their job.

5. On Fridays, the City of Anacortes allows employees (who are not required to wear a 
uniform) to dress in a more casual fashion than is normally required; however, employees 
are still expected to present a neat appearance and are not permitted to wear ripped or 
disheveled clothing, or similarly inappropriate clothing.

6. An employee who does not meet the standards of this policy will be required to take 
corrective action, which may include leaving the premises. Non-exempt employees will not 
be compensated for any work time missed because of failure to comply with this policy. 
Violations of this policy also may result in disciplinary action.
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Policy 803 Personal Finances Of Employees

The City of Anacortes expects employees to meet their financial obligations in a timely manner.

1. Employees should manage their personal finances so that they do not adversely affect job 
performance or the City of Anacortes’s image in the community. The failure of employees to 
meet financial obligations may impose an administrative and financial burden on the City of 
Anacortes through extra bookkeeping and the need to respond to legal notices and court 
orders.

2. The City of Anacortes will not disclose employee financial information to outside parties 
without express written permission from the employee, except as required by law.

3. The Payroll Manager of the Finance Department is the only person authorized to receive a 
writ of garnishment or attachment, a notice of levy by any taxing authority, or any other 
similar order requiring payment of a portion of an employee’s compensation to someone 
other than the employee. Human Resources will notify the affected employee and then 
Payroll will deduct the required amount from the employee’s earnings, up to the limit 
permitted by law.

4. No employee will be disciplined because their earnings have been garnished for one 
indebtedness. However, multiple garnishments (three or more in a 12-month period) may 
result in discipline, up to and including termination, depending on the circumstances of the 
case and any legal restrictions.
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Policy 804 Use Of Communication Systems

The City of Anacortes provides or contracts for the communications services and equipment 
necessary to promote the efficient conduct of its business.

1. Communications systems and equipment are provided by the City of Anacortes to facilitate 
the performance of City work. All communication systems must be used in compliance with 
applicable statutes, regulations, and the City’s policies including those that require a work 
environment free from discrimination and harassment. Employees are expected to use 
common sense and sound judgment to avoid any communication which is disrespectful, 
offensive, or illegal.

2. The City as provider of access to communication systems reserves the right to specify how 
the City’s network resources will be used and administered to comply with this policy. 
Message content sent from City communication systems reflects the City’s image, both 
positively and negatively. Employees may be subject to disciplinary action for using these 
resources in a manner other than for the intended purposes. The information sources 
available via the Internet are worldwide and constantly growing in kind and number. It is not 
possible for any organization to fully manage the types and content of information accessed 
by its systems and users. Nonetheless, the City reserves the right to restrict access to any 
data source if/when, in its sole discretion and after appropriate review, the City determines 
such a source to be problematic. These restrictions do not constitute an implication of 
approval of other non-restricted sources.

3. City communications property or equipment may not be removed from the premises without 
written authorization from the employee’s supervisor. Some resources (designated laptop 
computers and audio-visual equipment) are made available through a reservation system 
and may not require supervisory approval.

4. Employees should ensure that no personal correspondence appears to be an official 
communication of the City of Anacortes. Employees may be perceived as representatives of 
the City of Anacortes and, therefore, damage or create liability for the City. All outgoing 
messages, whether by mail, facsimile, e-mail, Internet transmission, or any other means, 
must be accurate, appropriate, and work- related. Employees may not use City of Anacortes 
stationery or postage for personal letters. Only the City of Anacortes may issue personalized 
stationery and business cards bearing the City’s logo.

5. Employees who do not have direct access to a City of Anacortes telephone should make 
provisions to have emergency or other necessary incoming calls routed to a department 
approved telephone or to Human Resources. Although the City of Anacortes will attempt to 
deliver personal messages to employees, it cannot and does not accept responsibility for 
the prompt or accurate relay of these messages.

6. See Addendum A Information Technology & Systems Policies for further details on IT, IS, 
and communication systems.
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Policy 805 Conflicts Of Interest

The City of Anacortes prohibits its employees from engaging in any activity, practice, or conduct 
which conflicts with, or appears to conflict with, the interests of the City of Anacortes. Since it is 
impossible to describe all of the situations that may cause or give the appearance of a conflict of 
interest, the prohibitions included in this policy are not intended to be exhaustive and include 
only some of the more clear-cut examples.

1. Employees are expected to represent the City of Anacortes in a positive and ethical manner. 
Thus, employees have an obligation to avoid conflicts of interest and to refer questions and 
concerns about potential conflicts to their supervisor.

2. Employees may not, directly, or indirectly whether on or off the job, engage in any conduct 
that is disruptive or damaging to the City of Anacortes.

3. Employees who marry or become members of the same household may continue 
employment as long as there is not:
a. A direct or indirect supervisor/subordinate relationship between the employees; or
b. An actual conflict of interest or the appearance of a conflict of interest.
Should one of the above situations occur, the City of Anacortes would attempt to find a 
suitable position within the City of Anacortes to which one of the affected employees may 
transfer. If accommodations of this nature are not feasible, the employees will first be 
permitted to determine which of them will resign. If no agreement between the employees 
can be reached, the City of Anacortes will decide which of the employees will be terminated.

4. Employees and their immediate family may not accept gifts, except those of nominal (i.e. 
less than $20.00) value, or any special discounts or loans from any person or firm doing, or 
seeking to do, business with the City of Anacortes. The meaning of gifts for purposes of this 
policy includes the acceptance of entertainment and free travel and lodging.

5. Employees may not give, offer, or promise, directly or indirectly, anything of value to any 
representative or any entity in connection with any transaction or business that the City of 
Anacortes may have.

6. Employees may not accept any employment relationship with any organization that does 
business with the City of Anacortes. This prohibition on employment includes serving as an 
advisor or consultant to any organization of that type, unless the activity is conducted as an 
assigned representative of the City of Anacortes.

7. Any conflict or potential conflict of interest must be disclosed to the City of Anacortes. failure 
to do so will result in discipline, up to and including termination (see Policy 807 Disciplinary 
Procedure).
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Policy 806 Media Inquiries

All media inquiries and other inquiries of a general nature should be referred to the department 
head or division manager. In addition, the Mayor must approve all press releases, publications, 
speeches, or other official declarations (see Policy 605 Security). The Mayor may authorize 
specific employees to respond to media inquiries on the City’s behalf without prior approval.
Questions about employee references or other information concerning current or former 
employees should be referred to Human Resources.
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Policy 807 Disciplinary Procedure

The City of Anacortes expects that all employees comply with the City of Anacortes’s standards 
of behavior and performance and that noncompliance with these standards must be corrected.

1. Under many circumstances, the City of Anacortes utilizes a policy of progressive discipline 
in which it attempts to provide employees with notice of deficiencies and an opportunity to 
improve. It does, however, retain the right and discretion to administer discipline in any 
manner it sees fit, and to terminate all at-will employees with or without cause.

2. Depending on the circumstances, the City of Anacortes may utilize the following procedures:
a. If an employee is not meeting City of Anacortes standards of behavior or performance, 

the employee’s supervisor may take the following action:
i. Meet with the employee to discuss the matter;
ii. Inform the employee of the nature of the problem and the action necessary to 

correct it; and
iii. Prepare a memorandum for the supervisor’s own records indicating that the 

meeting has taken place.
b. If there is a second occurrence, the supervisor may hold another meeting with the 

employee and take the following action:
i. Issue a written reprimand to the employee (Human Resources should assist in the 

preparation of the written reprimand);
ii. Warn the employee that a third incident will result in more severe disciplinary 

action; and
iii. Prepare and forward to Human Resources a written report describing the first and 

second incidents and summarizing the action taken during the meeting with the 
employee. This information will be included in the employee’s personnel file (see 
Policy 901 Personnel Records).

3. If there are additional occurrences, the supervisor may take the following action, depending 
on the severity of the conduct:
a. Issue an additional written reprimand or warning;
b. Typically, the employee should be suspended immediately, and an investigation of the 

incidents leading up to the suspension should be conducted to determine if any action 
such as termination should be taken; or

c. The supervisor must prepare and forward to Human Resources another written report 
describing the occurrences, indicating the timing between the occurrences, and 
summarizing the action taken or recommended and its justification.

4. The progressive disciplinary procedures described in (2), above, may also be applied to an 
employee who is experiencing a series of unrelated problems involving job performance or 
behavior.

5. The degree of disciplinary action administered depends on the severity of the infraction and 
will be carried out in accordance with this policy, or in accordance with applicable Civil 
Service Rules or collective bargaining agreements. It is the responsibility of management to 
evaluate the circumstances and facts thoroughly and objectively. In cases involving serious 
misconduct, or any time the supervisor determines it is necessary, the procedures contained 
in (2), above, may be disregarded. The supervisor should suspend the employee 
immediately and, if appropriate, recommend termination of the employee (see Policy 801 
Behavior of Employees). If appropriate, an investigation of the incidents leading up to the 
suspension may be conducted to determine what further action, if any, should be taken. 
Employees suspended from work generally will not receive or accrue any employee benefits 
during the suspension.

6. Pre-disciplinary Meeting
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a. In the case of suspension, demotion, or termination of an employee (other than 
probationary employees), the City will conduct a pre-disciplinary meeting. The pre- 
disciplinary meeting serves as a check against mistaken decisions and as an opportunity 
for an employee to furnish additional facts before a suspension or termination decision is 
finalized. The employee shall be provided with a notice of intended discipline. The notice 
shall include an explanation of the charges on which the recommendation is based, and 
the time and date for a pre-disciplinary meeting. If the employee fails or refuses to 
appear, the suspension, demotion, or termination may proceed. Pre-disciplinary 
meetings will be presided over by the Human Resources Director or designated 
representative.

b. A non-supervisory employee who is represented by a union may request that a union 
representative be present at a pre-disciplinary meeting. The meetings are intended to 
be informal. The employee may show cause why they should not be suspended, 
demoted, or terminated. Usually within two working days after the pre-disciplinary 
meeting, the Mayor or Human Resources Director will issue a decision on whether there 
are reasonable grounds to believe the charges against the employee are true and 
support suspension, demotion, or termination. A longer review period may be required in 
situations that are more complex.

7. Human Resources shall review and approve all recommendations for termination before any 
final action is taken (see Policy 213 Termination of Employment).

8. Employees who believe that this policy has not been followed, and wish to challenge the 
decision, must use the dispute resolution procedure (see Policy 902 Dispute Resolution 
Procedure).

9. If an employee who has been disciplined for relatively minor misconduct works a full year 
without further disciplinary action under this policy, the next failure to meet behavior or 
performance standards may be treated as a first occurrence under this policy; however, the 
City of Anacortes may still consider all past disciplinary actions in evaluating the employee 
(see Policy 302 Performance Reviews).
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Policy 808 Drugs, Narcotics, And Alcohol

The City of Anacortes is committed to protecting the health, safety and well-being of its 
employees and all individuals who come into contact with our employees and workplace. In 
addition, we strive to create and maintain a productive and efficient work environment in which 
all employees have an opportunity to thrive and be successful.

Recognizing that drug and alcohol use and abuse can pose a serious threat to these goals, the 
City of Anacortes is committed to providing a drug and alcohol-free workplace for all of its 
employees. This policy is in accordance with Chapter 296-800 of the Washington Administrative 
Code (WAC) and with the federal Drug Free Workplace Act.

This policy applies to all employees of the City. Employees who are required to maintain a 
commercial driver’s license (CDL) are also subject to the City’s Drug and Alcohol Policy for DOT 
Employees.

1. The City of Anacortes strictly prohibits the following in the workplace, on City property 
(including all City-owned, leased, and controlled premises, vehicles, and workstations 
whereby the employee is being paid by the City and is under the direct control and 
supervision of the City) or on work time:
a. the use, sale, distribution, dispensation, manufacture or possession of alcohol or drugs 

(including marijuana and other drugs included in Schedule I or II of the federal Controlled 
Substances Act) or drug paraphernalia;

b. the unauthorized use or distribution of prescription drugs;
c. the use of any legally obtained drug (prescriptions or over-the-counter medications) 

when such use may adversely affect an employee’s job performance, their safety or the 
safety of others, or any combination thereof;

d. reporting to work or working while under the influence of alcohol or drugs (including 
marijuana and other drugs included in Schedule I or II of the federal Controlled 
Substances Act). An employee will be deemed under the influence of a drug if the 
employee tests positive following a test conducted in accordance with this policy or when 
the employee acknowledges impairment.

2. Prescription medication. The possession and use of medically prescribed or over-the- 
counter drugs during work hours is permissible, subject to certain conditions. The employee 
shall have no obligation to inform the City of such use unless, according to a warning notice 
or the input of a physician or pharmacist, the drug may cause a possible impairment that 
could prevent the employee from performing their job safely or effectively. In such cases, the 
employee should notify their supervisor or Human Resources so that a determination can be 
made as to whether it is in the best interests of the City and the employee that the employee 
work, not work or be reassigned during the period medication is used. Medical information 
will be handled in a confidential manner. Notwithstanding the above, the medical use of 
marijuana that causes drug or drug metabolites to be present in the body above minimum 
thresholds established by federal law constitutes prohibited conduct regardless of whether 
the marijuana was used under the guidance of a medical practitioner and regardless of 
whether the medical practitioner advised that such use will not adversely affect the 
employee’s ability to safely and effectively perform job duties.

3. Workplace drug related convictions. The Drug Free Workplace Act of 1988 requires 
employees, as a condition of employment, to report any criminal convictions of drug-related 
activity in the workplace to the City no later than five (5) days following a conviction. Any 
such report should be directed to Human Resources. Employees convicted of workplace 
drug-related crimes may be subject to discipline up to and including termination.
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4. Drug and alcohol testing
a. The City of Anacortes asserts its right to test employees or applicants for alcohol and/or 

controlled substances to the extent allowed by law. This includes urine drug testing and 
evidential breath alcohol testing. Employee or applicant acceptance of testing, when 
required in accordance with this policy, is a mandatory condition of employment. 
Refusing to submit to such tests constitutes a violation of City policy and will result in 
termination of employment or, for an applicant, withdrawal of the job offer. The City of 
Anacortes reserves the right to test for drugs and/or alcohol as defined below:
i. Pre-employment – After receiving a conditional offer of employment, an applicant 

for a safety sensitive position must submit to, and successfully pass, a drug test.
ii. Post-accident – An employee who is involved in an accident that causes 

significant property damage while driving a vehicle for City business, or who 
sustains or causes an injury that requires medical attention, will be required to 
submit to drug and alcohol testing, unless the circumstances surrounding the 
accident do not indicate a reasonable possibility that drug or alcohol use was a 
contributing factor.

iii. Reasonable Suspicion – Reasonable suspicion is based on specific personal 
observations that a City of Anacortes management representative can describe 
and document (using a Reasonable Suspicion Testing and Documentation Form) 
regarding an employee’s appearance, behavior, speech and breath odor.

b. The City of Anacortes will follow the collection and drug testing guidelines and standards 
issued by the U.S. Department of Health and Human Services and the U.S. Department 
of Transportation (DOT).

c. To ensure the accuracy and integrity of the program, the City of Anacortes also will 
follow these employee protection guidelines:
i. For drug analysis, we will use a laboratory that has been certified by the Substance 

Abuse and Mental Health Services Administration (SAMHSA).
ii. A strict chain of custody will be used to ensure specimen integrity; a split specimen 

will also be collected.
iii. The process will ensure privacy and confidentiality of all test results.
iv. All positive drug test results will be confirmed by gas chromatography/mass 

spectrometry before they are reported to the City of Anacortes.
v. All confirmed positive, invalid, substituted, and adulterated results will receive 

medical review by a Medical Review Officer (MRO), who will give the employee an 
opportunity to provide possible medical explanations for the result.

vi. All negative test results will be reported to the designated employer representative.
d. In addition, when the City has a reasonable suspicion that an employee is violating any 

aspect of this policy, the employee may be asked by the City of Anacortes to submit 
immediately to a search or inspection at any time (including breaks and the lunch period) 
while on City premises or in City property. Any refusal to consent to a lawful search 
constitutes a violation of this policy and is grounds for disciplinary action, up to and 
including termination of employment.

5. Procedures for administering tests:
a. Drug screen

i. Upon identifying an event that requires testing (pre-employment, post-accident or 
reasonable suspicion), Human Resources will provide the employee with a non- 
DOT Custody and Control Form indicating the reason for the test and the specific 
services to be performed.

ii. The employee will report to a clinic or authorized collection site with the Custody 
and Control Form and photo identification within 60 minutes of notification. In the 
event of a post-accident or reasonable suspicion testing event, the employee will
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be transported to the collection site by a City of Anacortes management 
representative.

iii. Samples will be collected by personnel who have met DOT collector training 
requirements as specified by U.S. Department of Transportation (DOT) 
Regulations 49 CFR Part 40. Collectors will follow standard DOT collection 
procedures and use a non-DOT chain of custody form. A split sample collection is 
required.

iv. Shy bladder collections – In the event that an employee is unable to provide an 
adequate specimen on the first attempt, they will be given 40 ounces of water over 
a 3-hour period. The employee may attempt to provide a sample at any time within 
the 3-hour period. The employee must remain at the collection site until the 
collection is completed. If the employee is not able to provide an adequate 
specimen within 3 hours, the City of Anacortes Human Resources office will be 
notified immediately, and they will then notify the Medical Review Officer (MRO) for 
an evaluation. In this instance, the employee shall have the option to undergo a 
medical evaluation for “shy bladder” at their expense. If no medical explanation is 
found for their inability to produce urine, it shall constitute a refusal to test and be 
considered a failed test.

v. Suspected substitution or adulteration collections – If the employee provides a 
sample and the collection temperature does not register on the collection cup, or 
the collector suspects that the specimen has been adulterated (for example, it has 
a blue color or chemical odor that is not consistent with urine, such as bleach or 
perfume), that collection will be completed, and a second sample will be collected 
under same-gender direct observation. Both samples will be submitted to the lab 
for analysis, and both results will require MRO review. If an employee refuses to 
provide a second sample under observation, the event will be deemed as a refusal 
to test.
1. The sample will be shipped via courier to a SAMHSA-certified lab.
2. Each sample will undergo a screening test and, if it demonstrates a positive 

response for any drug, it also will be subject to a confirmation test by gas 
chromatography/mass spectrometry (GC/MS).

3. All negative results will be reported by an authorized SAMHSA-certified lab 
directly to the City of Anacortes. All results reported from the laboratory as 
positive, invalid, substituted, or adulterated results will be reported to the MRO 
for review. The MRO will contact the employee by telephone to give that 
individual an opportunity to provide a valid medical explanation for the positive 
result.

4. If the MRO accepts and employee’s explanation and/or documentation as a 
valid, medically acceptable explanation, the result may be deemed “negative” 
and reported to Human Resources as such. All results for which the MRO 
determines that there is no valid, acceptable medical explanation will be 
deemed a “confirmed positive” and reported to Human Resources as a failed 
test. The MRO may require a re-collection under direct observation in the event 
of some invalid results.

6. Breath alcohol
a. All alcohol tests will be conducted using an evidential breath testing device operated by 

a trained Breath Alcohol Technician who has met qualification and proficiency 
requirements.

b. The Breath Alcohol Technicians will use a non-DOT Alcohol Testing Form to record the 
test. The employer copy of the Alcohol Testing Form will be sent to Human Resources.

c. A breath alcohol result of  0.019 grams of alcohol/210 L of breath will be considered
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negative, and no further testing will be required for that incident.
d. A breath alcohol result of  0.020 grams of alcohol/210 L of breath will require a second, 

confirmatory test conducted no sooner than 15 minutes after the initial test. If the 
confirmation test result is  0.020 grams of alcohol/210 L of breath, the result will be 
considered positive and will be reported immediately to Human Resources.

e. If the result is positive, the employee will not be allowed to return to work, and 
arrangements must be made to provide transportation to the employee’s home.

7. Confidentiality. All information received by the employer through the program is confidential. 
Access to this information is limited to those who have a legitimate need to know.

8. Consequences. An employee’s refusal to do any of the following when required is 
considered non-compliance and may result in disciplinary action, up to and including 
termination of employment:
a. Take a drug or alcohol test.
b. Appear for testing.
c. Accept the EAP recommendations when required to use the EAP because of a positive 

drug test or due to violating a City rule pertaining to drugs or alcohol.
d. Comply with the conditions of a Last Chance Agreement.

9. First verified positive test: An employee may be terminated solely for a first-time confirmed 
positive drug or breath alcohol test. However, if not terminated, the employee will be given 
an opportunity for job retention through a Last Chance Agreement. This policy does not 
prohibit an employee from being terminated for reasons other than a confirmed positive test 
result. The availability of a Last Chance Agreement in a given situation, as well as the 
specific terms of that agreement, shall be subject to the City’s discretion and approval.

10. Second verified positive test: If an employee has a confirmed positive drug screen or 
positive breath alcohol test for a second time, the employee will be terminated immediately.

11. Implementation details
a. Supervisor training. The City of Anacortes will provide a supervisor training program to 

help supervisors recognize an employee with possible alcohol and/or drug problems. 
This program will train supervisors how to recognize specific performance or behavior 
criteria related to substance abuse and how to refer employees for assistance.

b. Employee education. The City of Anacortes will provide alcohol and drug awareness 
information for all employees. This will include the City of Anacortes policy on alcohol 
and drug abuse; the dangers of alcohol and drug abuse; and treatment and counseling 
services available through the Employee Assistance Program.

c. Employee Assistance Program. The City of Anacortes recognizes that alcohol and drug 
addiction can be successfully treated and is willing to help employees who suffer from 
these problems while holding them responsible for their own recovery. The City of 
Anacortes maintains an Employee Assistance Program (EAP). Employees may also 
have access to professional services through the City’s medical health insurance plans 
to aid them with any alcohol or drug problems. Employees who need help with drug 
and/or alcohol misuse or abuse are encouraged to use these resources.

12. Employees are strongly encouraged to seek help to address their drug or alcohol problems 
before such issues affect their performance or result in a positive drug or alcohol test. 
Seeking assistance after an employee has tested positive or demonstrated performance 
issues will not allow the employee to avoid the disciplinary consequences of his/her 
behavior. For employees seeking assistance for alcohol and/or drug problems, the EAP will 
be administered as follows:
a. Employees seeking help on their own, or who are referred to the EAP by their 

supervisor, will be provided assistance on a confidential basis without jeopardizing their 
employment status.

b. Employees who are offered a Last Chance Agreement in lieu of termination for a
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violation of this policy may be required to use the EAP and/or successfully complete a 
treatment program as a condition of continued employment. In such case, the employee 
may be required to authorize the EAP or treatment provider to disclose to the City 
information regarding compliance with the treatment program. A Last Chance 
Agreement may also include requirements for follow-up drug and alcohol testing for a 
period of two years as a condition of continued employment.
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 Miscellaneous

Policy 901 Personnel Records

The City of Anacortes maintains personnel records for applicants, employees, and past 
employees in order to document employment-related decisions, evaluate and assess policies, 
and comply with government record keeping and reporting requirements.

1. The City of Anacortes tries to balance its need to obtain, use, and retain employment 
information with a concern for each individual’s privacy. To this end, it attempts to maintain 
only the personnel information that is necessary for the conduct of its business or required 
by federal, state, or local law.

2. Human Resources is responsible for overseeing record keeping for all personnel information 
and will specify what information should be collected and how it should be stored and 
secured.

3. Employees have a responsibility to keep their personnel records up to date and should 
notify Human Resources in writing of any changes in at least the following:
a. Name;
b. Address;
c. Telephone number;
d. Marital status (for benefits and tax withholding purposes only);
e. Number of dependents;
f. Addresses and telephone numbers of dependents and spouse or domestic partner, or 

former spouse or domestic partner (for insurance purposes only);
g. Beneficiary designations for any of the City of Anacortes’s insurance, disability plans; 

and for the State Department of Retirement Systems.
h. Persons to be notified in case of emergency.
In addition, employees who have a change in the number of dependents or marital status 
should complete a new Form W-4 for income tax withholding purposes.

4. Employees may inspect their own personnel records and may copy, but not remove, 
documents in the file. Inspections by employees must be requested in writing to Human 
Resources and will be scheduled at a mutually convenient time. All inspections must be 
conducted in the presence of a designated member of Human Resources. A reasonable 
charge, not to exceed the actual cost to the City of Anacortes, will be made for any copies of 
records made by the employee.

5. Employees who believe that any file material is incomplete, inaccurate, or irrelevant may 
submit a written request for file revisions to Human Resources. If the request is not granted, 
the employee may place a written statement of disagreement in the file and make a 
complaint using the regular grievance procedure (see Policy 902 Dispute Resolution 
Procedure).

6. Only supervisory and management employees who have an employment-related need-to- 
know for information about another employee may inspect the files of that employee. The 
inspection must be approved and witnessed by Human Resources. Records containing 
medical information will be maintained in a secure and confidential file, separate from the 
personnel file.

7. Employees should refer all requests from outside the City of Anacortes for personnel 
information concerning applicants, employees, and past employees to Human Resources. 
Human Resources normally will release personnel information only in writing and only after 
obtaining the written consent of the individual involved. Exceptions may be made to 
cooperate with legal, safety, and medical officials who need specific employee information.

Page 178 of 320



103

In addition, exceptions may be made to release limited general information, such as the 
following: employment dates, position held, and location of job site.

8. The City follows the general retention schedules defined by the Local Government Records 
Retention Schedules established by the Washington State Archives.

9. The City customarily retains certain documents in the regular course of business as a part of 
an employee’s permanent record, even if no regulation requires retention. Examples of this 
type of document would include performance management memos, disciplinary or warning 
memos, and memos describing the outcome of an internal investigation.

The manager should consider first whether a document in this category should be routed to 
Human Resources. The manager should contact the Human Resources Director or 
representative if unclear whether or not the contents should be placed in the employee’s file. 
Other working documents that the manager may need:
a. Drafts, notes of conversations
b. Interviews or investigations
c. Email
d. Correspondence
e. Memos
f. Other working documents that may be needed to manage ongoing issues with 

employees. These documents may have little utility for anyone other than for the 
manager and/or the employee’s manager and that generally are not viewed by anyone 
other than HR, the manager, in some cases the employee, and perhaps Legal.

The following documents should be routed to Human Resources for inclusion in the 
employee’s personnel or medical file. Medical files are kept separately from personnel files.
a. Application forms/ resumes/letters of offer
b. Reviews/evaluation forms
c. Performance Management memos
d. Disciplinary memos
e. Memos regarding the result of any internal complaint/investigation that resulted in 

disciplinary action being taken
f. Termination/resignation notices
g. Documents regarding the offer and/or acceptance of severance benefits
h. Post-termination documents referencing a former employee’s eligibility or ineligibility for 

rehire
i. Applications for health, life, disability or other insurance or benefit program
j. Workers’ compensation claims
k. Leave of absence
l. Unemployment claims
m. Medical records
n. Physician’s releases
o. Documents pertaining to an ergonomic evaluation
p. Request for accommodation of a physical or mental condition.
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Policy 902 Dispute Resolution Procedure

The City of Anacortes believes that employees should have an opportunity to present their 
work-related complaints and to appeal management decisions through a dispute resolution 
procedure. The City of Anacortes will attempt to resolve promptly all disputes that are 
appropriate for handling under this policy.

1. Employees are encouraged to consult on a less formal basis with Human Resources, their 
supervisors, or other members of management regarding work-related complaints or 
disputes.

2. An appropriate dispute is defined as an employee’s expressed dissatisfaction concerning 
any interpretation or application of a work-related policy by management, supervisors, or 
other employees. Examples of matters that may be considered appropriate disputes under 
this policy include:
a. A belief that City of Anacortes policies, practices, rules, regulations, or procedures have 

been applied inconsistently to an employee;
b. Treatment considered unfair by an employee, such as coercion, reprisal, harassment 

(including sexual harassment), intimidation, or retaliation;
c. Improper or unfair administration of employee benefits or conditions of employment such 

as scheduling, vacations, fringe benefits, promotions, retirement, holidays, performance 
review, salary, or seniority.

3. If the employee seeks to complain about harassment, discrimination, or retaliation, this 
complaint should be directed to the Human Resources Director (see Policy 202 Productive 
Work Environment). If the employee believes that the Human Resources Director is 
involved, the employee should direct the complaint to the Mayor. For internal complaints, 
the Human Resources Director or Mayor will apply this dispute resolution process beginning 
at Step 3. For all other types of complaints, the dispute resolution procedure is the exclusive 
remedy for employees with appropriate complaints. Employees should notify the City of 
Anacortes in a timely fashion of any dispute considered appropriate for handling under this 
policy. As used in this policy, the terms “timely fashion,” “reasonable time,” and “promptly” 
generally will mean ten working days. Certain employees may have more than one source 
of dispute resolution rights, i.e. a collective bargaining agreement, the City’s Civil Service 
Rules, and this complaint process. Employees represented by a bargaining unit or who are 
covered under civil service rules should follow grievance procedures set out in their 
respective labor contracts or civil service rules where applicable. In all other cases, the 
procedures described in this section are to be used. Under no circumstances shall an 
employee have the right to utilize both this process and any other complaint or appeal 
procedure that may be available to the employee.

4. The dispute resolution procedure has a maximum of three steps, but disputes may be 
resolved at any step in the process. Disputes will be processed until the employee is 
satisfied, does not file a timely appeal, or exhausts the right of appeal under the policy. A 
decision becomes binding on all parties whenever an employee does not file a timely appeal 
or when a decision is made in the final step and the right of appeal no longer exists.

5. Employees who feel they have an appropriate dispute should proceed as follows:
a. Step One - Promptly bring the complaint to the attention of the immediate supervisor. If 

the dispute involves the supervisor, then the employee may proceed directly to step two. 
The supervisor, if authorized should investigate the complaint or refer it to Human 
Resources for handling, attempt to resolve it, and give a decision to the employee within 
a reasonable time. The supervisor should prepare a written and dated summary of the 
dispute and proposed resolution.

b. Step Two - Appeal the decision to the department head, if dissatisfied with the
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supervisor’s decision, or initiate the procedure with the department head if Step One has 
been bypassed. This appeal or initial dispute notification must be made in a timely 
fashion using a written form provided for this purpose. The supervisor’s version of the 
dispute and decision will then be submitted using a similar written form. The department 
head will, in a timely fashion, confer with the employee, the supervisor, and any other 
members of management considered appropriate; investigate the issues; and 
communicate a decision in writing to all the parties involved.

c. Step Three - Appeal an unsatisfactory department head decision to the Mayor. The 
timeliness requirement and procedures to be followed are similar to those in Step Two. 
The Mayor will take the necessary steps to review and investigate the dispute and will 
then issue a written, final, and binding decision.

6. Human Resources will provide training and support to supervisors and department heads in 
dealing with employee complaints. In addition, employees should be encouraged to consult 
with Human Resources, their supervisors, or other members of management on a less 
formal basis regarding employee complaints or disputes.

7. Final decisions on disputes will not be precedent-setting or binding on future disputes unless 
they are officially stated as City of Anacortes policy. When appropriate, the decisions will be 
retroactive to the date of the employee’s original dispute notification.

8. Information concerning an employee dispute should be confidential to the extent possible. 
Supervisors, department heads, and other members of management who investigate a 
complaint may discuss it only with those individuals who have a need to know about it or 
who are needed to supply necessary background information or advice.

9. Time spent by employees in dispute discussions with management during their normal 
working hours will be considered hours worked for pay purposes.

10. Employees will not be penalized for proper use of the dispute resolution procedure. 
However, it is not considered proper use if an employee raises complaints in bad faith or 
solely for the purposes of delay or harassment or repeatedly raises meritless disputes. 
Implementation of the dispute resolution procedure by an employee does not limit the right 
of the City of Anacortes to proceed with any disciplinary action that is not in retaliation for 
the use of the dispute resolution procedure. In addition, employees and supervisors are 
prohibited from retaliating against an employee who properly uses the dispute resolution 
procedure.

11. The City of Anacortes may, at its discretion, refuse to proceed with any dispute it determines 
is improper under this policy.
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Policy 903 Whistleblower Protection Act

The City of Anacortes, in compliance with the Local Government Employee Whistleblower 
Protection Act, RCW 42.41.050, encourages employees to disclose any improper governmental 
action taken by City officials or employees without fear of retaliation. This policy also safeguards 
legitimate employer interests by encouraging complaints to be made first to the City, with a 
process provided for speedy dispute resolution.

1. Improper governmental action is any action by a city officer or employee that is:
a. Undertaken in the performance of the official’s or employee’s official duties, whether or 

not the action is within the scope of the employee’s employment, and
b. In violation of any federal, state, or local law or rule, is an abuse of authority, is of 

substantial and specific danger to the public health or safety, or is a gross waste of 
public funds.

c. Improper governmental action does not include personnel actions including employee 
grievances, complaints, appointments, promotions, transfers, assignments, 
reassignments, reinstatements, restorations, re-employments, performance evaluations, 
reductions in pay, dismissals, suspensions, demotions, violations of collective bargaining 
or civil service laws, alleged violation of labor agreements or reprimands. In addition, 
employees are not free to disclose matters that would affect a person’s right to legally 
protected confidential communications.

2. Retaliatory action is any material adverse change in the terms and conditions of an 
employee’s employment. Emergency means a circumstance that if not immediately changed 
may cause damage to persons or property.

3. Employees who become aware of improper governmental action should follow these 
procedures:
a. Bring the matter to the attention of the Director of Human Resources, if non-involved, in 

writing that states in detail the basis for the employee’s belief that an improper action 
has occurred. This should occur as soon as the employee becomes aware of the 
improper action. Where the employee believes the improper action involves the Human 
Resources Director, the employee may raise the issue directly with the Mayor.

In the case of an emergency, where the employee believes that damage to persons or 
property may result if action is not taken immediately, the employee may report the 
improper governmental action directly to the appropriate government agency with the 
responsibility for investigating the improper action.

b. The Mayor or the Mayor’s designees shall promptly investigate the report of improper 
government action. After the investigation isn completed (within thirty (30) days of the 
employee’s report), the employee shall be advised of the results of the investigation. City 
of Anacortes officers and employees involved in the investigation shall keep the identity 
of reporting employees confidential to the extent possible under law, unless the 
employee authorizes the disclosure of their identity in writing. After an investigation has 
been completed, the employee reporting the improper governmental action shall be 
advised of a summary of the results of the investigation. To the extent allowed under the 
Public Record Act, personnel actions taken as a result of the investigation may be kept 
confidential.

4. An employee who makes a good faith effort to follow this policy is entitled to protection 
against retaliation pursuant to RCW 42.41.030.

5. In the case of an emergency, where the employee believes that damage to persons or 
property may result if action is not taken immediately, the employee may bypass the above 
procedure and report the improper action directly to the appropriate government agency
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responsible for investigating the improper action. Outside agencies to which reports may be 
made include, but are not limited to, the following:

Skagit County Prosecuting Attorney’s Office 
Washington Attorney General
Washington State Auditor 
Department of Labor & Industries 
Washington State Patrol
Washington Department of Natural Resources

6. Employees may report information about improper governmental action directly to an 
outside agency if the employee reasonably believes that an adequate investigation was not 
undertaken by the City to determine whether an improper governmental action occurred, or 
that insufficient action was taken by the City to address the improper action or that for other 
reasons the improper action is likely to recur.

7. It is unlawful for a local government to take retaliatory action because an employee, in good 
faith, provided information that improper government action occurred. Where an employee 
believes that retaliation has occurred for reporting an improper government action, the 
following procedures will apply:
a. Employees must provide a written complaint to the Human Resources Director within 

thirty days of the occurrence of the alleged retaliatory action. If the Human Resources 
Director is involved, the notice should go to the Mayor. The written charge must specify 
the alleged retaliatory action and the relief requested.

b. The Mayor shall investigate the complaint and respond in writing within thirty days of 
receipt of the written charge.

c. After receiving the response of the City of Anacortes or thirty (30) days after the delivery 
of the charge to the City of Anacortes, the employee may request a hearing before a 
state administrative law judge to establish that a retaliatory action occurred and to obtain 
appropriate relief provided by law. An employee seeking a hearing should deliver the 
request for hearing to the City of Anacortes Mayor within the earlier of either fifteen (15) 
days of deliver of the City of Anacortes’ response to the charge of retaliatory action, or 
forty-five (45) days of delivery of the charge of retaliation to the City of Anacortes for 
response.

d. Within five (5) working days of receipt of a request for hearing the City shall apply to the 
State Office of Administrative Hearing’s for an adjudicative proceeding before an 
administrative law judge. At the hearing, the employee must prove that a retaliatory 
action occurred by a preponderance of the evidence. The ALJ will issue a final decision 
no later than forty-five days after the date of the request for hearing, unless an extension 
is granted.

e. Additional information can be obtained on the Internet: https://sao.wa.gov/report-a- 
concern/how-to-report-a-concern/whistleblower-program/

Page 183 of 320

https://sao.wa.gov/report-a-concern/how-to-report-a-concern/whistleblower-program/
https://sao.wa.gov/report-a-concern/how-to-report-a-concern/whistleblower-program/


108

Policy 904 Emergency Operations

The City of Anacortes has a responsibility to protect the health and safety of the public during 
times of emergency. In order to carry out this responsibility, it is a requirement of the City of 
Anacortes that employees report to work after assessing the health and safety of their families. 
The City will make every effort to provide assistance to employees and their families to facilitate 
this reporting. The City realizes that employees will not be able to effectively work until family 
situations are taken care of first and foremost. This policy establishes guidelines for when 
employees will be required to report to work in the event of an emergency as declared. Further 
details can be found in the City’s full Emergency Operation Plan and Emergency Guides 
maintained by the City’s Emergency Manager.

1. Where and When to Report:
a. Department Directors will establish a staffing plan for essential functions which will be 

needed during an emergency. Employees should be informed in advance of where and 
when to report.

b. Employees are expected to make every effort possible to get to the assigned work site. 
If, due to road closures, the employee is unable to get to the assigned job site, the 
employees should report to the nearest City facility. It is also understood that some 
employees may be unable to get to work for a period after an event. At the same time, 
employees who are at work at the time of the event may be required to remain on the job 
to provide emergency services or may be unable to leave due to unsafe conditions. The 
City of Anacortes will assist them in contacting their families.

c. Employees who are unable to report should contact the designated department 
representative as soon as possible.

2. Family Needs: The initial reaction of most employees will be to try to determine the well- 
being of their own families. If at home at the time of the event, an employee’s first 
responsibility is to care for themselves and their family’s immediate needs, then report to 
work. If at work, employees can make every effort to establish contact with the family to 
determine status. The City will do all that is possible to assist you in contacting your family to 
ensure their safety. An updated “Emergency Contact Notification” form should be completed 
annually by you to ensure the proper contact person is notified. Contact the Human 
Resources department anytime you wish to update the form.

3. Location of City Emergency Operations: Employees should report to their regular place of 
employment. Should it become necessary to establish an Emergency Operation Center 
(EOC). The City’s EOC locations are as follows:
a. Primary: Police Station/Municipal Court, 1218 24th Street. If the Police Station is not 

available, employees should report to the secondary location.
b. Secondary: Fire Station 1, 1016 13th Street.

4. Emergency Notification:
a. Listen to your car or battery-operated radio for emergency updates and routine 

instruction. The dissemination of emergency warning information to the public is 
dependent upon the use of mobile sirens and public address systems located on police 
and fire vehicles. In addition to mobile sirens, City government will rely on the use of 
various media and the local Emergency Broadcast Systems (KLKI) and Community Alert 
Network (C.A.N) system to alert and inform the public.

b. The Mayor is the only City official authorized to activate the local Emergency Broadcast 
System to assist in emergency warning and dissemination of information to the public. In 
the absence of the Mayor, the Mayor Pro Tempore is in charge followed by the city 
attorney. The Emergency Broadcast System must be activated through the Skagit 
County Department of Emergency Management.
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5. Employee Role in an Emergency:
a. Report to Work: After your crucial personal and family emergency responsibilities have 

been met, and you are physically able, you are expected to report to work according to 
your department’s operational procedures following a major emergency.

b. Contact the City: If the telephone system is out and radio information is not forthcoming, 
you should report as soon as possible. During a major emergency, the telephone 
network will probably be overwhelmed and in some cases completely shut down. Every 
effort should be made to report to work or a place of work if unable to get to your work 
location.

c. Find out where you are needed: If phones are operative, you are to contact your 
respective department for information on when and where to report to duty. In a major 
emergency, the initial response to an emergency incident will be primarily provided by 
fire, police, and public works. The Incident Commander shall have the authority to 
request additional resources from other City departments.

d. Help for your family: Coordination of emergency welfare services (including, but not 
limited to shelter, feeding, and daycare) will be provided to immediate family members of 
City employees who are on duty.

e. Out-of-Town Reporting: If you live outside of Anacortes and cannot get into the City and 
cannot report via telephone, report to the nearest local Emergency Operation Center and 
request that governmental agency to contact Anacortes EOC for instruction. You may 
need to work in your town of residence.

f. What to Expect:
i. In the event of an emergency, you may not be doing the regular functions of your job. 

Each department will be assigned specific tasks. This may mean you will be doing 
whatever is necessary to care for and protect the City of Anacortes citizens. You may 
be working under a different organizational structure, i.e., one designed for the 
incident at hand, and a different chain of command. People who you now report to 
may not be the people you are assigned to in an emergency. Likewise, if you are in 
charge of others, you may have different people assigned to you. Whether given a 
pre-designated assignment in the emergency plan or not, be prepared to respond as 
needed.

ii. The citizens of Anacortes depend on municipal employees to be organized and 
deliver support services in a timely manner. We will do everything possible to meet 
those expectations.

iii. Remaining at work is essential until released by your department or the City’s 
Emergency Management Director. This makes it especially important for you to 
prepare your family.

iv. It is advised to establish an out-of-state telephone contact; someone that all family 
members can call should you be separated. Long distance service may be available 
even though local service is not.
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Policy 905 Telecommuting 

The City of Anacortes recognizes that a telecommuting arrangement may be a viable and 
mutually beneficial option when both the employee and the position are suited for such an 
arrangement. Working from home is a benefit of the City’s flexible workplace and not a 
guaranteed privilege. Quality public service, team cohesion, cross-team collaboration, and 
positive relationships are the core of our ongoing success and essential functions of every job. 
Each employee has a vital part to play in building and sustaining strong teams and providing 
quality public service. A team focus should be any employee’s priority over the telecommuting 
benefit.

Telecommuting means performing normal work duties, during regular business hours, away 
from the office, either at home or at an alternative worksite chosen by the employee, provided 
the location allows for the employee to work productively. Workdays that include attendance at 
trainings, conferences, representing the city at approved/recognized events, and similar 
activities are not considered telecommuting under this policy. Employees are expected to 
physically work within the City as necessary in order to be a part of the community they serve. If 
telecommuting impacts an employee’s ability to provide required internal or external customer 
service, telecommuting will be discontinued at the city’s sole discretion.

Telecommuting is a voluntary work alternative, and supervisors shall determine if an employee’s 
work is conducive to telecommuting. Telecommuting is not an entitlement and is not a citywide 
benefit. Telecommuting in no way changes the terms and conditions of employment with the 
City.

The amount of time the employee is expected to work per day or pay period will not change as a 
result of telecommuting. Telecommuting is not designed to be a replacement for the care of 
children or other individuals. Total telecommuting hours per week are discussed between 
supervisor and employee, with the intent that employees work at least three or more days a 
week in the office. There is no minimum hourly requirement for telecommuting. Temporary 
schedule adjustments can be made as necessary at supervisor approval.

Final decisions to allow telecommuting, the duration, and the employee’s schedule are 
approved by the department director, with additional oversight by Human Resources and the 
Mayor. 

1. Program Description
Telecommuting is voluntary and is a mutually agreed upon work alternative between the 
employee and supervisor. Either an employee or a supervisor can suggest telecommuting 
as a possible work arrangement. This arrangement can be modified at any time by the City 
or by mutual agreement between the employee, manager, and department head. All 
telecommuting arrangements are made on a case-by-case basis, focusing on the business 
needs of the City. Work must be specific, measurable, and have attainable performance 
expectations.

2. Eligibility

When evaluating a request to telecommute, the City will consider the following eligibility 
criteria:

Page 186 of 320



111

a. Nature of employee's duties and extent to which duties can be performed effectively 
working remotely,

b. The employee’s past and present levels of performance,
c. Job, work group, department, operational and customer service needs, including the 

impact on other staff members,
d. Equitable distribution of telecommuting work arrangements for similar type work,
e. Equipment needs,
f. Ability to return to the office on short notice from the telecommuting work location,
g. Telecommuting workspace condition, including those affecting safety and security, and
h. Other factors relevant to a particular situation.

3. Requirements
Employees and supervisors contemplating telecommuting as a work option must comply 
with the following requirements:
a. The employee must complete an alternative work schedule with remote option 

agreement, available on Laserfiche forms;
b. The employee must complete another alternative work schedule with remote option 

agreement if the employee would like to modify or terminate the telecommuting 
schedule, or if they change positions;

c. The employee must establish and maintain a safe work area that facilitates productivity 
and adheres to City policies regarding City equipment;

d. The City shall not be required to provide additional equipment to facilitate the 
employee’s ability to telecommute unless it is related to safety or disability 
accommodation; however, employees may be permitted to use City equipment (laptops, 
mobile devices, etc.) issued to them as part of their employment while telecommuting;

e. The employee must ensure that City-owned equipment will be well cared for, secure, not 
used by anyone other than employee, and returned as requested;

f. The supervisor must be satisfied that the telecommuting employee will be able to carry 
out work tasks in an acceptable manner;

g. The employee must work at least three or more days a week in the office; 
h. The employee must adhere to all requirements of the employer for hours tracking while 

telecommuting;
i. The employee must adjust their telecommute time to ensure their participation at 

required in person meetings and City events;
j. A supervisor may require an employee to appear in-person at City facilities during their 

normally scheduled telecommuting work hours after providing the employee reasonable 
notice based upon the employee’s circumstance;

k. The telecommuting employee must be a resident of Washington State and the 
alternative work location must be in Washington State; 

l. The employee’s telecommuting workspace environment must be free from disruptions 
and distractions that negatively affect attendance and/or the performance of job duties; 
and

m. Telecommuting work must not be used to provide active care for a child or other 
dependent. Employees should arrange care so as not to interfere with performing the 
requirements of their position. 

4. Telecommuting Security
Consistent with the City’s expectations of information security for employees working at the 
office, employees who are working remotely must ensure the protection of proprietary City 
information and confidential information accessible from their telecommuting work location. 
Steps include: 

a. Locking the computer when leaving the work area,
b. Installation of updates as they become available, 
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c. Secure handling and disposal of physical documentation,
d. Ensuring secure (password protected) internet service, 
e. And any other measures appropriate for the job and the environment. 

All telecommuting workers are responsible for all activity performed under their City account 
and must protect against any unauthorized use. If an employee’s access login or password 
has been compromised or if the telecommuting access user’s computer, laptop, or any City 
owned equipment is lost, stolen, or otherwise compromised, the Information Systems 
Department must be contacted immediately. City equipment should be used by the 
employee only. Additionally, all e-mail, documents and other materials created using 
telecommuting access privileges are public records and will fall under the disclosure rules of 
the Public Records Act. 

5. Telecommuting Safety
Employees are expected to maintain their workspace in a safe and ergonomically suitable 
manner, free from safety hazards. Injuries sustained by the employee in a telecommuting 
office location and in conjunction with regular work duties are normally covered by the City’s 
workers’ compensation policy. Employees working remotely are responsible for notifying 
their supervisor of any injuries as soon as practical and should complete an Incident Report 
Form. Employees should not have work-related persons (non-city employees), vendors, or 
other customers visit the employee at their telecommuting work site. 

6. Telecommuting Hours Worked and Meal/Rest Periods Requirements
Employees approved to work remotely are expected to work their assigned work schedule 
unless approved by their supervisor. They must also observe regular lunch and rest periods. 
For overtime eligible employees, any overtime hours require the advance approval of the 
employee’s supervisor. Failure to comply with this requirement may result in termination of 
the telecommuting work arrangement. An employee working remotely may be required by 
their supervisor to maintain a daily log of work activities and/or report their work activities. 
The employee will follow existing City policies to use paid sick, vacation time, or other 
accrued leave. 

7. Telecommuting Employee Availability/Responsiveness Requirements
An employee who is working remotely must be available and responsive during regularly 
scheduled work hours. Regardless of an agreed-upon telecommuting work schedule, if an 
employee’s in-person presence is needed, the employee must remain willing and able to 
come to the worksite to perform job duties. Supervisors should give at least 24-hour 
advance notice whenever possible. A request to come to the worksite during regularly 
scheduled work hours is not considered a schedule change. Reporting to the office from a 
telecommuting work location is commute time and is non-compensable. The City will make a 
reasonable effort to provide advance notice of any changes to an established regular 
telecommuting work schedule, but advance notice will not always be possible. 

8. Telecommuting Employee Disciplinary Action Requirements
Failure to follow the rules and guidelines stated in this policy may result in progressive 
disciplinary action up to and including termination and in accordance with the relevant 
collective bargaining agreement.

9. Tax Liability
Employees agree to be responsible for their own compliance with tax laws. The City is not 
responsible for substantiating an employee's claim for tax deductions for operating a home 
office. If a telecommuting employee has questions concerning whether home office 
expenses are tax deductible, that employee should seek advice from their tax consultant.

10. Residency
For employees who telecommute, each employee’s residence and alternative work location 
must be within the State of Washington. Tax requirements differ from state to state, and 
payroll cannot set up and file taxes outside the state of Washington. If an employee fails to 
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retain Washington residency, the employee will be expected to immediately resign or return 
to Washington State. Otherwise, the City will initiate the employment termination process.
If separation occurs, the employee is expected to return any City equipment by submitting a 
Help Desk ticket in advance for instructions on how to return equipment.

11. Working Out of State
Telecommuting during temporary travel or moving out of the State of Washington is allowed 
with supervisor approval and cannot exceed a total of thirty (30) calendar days in a calendar 
year (January 1 through December 31). Extension of telecommuting for working out of state 
in excess of 30 calendar days must have HR Director approval.
The employee is responsible for creating a mutually agreed upon work schedule with their 
supervisor. The work schedule cannot cause undue hardship to the division or department.
There is no guarantee that continued out-of-state telecommuting shall be permitted.

12. Ad Hoc Telecommuting
Ad hoc telecommuting arrangements may be requested by the employee in writing and 
approved by a supervisor for circumstances such as special projects, health-related 
accommodations, business travel, or other unexpected circumstances.  The employee will 
not be required to complete a telecommuting agreement during ad hoc 
telecommuting.  These arrangements are approved on an as-needed basis only, with no 
expectation of ongoing continuance, and focusing first on the business needs of the 
organization.  Ad hoc telecommuting may last a maximum of eighty (80) hours per 
circumstance leading to the need to ad hoc telecommute, or the employee and supervisor 
must complete an alternative work schedule with remote option agreement.
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 Addendum A - Information Technology & Systems Policies

A-1 Purpose

It is the policy of the City of Anacortes (“the City”) to maximize the cost-effective use of 
computer systems as a means of improving productivity. The City provides communication 
resources capable of offering computing resources, electronic mail (email), internet access, 
telephone and voicemail, cellular telephones, and other electronic communication devices 
(collectively referred to as the City’s Technology Resources) to employees to assist in and 
facilitate City business and communications. The primary purpose of the City’s network and 
systems is to provide service to the public as part of City business, in a manner that is 
consistent with the City’s vision and values.

This policy does not address all required, allowed, or prohibited behaviors by employees, but 
merely covers common examples. In general, the City relies on the good judgment of its 
employees to ensure that City Technology Resources are used in the public’s best interest.

A-2 Scope

These IS Policies provide for the oversight, use and protection of the City’s computing, 
networking, communications, and data storage systems that collectively comprise the City 
Network. This includes the acquisition, access, and use of software (including software as a 
service or SaaS), hardware and shared communication services, whether connected to the 
network, not connected to the network (standalone), or as a mobile device.

These IS Policies apply to all users who work on behalf of the City, including all personnel 
affiliated with third parties that access the City Network and its resources. Such users must be 
familiar with current policy regarding the acceptable use of these resources and must review 
these policy documents prior to accessing City information technology equipment and services.

A-3 Definition of Terms

1. Accounts (other) - Any non-active directory account associated with City resources or 
communication. For example, department social media accounts, Spillman, service 
accounts, specialized software accounts, etc.

2. City Network - The City of Anacortes Network data and voice networks, equipment, software 
that provides computing, communications, audiovisual and data storage activities in support 
of County business activities, whether networked or standalone. City Network is 
administered by IS.

3. City Network User - A City employee, contractor, consultant, appointee of the City or 
member of the City Council or commission that also has an active City account.

4. Confidential - As provided in RCW 42.56.420(4) and for purposes of these IS Policies, 
confidential means information regarding the infrastructure and security of computer and 
telecommunications networks, consisting of security passwords, security access codes and 
programs, access codes for secure software applications, security and service recovery 
plans, security risk assessments, and security test results to the extent that they identify 
specific system vulnerabilities, and other such information the release of which may increase 
risk of the confidentiality, integrity, or availability of agency security, information technology 
infrastructure, or assets. Confidential also means public records, either in whole or in part, 
that contain confidential information, including but not limited to, social security numbers,
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health and insurance information, and any combination of information that is exempt from 
public disclosure under chapter 42.56.250 RCW.

5. City Business - All communication, transactions, or services offered by the city
6. City Employee - Elected officials, full and part-time employees, temporary employees, 

volunteers, interns, or a person hired by the City through a temporary placement agency to 
perform work that otherwise would be performed by a City employee.

7. Data - Any information produced, transmitted, or stored in a digital format. Including data 
created during digital communication, web surfing, or usage of applications that generate log 
records.

8. Funding Source - Operational funds, general fund, capital equipment project funds, grant- 
funded project and program funds, research and development funds and donations of 
equipment, services, and cash.

9. Hardware - Hardware can refer to a complete physical digital device such as a computer or 
tablet or any number of its physical components or accessories, including a computers 
processor, RAM, graphics cards, hard drives, monitor, mouse, or keyboard.

10. IS Division - The City of Anacortes Information Systems & Technology Division.
11. Malware - Any form of malicious software including computer viruses, ransomware, trojan 

horses, keyloggers, worms, spyware, adware, or any other unwanted, unintended, or 
harmful programs running on the city network.

12. Mobile Device - Cellphone, tablet, or any multimedia-capable portable device that provides 
wireless Internet access or City Network connection. They allow for the communication of 
content that may include application, information and location-based services. The City may 
provide such mobile devices to selected employees for purposes of performing their job 
duties.

13. Public Disclosure - As a local government agency in the state of Washington, City of 
Anacortes Government is required by chapter 42.56 RCW, Public Records Act to follow 
specific guidelines in the management of its public records. These guidelines include 
adhering to retention schedules and the specific handling of public disclosure requests. 
They also include definitions of what is disclosable and what is not.

14. Public Record - Any record required to be made available during a public records request.
15. Removable Device - Any storage device or equipment that can be physically or wirelessly 

connected to a computer, laptop, or network device in order to expand its functionality and 
can be detached or removed with or without administrative privileges to the device. 
Examples include but are not limited to printers, scanners, smart phones, streaming devices, 
disk drives, hard drives, tape drives, microphones, speakers, cameras, thumb drives, or 
other devices with accessible flash memory, etc. For purposes of this policy, the word 
“device” also includes removable devices such as USB devices, cellular phones, etc.

16. Software - Any program, application, widget, running on a hardware device or in a cloud 
program such as a computer, cell phone, tablet, or web browser.

17. Technology - Implies any device containing or operated by a computer chip.
18. Text, Text Message, Texting - The act of composing and sending brief, electronic messages 

between two or more mobile devices over a cellular network, commonly using the Short 
Messaging Service (SMS) communications protocol.

A-4 Allowable Digital Equipment

Devices that qualify include, but are not limited to, City of Anacortes owned computers, laptops, 
tablet PCs, telephones, cellular devices, and combination devices such as smart phones. All 
use of digital equipment must be managed, including acquisition, maintenance, updates, and 
removal from service, by the IS Division and remain in compliance with all security policies of 
the City.
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A-5 No Expectation of Privacy

By using the City’s Technology Resources employees acknowledge and agree that they have 
no expectation of privacy or confidentiality in their use of these systems or in any data that they 
create, store, or transmit over the systems, including data generated through, an employee’s 
incidental personal use of the Technology Resources. Employees further agree that they are 
aware of, understand and will comply with the provisions of this policy, and that their use of the 
Technology Resources is monitored. Work related email messages, other electronic 
communications, and documents created on City or personal devices may be considered a 
public record subject to review, disclosure and/or subject to discovery in the event of litigation.

A-6 Ownership & Confidentiality

All software, programs, applications, data, data files and web pages relating to City business 
regardless of device ownership are property of the City. The City retains the right to access, 
copy, modify, destroy or delete the property. Data files containing:

1. Confidential or restricted data should be treated accordingly and should not be removed 
from the workplace without proper authorization. This includes, but is not limited to:
a. Certain records including those relating to or containing financial, medical or personal 

information.
b. Legal documents including but not limited to those relating to property transactions, 

litigation or claims against the City.
c. Banking and financial information including but not limited to transactions, credit cards, 

customer passwords, etc.

A-7 Use of Digital Equipment for Personal and City Business

For employees who are issued City devices, it is the City’s policy that employees use City- 
issued devices for City business. Failure to follow this policy could result in discipline up to and 
including termination and liability for failing to properly maintain records per the Public Records 
Act. Text messages and other electronic correspondence sent using a personal cell phone or 
device that pertain to City business or otherwise fall within the definition of a “public record” as 
defined in the Public Records Act are public records. Users have no right to privacy in City- 
owned cell phones or devices.

City of Anacortes employees are encouraged not to use personal devices for City business. An 
employee who uses their personal cell phone or device to send or receive text messages 
related to City business is required to follow this policy and shall be required to produce the 
device containing texts and other electronic data relating to City business in accordance with 
this policy.

A-8 Notice of Requirement for Public Records Act Compliance

All electronic data are the property of the City of Anacortes and may beare public records 
under the Public Records Act, chapter 42.56 RCW.

A-9 Acquisition Of Information Technology Resources

Acquisition of technology resources must conform to the provisions as defined in City of 
Anacortes Purchasing Policy, including but not limited to the following:
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1. The City of Anacortes Purchasing Policy requires the concurrence of the IS Division at the 
discretion of the IS Manager, for purchases for the following:
a. Software or hardware (including copiers, scanners, and mobile devices) that interfaces 

with or will be used on the City’s network or city-owned computer equipment.
2. Chapter 36.92 RCW requires that all data processing shall not be provided or acquired by a 

City department other than the IS Division.

Before acquisition, the IS Division must review and concur with all software, hardware, 
removable device (I.e., anything that connects via USB port, serial port, USB thumb drive, web 
cameras, etc.) and related maintenance and support contracts, whether the selected products 
or solution will be on the network or off, used by one or many people, and regardless of program 
and funding sources.

All software and hardware must be installed by the IS Division. Specialized software and 
hardware technologies exclusive to individual departments may be managed within the 
appropriate department, in coordination with and approval of the IS Division.

Most City hardware has a pre-determined lifecycle replacement period and must be surrendered 
for replacement on a 1:1 basis or retired, according to that schedule. Such technology may not 
be redeployed without the concurrence of the IS Division.

All hardware resources including computers, monitors, tablets, etc. purchased for in-office or 
field usage should reside at their assigned work location. Any changes made to hardware 
locations must be coordinated with the IS Division and the relevant Department Head.

A-10 City-Provided Cellular Telephones

The City of Anacortes recognizes that for certain job functions it is critical that an employee be 
accessible when away from the assigned work location, during times outside scheduled working 
hours, or during times of emergency. To accommodate these accessibility needs, the City will 
provide a mobile communications device to those certain employees, who will then be expected 
to be accessible as may be necessary. Use of such City-provided mobile communications 
devices are subject to the expectations described in this policy and no expectation of privacy. All 
cell phone use is subject to public disclosure, including calls made and received, text messages, 
photos, and data usage.

All City of Anacortes cellular phones are programmed with staff contacts to promote optimal use 
of the network. Employees should verify the contact list is up to date; the IS Division can assist 
with updating if necessary.

Employees are expected to monitor personal use of the internet, messaging, and other 
applications, to ensure that the City is being appropriately served. Employees must obtain 
authorization from their supervisor before incurring charges; for example, from downloading 
data, accessing a paid service, or installing an application.

The City reserves the right to audit and review usage of City-provided cell phones to ensure 
appropriate and reasonable use.

A-11 Downloads
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Downloading files from the internet or opening email attachments from sources outside the City 
can lead to malware infections that can severely damage or degrade the City’s network and/or 
data. The IS Division has installed anti-virus and anti-spyware software on all City computers 
and continuously updates signature definition files. However, that does not guarantee that all 
malware is detected, and blocked.

If you are downloading a file and receive a message that a virus or spyware has been detected, 
you must contact the IS Division immediately for assistance. Similarly, if you receive an email 
with a suspicious attachment, or from an unusual source, you must notify the IS Division before 
opening it. If you notice that your computer is behaving strangely or suspect some type of 
malware, notify the IS Division immediately.

A-12 Reasonable Use/Permissible Incidental Usage

The City provides software and hardware to employees for the primary purpose of supporting 
their job responsibilities. However, de minimus personal use may be permitted where such use 
does not interfere with employee or department productivity, nor distract from employees’ 
assigned work. De minimus personal use means:

1. Use does not compromise the security or integrity of City data or to the City Network.
2. Use does not result in a cost to the City.
3. Use does not interfere with the responsibilities and fulfillment of job duties.
4. Use is brief in duration and frequency.
5. Use does not distract from the conduct of City business.
6. It does not constitute any prohibited use, as discussed below.

A-13 Unallowable Use of Resources

Use of the City’s Technology Resources to engage in any communication that violates federal, 
state, or local laws or regulations, or any City policy, is strictly prohibited. In addition, the 
following uses of the City’s Technology Resources are inappropriate and prohibited, unless 
specifically exempted:

1. Usage for any type of unlawful harassment or discrimination, including the transmission of 
obscene or harassing messages to any individual or group or other protected status.

2. Usage that precludes or hampers City network performance.
3. Unauthorized copying or downloading of copyrighted material.
4. Usage that violates software license agreements.
5. Downloading of software programs (unless specifically approved by applicable Department 

Head and coordinated with the IS Division).
6. Sending anonymous messages and/or misrepresenting an employee’s name, position, or 

job description.
7. Deliberately propagating any virus, worm, malware, spyware, crypto-mining software, or 

other code or file designed to disrupt, disable, impair, or otherwise harm either the City’s 
networks or systems, or those of any other individual or entity.

8. Releasing misleading, distorted, untrue or confidential materials regarding City business, 
views or actions.

9. Use of Technology Resources in an excessive manner to deprive others of system use or 
resources, including the sending of bulk email for other than official business or forwarding 
“chain letter” emails of any kind.

10. The unauthorized use of another user’s login credentials, or the sharing of login credentials
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is prohibited.
11. Visiting Internet sites that are inappropriate for a work environment, or referencing, 

downloading and/or storing materials that are inappropriate in a work environment is 
prohibited unless such activity is specifically related to the City Network User’s job 
responsibilities and has been authorized by the IS & IT Manager. Examples of such 
prohibited content includes but is not limited to content from sexually explicit sites, and those 
associated with violence, hate crimes or illegal activities.

12. Conducting of outside business or commercial enterprise.
13. Supporting, promoting, or soliciting monetary or material contributions for any non-City 

sponsored organization or group, including religious activity, campaigning, or political 
activity.

14. Any use that results in the City being placed on blacklisted electronic mailing lists.

The preceding list does not address all prohibited uses, but merely covers common examples.

Any employee who violates these policies could be subject to disciplinary action, up to and 
including termination. In addition, employees may be held personally liable for damages 
incurred because of copyright and licensing requirements.

A-14 Electronic Document Management

Users must manage their electronic documents in accordance with record retention policies and 
procedures as defined and identified by Chapters 40.14 and 42.56 of the Revised Code of 
Washington.

A-15 General & Remote Access

The IS Division must authorize all access to central computer systems.

Employees may access the City’s Intranet, by pointing a web browser to:
https://www.cityofanacortes.org/945/Staff-Intranet and City email at: https://portal.office.com
and other cloud applications including Laserfiche, RGIS, Cartegraph, Civic Clerk, etc.

There are a limited number of laptops available for employees to check out for business-related 
travel or projects. These must be returned to the IS Division immediately upon returning, and 
before being connected to the City’s network.

1. VPN
Access to the City’s network via VPN (virtual private network) requires approval from the 
department head and mayor via a Laserfiche form. VPN accounts will be audited, and 
inactive accounts will be deactivated. Reactivation of intermittently used VPN accounts for 
vendor support purposes will be accommodated upon request.

2. Password Policy
The IS Division must authorize all access to City computer systems. Each user is 
responsible for establishing and maintaining a password that meets City requirements. The 
use of another person’s account or attempt to capture other users’ passwords is prohibited. 
Passwords must:
a. Have a minimum length of 12 characters,
b. Be complex. Passwords should have at least three of the following four types of 

characters:
c. Lowercase
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d. Uppercase
e. Numbers
f. Special characters such as .!@#$%^&*(){}[]
g. Passwords should not be easy to guess.
h. Should not be shared under any circumstance.
i. IS should be notified in the event of an accidental disclosure or breach of any City 

business related password.
j. Passwords should not be similar to the last 10 passwords used or reused across 

multiple systems.
k. Passwords should not be documented in a manner that is easily accessed by others, 

i.e., on a post-it note next to your computer.
l. The use of another person’s account or attempt to capture other users’ passwords is 

strictly prohibited.

A-16 Network Access and Usage

The IS Division must approve of any devices connecting to the City’s network. This includes 
PCs, network hubs and switches, printers, handhelds, scanners, remote connections, and 
wireless or wired devices.

Non-employee third parties (e.g., vendors, contractors) are required to have their PCs, laptops, 
etc. scanned by the IS Division for malware virus detection prior to connecting to the City’s 
network. Representatives of the contracting departments are responsible for assisting their 
contractors to engage the IS Division to perform these services. If third parties are required to 
access our enterprise network for the purposes of performing their duties, all individuals should 
sign a Remote Access form, Non-Disclosure agreement and may be required to complete a 
Network Security Training.

A-17 Public Network Access & Usage

City staff may use their own personal technology devices to access the public side (COA Guest 
network) of the City wireless network and connect to the internet for personal use. It should also 
be noted that the public network is NOT secure, and users connect to public Wi-Fi at their own 
risk thus there is an associated risk.

A-18 Social Media

Social media presents both an opportunity and risk to individual City departments, employees, 
and the City as a whole. New social media sites associated with the City must be created with 
prior Department Head approval. Site links and passwords must be shared with IS for archival 
purposes. As a general matter, social media posts should not be considered the best source of 
information on City business. Official City publications located on the website or through official 
press releases are the best location for accurate information.

A-19 Cyber Security Training

City employees are required to complete cyber security training within one month of hire. 
Employees may be subject to additional cyber security training if deemed necessary by the IS 
Division, HR Department, or the employee’s manager.

A-20 IS Help Desk
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It is the preference of the IS Help Desk to receive requests via email to generate a Help Desk 
ticket at helpdesk@cityofanacortes.org. Urgent requests can be made via phone at 360-588- 
8230 or x5555 but should also be followed up with an email to generate a ticket.
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 Addendum B - Continuation coverage rights under COBRA

To: City of Anacortes Employees
From: City of Anacortes
Subject: COBRA health care continuation coverage

This notification is being sent for your information only as a reminder of your COBRA 
rights and obligations. There has been no COBRA qualifying event to trigger this notice.

You and your covered family members may continue coverage under your health plan provided 
through the AWC Trust (AWC Trust) in certain instances when coverage would otherwise be 
lost. When you first become covered by your health plan, this “Initial COBRA Notification” 
explains your rights and obligations should your employment end or certain other events 
occur which cause you to lose your medical coverage. This notice is also sent to employees 
and retirees on an annual basis in order to remind you of your COBRA rights.

COBRA coverage will be the same as that provided to employees (or if you are on a retiree 
plan, retirees) and their covered family members, including domestic partners. This includes 
open enrollment changes and adding dependents due to birth or marriage.

Rules for the continued coverage are provided by federal law – the Consolidated Omnibus 
Budget Reconciliation Act of 1985 (COBRA), as amended, and its regulations. COBRA 
continuation coverage is continuation of Plan coverage when coverage would end because of a 
life event known as a “qualifying event.” Under COBRA, you can continue medical coverage if 
you have any one of these qualifying events that causes you to lose to coverage under the plan:

• Your employment terminates for any reason other than for gross misconduct. If you 
decide not to return to employment at your employer during FMLA leave, you will be 
offered COBRA at the earlier of the date your FMLA leave ends or the date you tell 
your employer that you will not return to work after the FMLA leave.

• You are no longer eligible for coverage due to reduced work hours.

Your covered family members can continue coverage if their coverage ends because of one of 
these qualifying events:

• One of the two qualifying events listed above;
• Your death;
• Legal separation, divorce, or termination of domestic partnership; or
• Your child is no longer eligible for coverage under the Plan as a “Dependent child,” 

due to age or loss of disability status.

Persons who are eligible to continue coverage under COBRA are called “qualified beneficiaries.” 
You may change your coverage and add or cancel coverage for eligible family members (1) 
during any annual or other open enrollment period that is offered; and (2) during any special 
enrollment period applicable to your coverage.

When the qualifying event is the end of your employment, the reduction of hours of your 
employment, or your death, your employer will notify the AWC Trust of the qualifying event 
within 30 days of the event.

You must give notice of some qualifying events. You or a family member is responsible for 
notifying the AWC Trust of a qualifying event which is your legal separation, divorce, termination
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of domestic partnership, or your Dependent child ceasing to be eligible for coverage. Such 
notice must be provided in writing within 60 days of the qualifying event to the AWC Trust either 
through your employer, or as provided in the “Notice Procedures” below.

Failure to furnish notice in accordance with these rules will result in a loss of coverage 
continuation rights that are otherwise available under COBRA.
How to apply and pay for COBRA
You must follow the steps below to apply and pay for COBRA continuation coverage.

Within 14 days after the AWC Trust receives notice of your qualifying event, a COBRA 
enrollment form will be mailed to the address listed on your employment record.

To elect continuation coverage, complete the enclosed COBRA election notice and return it to 
the AWC Trust. You and your dependents have 60 days from the later of the date you lost 
coverage or the date of the enclosed COBRA election notice. Each qualified beneficiary (family 
member) who was covered under the plan at the time of loss of coverage has a separate right to 
elect COBRA continuation coverage. For example, the employee’s spouse may elect COBRA 
coverage even if the employee does not. COBRA coverage may be elected for only one, 
several, or for all dependent children who are qualified beneficiaries. A parent may elect to 
continue coverage on behalf of any dependent children. The employee or the employee's 
spouse can elect COBRA coverage on behalf of all of the qualified beneficiaries.

You must make your first payment for continuation coverage no later than 45 days after 
the date of your election. The 45 days is measured from the date your Election Notice is post- 
marked. Note that your COBRA benefits will not begin until payment is received. Your first 
payment must be made in full, including all payments due back to the effective date of 
your COBRA coverage. Failure to make timely payment within the 45-day period will result in 
termination of your continuation coverage and loss of all COBRA rights.

After you make your first payment for continuation coverage, you are required to make monthly 
payments for each subsequent coverage period. Although monthly payments are due on the 
first day of the month of coverage, the AWC Trust allows a grace period of 60 days after the first 
day of the coverage period. Your continuation coverage will be provided for each coverage 
period as long as payment for that coverage period is made before the end of the grace period. 
Failure to make payment in full before the end of the 60-day grace period will result in 
termination of your coverage and loss of all COBRA rights. COBRA coverage will not be 
reinstated. In the event that you do not receive a monthly billing, it is still your responsibility to 
make your payment no later than the end of 60-day grace period.

Cost of COBRA coverage
You pay the full premium cost of COBRA coverage, plus a 2% administrative fee, as permitted 
by law.

Duration of COBRA coverage
Your COBRA continuation coverage is effective the first of the month following the date of your 
loss of coverage. In the case of a loss of coverage due to the end of employment or reduction in 
hours of employment, COBRA coverage generally may be continued for up to a total of 18 
months. In the case of losses of coverage due to an employee’s death, divorce or legal 
separation, or a dependent child ceasing to be a dependent under the terms of the plan, 
coverage may be continued for up to a total of 36 months.
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When the qualifying event is the end of employment or a reduction of hours, and the employee 
became entitled to Medicare benefits less than 18 months before the qualifying event, COBRA 
coverage for qualified beneficiaries (other than the employee) who lose coverage as a result of 
the qualifying event can last for a period of no less than 36 months from the date the employee 
became entitled to Medicare.

Disability extension
An 11-month extension of coverage may be available if any one of the qualified beneficiaries is 
determined by the Social Security Administration (SSA) to be disabled. The qualified beneficiary 
must receive a Social Security Determination and provide a copy of the SSA Disability Award 
letter to AWC within the first 18 months of the COBRA continuation coverage. Failure to 
provide the SSA Disability Award letter timely will result in the loss of your right to 
extend COBRA coverage.

Each qualified beneficiary who is enrolled in COBRA coverage at the time of the disability 
determination will be entitled to the 11-month disability extension. If SSA determines the 
qualified beneficiary is no longer disabled, you must notify AWC of that fact within 30 days after 
that determination.

Second qualifying event extension
An 18-month extension of coverage is available to spouses and dependent children who are 
qualified beneficiaries enrolled in COBRA coverage if a second qualifying event occurs during 
the first 18 months of COBRA coverage. The maximum amount of COBRA coverage available 
when a second qualifying event occurs is 36 months. Second qualifying events include the 
death of a covered employee, divorce or separation from the covered employee, or a dependent 
child reaching the limiting age for coverage under the plan. These events can be a second 
qualifying event only if they would have caused the qualified beneficiary to lose coverage under 
the plan if the first qualifying event had not occurred. You must notify the AWC Trust within 
60 days after a second qualifying event occurs if you want to extend your continuation 
coverage. Failure to provide notice within 60 days will result in the denial of any COBRA 
coverage extension.

Termination
COBRA coverage will be terminated before the end of the maximum period if:

• any required premium is not paid in full on time,
• a qualified beneficiary becomes covered under another group health plan after electing 

COBRA,
• a qualified beneficiary becomes entitled to Medicare benefits (Part A, Part B, or both)

after electing COBRA,
• the employer ceases to provide any group health plan for its employees.

Special considerations in deciding whether to elect COBRA
In considering whether to elect COBRA, you should take into account that you have special 
enrollment rights under federal law. You have the right to request special enrollment in another 
group health plan for which you are otherwise eligible (such as a plan sponsored by your 
spouse’s employer) within 30 days after your group health coverage under the plan ends 
because of one of the qualifying events listed above. You will also have the same special
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enrollment right at the end of the COBRA coverage if you get COBRA coverage for the 
maximum time available to you.

In addition to COBRA coverage, you should consider health coverage alternatives that may be 
available to you through the Health Insurance Marketplaces. In the Marketplace, you could be 
eligible, depending upon your household income and other factors, for a new kind of tax credit 
that lowers your monthly premiums right away. At the Marketplace, you can see what your 
premium, deductibles, and out-of-pocket costs will be before you make a decision to enroll in 
any available insurance. Being eligible for COBRA does not limit your eligibility for a tax credit 
through the Marketplace. For more information about health insurance options available through 
the Health Insurance Marketplace in Washington, visit www.wahealthplanfinder.org. For 
information about health insurance options in other states, visit www.healthcare.gov.

Address changes
In order to protect your family's rights, you should keep your employer and the AWC Trust 
informed in writing of any changes in the address or marital status or domestic partnership of 
family members. You should also keep a copy for your records of any notices you send to the 
AWC Trust, your employer, or anyone else concerning COBRA.

This notice does not describe all information concerning your continuation rights under federal 
law. More complete information regarding such rights is available by contacting the AWC Trust.

COBRA notice procedures
Any notice that you provide must be in writing to the AWC Trust as described below: Oral
notice, including notice by telephone, is not sufficient. You must mail, fax or hand-deliver your 
notice addressed as follows:
Mail or hand-deliver to: 
AWC Trust
1076 Franklin Street SE 
Olympia, WA 98501

Fax to: 
AWC Trust
360-753-0149

If mailed, your notice must be postmarked no later than the last day of the required notice 
period. In addition to the information required by the Plan for the notice, all notices you 
provide must state:

• The name of the plan,
• The name and address of the employee or former employee,
• The name(s) and address(es) of the qualified beneficiary(ies), and
• The qualifying event and the date it happened.
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RESOLUTION NO.  3181

A RESOLUTION REGARDING PERSONNEL POLICIES AND BENEFITS FOR THE 
CITY OF ANACORTES EMPLOYEES AND SUPERSEDING IN ITS ENTIRETY 

RESOLUTION NO. 3120 PASSED AND APPROVED ON THE 12TH DAY OF JUNE 
2023.

WHEREAS, the City of Anacortes believes that it is in the best interest of the City and its 
employees to have written personnel policies to help the City of Anacortes meet its 
mission statement, to prevent misunderstandings and problems, and to ensure all 
employees understand expectations, and

WHEREAS, these policies have been prepared as a guide and reference for employees. 
Nothing in these policies create an express or implied contract or promise concerning 
the City of Anacortes' s policies or practices, including policies or practices it will 
implement in the future. The City of Anacortes retains the right to establish, change, and 
abolish these policies, practices, rules, and regulations at will and as it sees fit.

NOW, THEREFORE BE IT RESOLVED by the City Council of the City of Anacortes, 
Washington, as follows:

The Mayor and City Clerk are hereby authorized and directed to execute said personnel 
policies, a copy of which is attached hereto and by this reference made part hereof, as 
the official act and deed of the City of Anacortes.

PASSED AND APPROVED this 28th day of April 2025.

CITY OF ANACORTES:

   _______________________________
   Matt Miller, Mayor

ATTEST:

   ___________________________________________
Steven D. Hoglund, City Clerk Treasurer

APPROVED AS TO FORM:

   ___________________________________________
Darcy Swetnam, City Attorney
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Personnel Policies

RESOLUTION No. 3181

Updated April 28, 2025
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 PERSONNEL RESPONSIBILITIES

Policy 100 Receipt Of Personnel Policies

All employees should read the following, and then sign, date and return the form to Human 
Resources. The form will be placed in the employee’s personnel file.

Enclosed are the City of Anacortes’ Personnel Policies. It is your responsibility to read these 
policies, as they will acquaint you with your employee benefits, our personnel practices and 
rules, and organizational philosophy. The most current personnel policies are always available 
on the City website for your review. Please pay special attention to our Addendums that contain 
additional policies and information.

It is important to understand that these policies do not create an employment contract or a 
guarantee of employment of any specific duration between the City and its employees. These 
policies are general guidelines and do not constitute promises of specific treatment in specific 
circumstances. Although we hope that your employment relationship with us will be long term, 
we recognize that at times things do not always work out as hoped, and either of us may decide 
to terminate the employment relationship.

As the City grows and changes, the Personnel Policies may change. The City, therefore, 
reserves the right to revise, supplement, clarify or rescind any policy or portion of a policy when 
deemed appropriate by the Mayor. You will be notified of any such changes.

If you have any questions about these policies or any other policies of the City, please feel free 
to ask your supervisor, department head, Human Resources, or the Mayor.

I have read and understand the statement above.

Employee Signature

Employee Printed Name

Date
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Policy 101 Mayor’s Letter

To: All Supervisors & Managers 
Re: Personnel Policies

The Personnel Policies have been prepared as a guide and reference for members of 
management at all levels of supervisory responsibility. This information is to be used to help 
guide employer/employee relations. The Personnel Policies have the approval of the City 
Council, Mayor, and department heads.

We believe that it is in the best interest of the organization and our employees to have written 
personnel policies to help the City of Anacortes meet our mission, to prevent misunderstandings 
and problems, and to ensure that all employees know what is expected of them. It is essential 
that all members of management understand the role of these policies in meeting the 
organization’s objectives and in limiting our legal exposure.

Any policy, however, is only as good as its implementation. Supervisors and managers who are 
in direct contact with, and responsible for, a group of employees are essential to effective policy 
implementation. You are the individuals who must translate these ideas and principles into 
action.

Please understand that no supervisor, manager, or representative of the City has the authority 
to make any written or verbal statements or representations which are inconsistent with these 
policies without prior written approval from the Mayor. We depend upon you for the successful 
development of a productive, legal, and harmonious working environment for our employees.

Accordingly, I request that you thoroughly familiarize yourself with the contents of these 
Personnel Policies so that all policies and procedures of the organization may be administered 
appropriately.

Mayor Matt Miller
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Policy 102 Function of Personnel Policies

These personnel policies (“policies”) should be used as an outline of the basic personnel 
policies, practices, and procedures for the organization.

1. The Personnel Policies contain general statements of the City of Anacortes and should 
not be read as including the details of each policy. However, in many cases details are 
provided and appropriate cross-references are made. These policies should not be 
interpreted as forming an express or implied contract or promise that the policies 
discussed in it will be applied in all cases. The City of Anacortes may add to the policies, 
revoke, or modify them from time to time. The City will make efforts to keep the policies 
current, but there may be times when policy will change before this material can be 
revised.

2. These policies shall apply to all City employees. They shall not apply to independent 
contractors or elected officials, provided that the policy sections on Reimbursement of 
Employee Expenses (see Policies 401-405) and Employee Benefits (see Policies 501and 
507) shall apply to the Mayor, who shall be eligible to participate in City employee benefit 
programs and subject to applicable policies regarding those benefit programs. In the event 
of conflict between any provision of these policies and any provision of a valid and effective 
collective bargaining agreement, employee contract, or applicable Civil Service Rules and 
regulations, the provisions of the contract and/or the Civil Service Rules shall govern. In all 
other cases, these policies shall govern.

3. Except as specified below, non-represented employees can be terminated only “for cause.” 
Simply defined, “for cause” generally means that the employer has a valid performance, 
conduct, or attitude-related reason for disciplining or terminating the employee, or that there 
is a valid budgetary, operational, or other legitimate reason for termination. Probationary 
employees are “at-will” employees and can be terminated without cause. Employees who 
have an individual contract designating their employment as “at will” can also be terminated 
without cause.

4. Human Resources is responsible for distribution of the Personnel Policies to employees.
5. Human Resources will continue to review and recommend changes to the Mayor in the City 

of Anacortes’ personnel policies. Department heads and supervisors are encouraged to 
recommend changes or new policies. Human Resources is responsible for disseminating 
new policy information.

6. Department heads and supervisors should refer to the policies whenever questions of policy 
interpretation or implementation arise. Issues needing clarification should be referred to 
Human Resources. From time to time, the City may adopt temporary or emergency policies 
and practices to address a public health emergency or other unusual circumstances. Such 
policies and procedures will be communicated to affected employees as appropriate to the 
situation. Employees are responsible for reviewing and complying with any policies or 
addendums that supplement these policies.

7. Terms as used in the policies:
a. “Supervisor” means an individual with the authority to assign, direct, and review the work 

of one or more subordinates; and
b. “Domestic Partner” means a person whom an employee identifies as their domestic 

partner and who together are registered as a domestic partnership with the Washington 
State Secretary’s State Registry.

c. “Protected Class” means groups protected from discrimination by law on the basis of 
race, religion, creed, color, genetic information, sex/gender, sexual orientation, gender 
expression, gender identity, pregnancy, age, national origin, citizenship or immigration 
status, disability or use of a trained guide dog or service animal by a person with a 
disability, status as a victim of domestic violence, sexual assault, or stalking, marital
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status, honorably discharged veteran or military status, and any other status protected 
by local, state, or federal law.
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Policy 103 Code of Conduct

The City of Anacortes implements fair and effective personnel policies and requires all 
employees to support the City’s best interests.

1. The City of Anacortes is committed to a mutually rewarding and direct relationship with its 
employees. Thus, the City of Anacortes:
a. Provides equal employment opportunity and treatment regardless of protected class 

(see Policy 202 Productive Work Environment);
b. Provides compensation and benefits commensurate with the work performed (see 

Policies 300-305 Pay Practices);
c. Establishes reasonable hours of work based on the City of Anacortes’ needs (see Policy 

209 Hours of Work);
d. Monitors and complies with applicable federal, state, and local laws and regulations 

concerning employee safety (see Policy 601 Employee Safety and the Safety 
Committee);

e. Offers training opportunities for those whose talents or needs justify the training;
f. Enforces workplace policies in such a manner that does not interfere with, restrain, or 

prevent employees from engaging in protected activities regarding wages, hours, or 
other terms and conditions of employment protected under the Public Employees 
Collective Bargaining Act;

g. Is receptive to constructive suggestions about job duties, working conditions, or 
personnel policies; and

h. Establishes appropriate means for employees to discuss matters of concern with their 
immediate supervisor or department head. (see Policy 902 Dispute Resolution 
Procedure).

2. The City of Anacortes, as part of its commitment to providing the public with excellent 
products and services and to creating a productive work environment, expects all 
employees to:
a. Deal with the public and vendors in a professional manner;
b. Represent the City of Anacortes in a positive and ethical manner;
c. Perform assigned tasks in an efficient manner;
d. Be punctual (see Policy 701 Attendance and Punctuality);
e. Demonstrate a considerate, friendly, and constructive attitude toward fellow employees; 

and
f. Follow the policies adopted by the City of Anacortes.

3. The City of Anacortes retains the discretion to exercise all managerial functions, consistent 
with the provisions of any governing collective bargaining agreement, employment contract, 
or Civil Service Rules to:
a. Dismiss, assign, supervise, and discipline employees;
b. Determine and change starting times, quitting times, and shifts;
c. Transfer employees within departments or into other departments and other 

classifications;
d. Determine and change the size and qualifications of the workforce;
e. Determine and change methods by which its operations are to be carried out including 

contracting out services;
f. Determine and change the nature, location, goods produced, services rendered, 

quantity, and continued operation of the municipality; and
g. Assign duties to employees in accordance with the City of Anacortes’ needs and 

requirements and to carry out all ordinary administrative and management functions.
4. Diversity, Equity, & Inclusion: The City of Anacortes is committed to fostering, cultivating,
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and preserving a culture of diversity, equity, and inclusion that reflects our community and 
values.
a. We embrace and encourage our employees’ differences in age, color, disability, 

ethnicity, family or marital status, gender identity or expression, language, national 
origin, physical and mental ability, political affiliation, race, religion, sexual orientation, 
socio-economic status, veteran status, and other characteristics that make our 
employees unique.

b. We recognize that those unique qualities bring value to the organization.
c. To that end, expectations of both the employer and employees include:

i. Respectful collaboration amongst all employees.
ii. Workplace participation that allows representation of all groups and perspectives.
iii. Consistent attention and updates to policies and practices that obstruct the 

promotion of diversity, equity, and inclusion.
iv. Contributions to the community that promote a greater understanding and respect 

for diversity.
d. Employees who believe they have been discriminated against or have been treated in a 

manner inconsistent with this policy are encouraged to reach out to Human Resources.
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Policy 104 Ethics

The City of Anacortes conducts its business fairly, impartially, in an ethical and proper manner, 
and in compliance with all laws and regulations.

1. The City of Anacortes is committed to conducting its business with integrity underlying all 
relationships, including those with citizens, customers, suppliers, and communities, and 
among employees. The highest standards of ethical business conduct are required of City of 
Anacortes employees in the performance of their responsibilities. Employees will not engage 
in conduct or activity that may raise questions as to the City’s honesty, impartiality, or 
reputation, or otherwise cause embarrassment to the City. Employees will avoid any action, 
whether specifically prohibited in the personnel policies, which might result in or reasonably 
be expected to create an appearance of:
a. Using public office or public position for private gain;
b. Giving preferential treatment to any person or entity;
c. Losing impartiality; or
d. Adversely affecting the confidence of the public in the integrity of the City of Anacortes.

2. Every employee has the responsibility to ask questions, seek guidance, report suspected 
violations, and express concerns regarding compliance with this policy. The City of 
Anacortes will maintain a program to communicate to employees its commitment to integrity 
and uncompromising values. The program will inform employees of City policies and 
procedures regarding ethical business conduct and assist them in resolving questions and in 
reporting suspected violations. Retaliation against employees who use City reporting 
mechanisms to raise concerns in good faith will not be tolerated.

3. Human Resources is responsible for providing policy guidance and issuing procedures to 
assist employees in complying with the City of Anacortes’ expectations of ethical business 
conduct and uncompromising values. This policy constitutes the standards of ethical 
business conduct required of all employees. Managers are responsible for supporting their 
implementation and monitoring compliance.
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 Employment

Policy 201 Equal Employment Opportunity

The City of Anacortes is an equal opportunity employer. The City of Anacortes does not 
discriminate in employment decisions or policies in violation of law on the basis of protected 
class. This policy applies to all terms and conditions of employment, including hiring, placement, 
promotion, termination, reduction in force, recall, transfer, leaves of absence, compensation, 
and training.

1. Reasonable Accommodation of Disabilities
a. The City of Anacortes complies fully with its duty to provide reasonable accommodation 

to allow an employee with physical or mental disabilities to perform the essential 
functions of the employee’s job. Employees who have a disability that limits their ability 
to perform their job should contact Human Resources to inform the City of their disability 
and request for accommodation.

b. In order to provide a reasonable accommodation, the City of Anacortes may seek to 
communicate with the employee’s medical provider to gain a better understanding of any 
limitations they possess, and given those limitations, the means by which an 
accommodation would allow the employee to perform the essential functions of a 
position. Employees may be asked to submit to a medical examination by an 
independent medical provider to confirm their medical condition and resulting limitations. 
After returning from disability-related leave, the City of Anacortes may request that an 
employee undergo a fitness for duty examination to ensure that they are capable of 
performing the essential functions of the job.

c. If an employee qualifies, the City of Anacortes will work with the employee and their 
medical providers to provide the employee with reasonable accommodation so that the 
employee can continue to perform the job. This may include making changes to the 
employee’s work schedule, changing some of the job duties or transferring the employee 
to another position that the employee is able to perform.

2. Reasonable Accommodation of Religious Beliefs:
a. The City of Anacortes complies fully with its duty to provide a reasonable 

accommodation of any employee’s sincerely held religious beliefs, unless the City of 
Anacortes believes such an accommodation would create an undue hardship or is 
contrary to the City’s commitment to equal opportunity. For example, if an employee 
requires a certain work schedule or a particular day off for religious observance, or to 
dress or attire oneself in a way that varies from any dress code adopted by the City, the 
employee must contact Human Resources to request accommodation.

3. Reasonable Accommodation of Pregnancy:
a. An employee who needs accommodation due to pregnancy may be afforded the 

following accommodations with or without medical certification: frequent, longer, or 
flexible restroom breaks; seating or allowing the employee to sit more frequently; and 
limiting lifting to 17 pounds or less. In addition, the City will provide reasonable 
accommodation to an employee’s known limitations relating to pregnancy, childbirth or 
related medical conditions unless the accommodation would cause undue hardship.  
Accommodations may be  subject to written certification from a health care professional 
regarding the need for the requested accommodation.
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Policy 202 Productive Work Environment (Complaints of Unlawful Discrimination, 
Harassment, or Retaliation)

The City of Anacortes promotes a productive work environment and does not tolerate unlawful 
discrimination, harassment, or retaliation.

1. The City of Anacortes is committed to providing a workplace that is free from unlawful 
discrimination. Unlawful discrimination occurs when an employee is disciplined, terminated, 
demoted, or suffers some other adverse consequence in their employment on the basis of 
protected class (referred to in this policy as “protected classes” or “protected class status”).

2. The City of Anacortes is committed to providing a work environment which is free from 
unlawful harassment. The City expressly prohibits any form of unlawful harassment by or 
against its employees on the basis of any protected class status.

3. Sexual harassment is conduct that is directed at an employee because of their sex, is 
unwelcome, and is offensive. Each supervisor and manager have a responsibility to keep 
the workplace free of any form of harassment, and in particular, sexual harassment. No 
supervisor or manager is to threaten or insinuate, either explicitly or implicitly, that an 
employee’s refusal or willingness to submit to sexual advances will affect the employee’s 
terms or conditions of employment. Romantic or sexual relationships between co-workers 
where one individual has influence or control over the other’s conditions of employment can 
create a range of potential issues, including actual or perceived favoritism, bias, conflicts of 
interest and even harassment. As a result, supervisors and employees are required to 
disclose such a relationship to Human Resources so that the City may evaluate the need for 
changes in reporting relationships or other modifications to avoid actual or potential 
problems.

4. Other sexually harassing or offensive and discriminatory conduct in the workplace, whether 
committed by supervisors, managers, non-supervisory employees, or non-employees, is 
also prohibited. Prohibited conduct includes, but is not limited to:
a. Unwanted physical contact or conduct of any kind, including sexual flirtations, touching, 

advances, or propositions;
b. Verbal harassment of a sexual nature, such as lewd comments, sexual jokes or 

references, and offensive personal references;
c. Demeaning, insulting, intimidating, or sexually suggestive comments about an individual;
d. The display in the workplace of demeaning, insulting, intimidating, or sexually suggestive 

objects, pictures, or photographs;
e. Demeaning, insulting, intimidating, or sexually suggestive written, recorded, or 

electronically transmitted messages.
Any of the above conduct, or other offensive conduct directed at individuals on the basis of 
protected class status is strictly prohibited.

5. The City of Anacortes is committed to providing a workplace that is free from unlawful 
retaliation. The City of Anacortes prohibits any form of retaliation against any employee for 
good faith actions in filing a complaint under the City’s discrimination and harassment 
policies, and for participating in the investigation of any complaint of discrimination or 
harassment. Improper retaliation may include, but is not limited to, discipline, termination, 
transfers, assignment of unfavorable duties, or treating the employee who made the 
complaint in a hostile manner when such action or behavior is motivated in substantial part 
by the employee’s participation in protected activity. Employees who bring complaints may 
be subject to discipline if the investigation reveals that the complaint was made in bad faith.

6. Complaint Process. An employee who feels harassed should immediately tell the offending 
individual how they feel and ask them to stop. If that does not work or if the employee is 
uncomfortable confronting the offending individual, the employee should report the incident
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promptly. A complaint can be made verbally or in writing to Human Resources. In the 
alternative, as the employee may wish, the complaint may be brought to the attention of the 
Mayor. If an employee brings the complaint to the attention of another manager, the 
manager is obligated to report the complaint to Human Resources and/or the Mayor within 
one day.
A harassment complaint generally will be handled as follows:
a. Every complaint is to be reported promptly, whether by the complainant or by the person 

receiving the complaint. If reported verbally, the person taking the complaint should 
produce a written statement for the complainant to review and sign.

b. The complaint will be investigated as soon as reasonably practicable. Choice of 
investigator, level of formality, and the procedures used in the investigation may vary, 
depending upon the nature of the allegations and full circumstances of the situation, 
including the context in which the alleged incidents occurred.

c. Confidentiality will be maintained throughout the investigatory process to the extent 
practical and consistent with the need to undertake a full investigation.

d. There shall be no retaliation by the City, its officers, managers, or other employees 
toward any employee bringing a complaint in good faith or cooperating with the 
investigation of a harassment complaint. Any person who feels they have been retaliated 
against, should immediately report their concern to Human Resources. The City strictly 
prohibits retaliation under this policy, and any sustained allegations of retaliation will lead 
to discipline, up to and including termination.

e. Where the investigation confirms the allegation of unlawful harassment or retaliation, the 
City will take prompt corrective action, and, where appropriate, discipline the offending 
individual. Discipline may include verbal and written reprimands, professional 
counseling, reassignment, demotion, or other appropriate action, up to and including 
termination. The affected individuals will be informed of the outcome of the investigation.

7. All officers and managers are assigned responsibility for implementing this policy, ensuring 
compliance with and knowledge of its terms, and for taking immediate and appropriate 
corrective action if they witness inappropriate behavior or receive a complaint. Managers 
must open and maintain channels of communication to permit employees to raise concerns 
of sexual or other workplace harassment without fear of retaliation, stop any observed 
harassment, and treat harassment matters with sensitivity, confidentiality, and objectivity. A 
manager’s failure to carry out these responsibilities may result in disciplinary action up to 
and including termination.

Page 215 of 320



15

Policy 203 Workplace Violence

The City of Anacortes is committed to providing a safe workplace for its employees, guests, 
contractors, vendors, and the public. Therefore, in an effort to help prevent or reduce the 
possibility of violence here in our workplace, the City of Anacortes has implemented this policy 
on workplace violence for our employees.

1. Workplace Violence Prohibition. The City of Anacortes strictly prohibits threatened or actual 
workplace violence. This includes, but is not limited to, any of the following conduct 
associated in or around the workplace, or otherwise related to employment:
a. Threatening injury or damage against a person or property
b. Fighting or threatening to fight with another person
c. Threatening to use a weapon on City of Anacortes premises (unless such threat is a 

lawful use of force by an employee required to carry a firearm or weapon as a condition 
of employment)

d. Abusing or injuring another person
e. Abusing or damaging property
f. Using obscene or abusive language or gestures in a threatening manner
g. Raising voices in a threatening manner
h. Because of the potential for misunderstanding, joking about any of the above 

misconduct is also prohibited.
2. “City of Anacortes Premises" Definition: The term “premises" means all areas within the 

ownership and/or control of the City of Anacortes, including, but not limited to, buildings, 
offices, work areas, lounges, parking lots, desks, cabinets, lockers, storage areas, and any 
other property on which employees may work. The City of Anacortes reserves the right to 
search all facility premises when the facility management determines that such a search is a 
reasonable and necessary precaution for workplace safety.

3. Reporting Violent Conduct. Any workplace violence incidents or incidents indicating a 
potential for violence are to be reported by an employee to the Human Resources Director 
as soon as possible. Incident reports are to be completed, as appropriate. If the City of 
Anacortes determines that an employee has violated this policy, the employee will be 
subject to immediate discipline up to and including termination. Human Resources and 
department head shall handle concerns with members of the public or other parties as it 
determines under its policies and procedures.

4. Imminent Danger/Violence Incident Procedure. Any employee who believes that a situation 
with an aggressive employee, resident, guest, contractor, vendor, or other party (e.g., any 
person who uses obscene or abusive language or gestures, makes threats or acts in a 
violent or threatening manner) may immediately become violent putting the employee or 
others in imminent danger, the employee should promptly leave the work area and 
immediately call 911 to request officer contact. No disciplinary action shall be taken against 
any employee who leaves a work area when the employee has a reasonable belief that an 
emerging situation with an aggressive person is likely to turn violent at that time. The 
employee should coordinate the timing and circumstances of possible return by the 
employee to the area with police and their immediate manager.

5. Security Precautions. All City of Anacortes security policies and rules much be adhered to at 
all times. To prevent inappropriate outsider access, facility solicitation and access rules must 
be strictly followed. It is especially important that building security rules and procedures are 
specifically enforced at all times (e.g., doors locked after hours). Failure to comply with these 
requirements may lead to disciplinary action, up to and including involuntary termination. 
The following expectations also apply to all employees:
a. Being familiar with all safety and health procedures relevant to the operations under their
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supervision;
b. Inspecting their work areas periodically;
c. Identifying conditions that are recognized as being unsafe; and
d. Reporting accidents and injuries to the immediate manager, department head and 

Human Resources immediately and ensuring that any injured employee is referred to 
appropriate medical care (see Policy 205 Medical Examinations).
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Policy 204 Hiring

The City of Anacortes is an equal opportunity employer and hires individuals solely based on 
their qualifications and ability to do the job to be filled.

1. The City of Anacortes will normally try to fill job openings above entry level positions by 
promoting from within if qualified internal applicants are available (see Policies 207 Transfer 
and 208 Promotion). In addition, the City of Anacortes will normally give consideration to any 
known qualified individuals who are on layoff status before recruiting applicants from outside 
the organization (see Policy 212 Layoff and Recall).

2. The City of Anacortes will consider a member of an employee’s immediate family for 
employment if the applicant possesses all the qualifications for employment. An immediate 
family member may not be hired, however, if the employment would:
a. Create either a direct or indirect supervisor/subordinate relationship with a family 

member; or
b. Create an actual conflict of interest or the appearance of a conflict of interest.

3. These criteria will also be considered when assigning, transferring, or promoting an 
employee. For purposes of this policy, “immediate family” includes: the employee’s spouse, 
domestic partner, brother, sister, mother, father, stepmother, stepfather, children, 
stepchildren, father-in-law, mother-in-law, sister-in-law, brother-in-law, daughter-in-law, son- 
in-law, and any other member of the employee’s household.

4. Former employees who left the City of Anacortes in good standing may be considered for 
re-employment. Former employees who resigned without advance notice or who were
dismissed for disciplinary reasons may not be considered for re-employment (see Policy 213 
Termination of Employment).

5. A former employee who is re-employed will be considered a new employee from the date of 
re-employment unless the break in service is less than 6 months, in which case the 
employee will retain accumulated seniority. Length of service for the purposes of benefits is 
governed by the terms of each benefit plan (see Policy 501 Health and Welfare Benefits 
Eligibility).

6. Employees who retire may be eligible, in certain circumstances, to be considered for rehire 
(see Policy 214 Retirement).
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Policy 205 Medical Examinations

The City of Anacortes may require applicants to whom a conditional offer of employment has 
been extended, and current employees, to undergo medical tests, procedures, or examinations 
whenever management determines that these are necessary for the safe or efficient operation 
of the organization and are job-related and consistent with business necessity.
1. Successful applicants for employment may be required as a condition of employment to 

submit to a medical examination to establish their fitness to perform the jobs for which they 
have applied without endangering the health and safety of themselves or others. If 
management determines that an examination is appropriate to a particular position, all 
applicants for the job to whom a conditional offer of employment has been made shall be 
examined.

2. Employees may be required to have a medical examination on other occasions when the 
examination is job-related and consistent with business necessity. For example, a medical 
examination may be required when an employee is exposed to toxic or unhealthful 
conditions, requests an accommodation for a particular disability, returns from a leave due 
to a medical condition, or has a questionable ability to perform essential job functions due to 
a medical condition.

3. Employees are encouraged, but not required unless it is determined to be a condition of 
employment, to have physical examinations periodically during their employment. 
Employees are encouraged, but not required, to participate in wellness programs.

4. Medical examinations required by the City of Anacortes will be paid for by the City and will 
be performed by a physician or licensed medical facility designated or approved by it. 
Medical examinations paid for by the City of Anacortes are the property of the City of 
Anacortes, and the examination records will be treated as confidential and kept in separate 
medical files. However, records of specific examinations, if required by law or regulation, will 
be made available to the employee, persons designated and authorized by the employee, 
public agencies, relevant insurance companies, or the employee’s doctor.

5. Employees who need to use prescription or nonprescription legal drugs while at work must 
report this requirement to their supervisor if the use might impair their ability to perform their 
job safely and effectively. Depending on the circumstances, employees may be reassigned, 
prohibited from performing certain tasks, or prohibited from working if they are determined to 
be unable to perform their jobs safely and properly while taking prescription or 
nonprescription legal drugs (see Policy 808 Drugs, Narcotics, & Alcohol).

6. The City reserves the right, to the extent permitted by law, to require acceptable 
confirmation of the nature and extent of any illness or injury that requires an employee to be 
absent from scheduled work. The City also may require a second and, if appropriate, third 
medical opinion regarding an employee’s absence because of illness or injury. The City will 
pay for any additional opinions it requires.

7. Employees returning from a disability leave or an absence caused by health problems may 
be required to provide a doctor’s certification of their ability to perform their regular work 
satisfactorily without endangering themselves or their fellow employees.

8. Employees who become ill on the job or suffer any work-connected injury, no matter how 
minor, must report immediately to their supervisors. The supervisor will arrange referral for 
examination, treatment, and recording of the incident as necessary. Time an employee 
spends waiting for and receiving this medical attention will be considered hours worked for 
pay purposes.

9. The City also may require job applicants and current employees to take a test to determine 
the presence of drugs, narcotics, or alcohol, unless prohibited by law. For policies and 
procedures on this type of testing see Policy 808 Drugs, Narcotics, & Alcohol.

Page 219 of 320



19

Policy 206 Probationary Period

The City of Anacortes carefully monitors and evaluates all new employees and all present 
employees transferred or promoted to a new job during an initial probationary period. After 
satisfactory completion of the probationary period, those employees will be evaluated as 
provided for in the Performance Review policy (see Policy 302 Performance Reviews).
1. Normally, the probationary period should last twelve months or as designated in the 

appropriate collective bargaining agreements and/or Civil Service Rules. Supervisors should 
carefully observe the performance of each employee in a new job position. Where 
appropriate, weaknesses in performance, behavior, or development should be brought to 
the employee’s attention for correction.

2. Supervisors should prepare a written evaluation of the employee’s job performance before 
the end of the probationary period in the new job (see Policy 302 Performance Reviews). 
The evaluation should include a recommendation as to whether the employee should 
continue in the position. Copies of the evaluation should be forwarded to the department 
head and Human Resources for inclusion in the employee’s personnel file (see Policy 901 
Personnel Records).

3. Employees generally will be allowed to continue in their new positions if they are given both 
a satisfactory evaluation by the end of their probationary period and their supervisor’s 
endorsement to continue in the job. Employees who do not receive a satisfactory evaluation 
and endorsement may be given additional time in 30-day increments to demonstrate their 
ability to do the job, if the supervisor feels additional time is warranted in order to achieve 
acceptable job performance; during any such extension, the employee will remain in 
probationary status. Supervisors may recommend the termination of a probationary 
employee at any time. Probationary employees are at-will employees and may be 
terminated at any time, with or without cause. A recommendation for termination should be 
submitted in writing to Human Resources for review and should include an evaluation and a 
list of actions taken to assist the employee (see Policy 213 Termination of Employment). 
Action to terminate should have the prior approval of Human Resources.

4. At the discretion of management, transferred or promoted employees who are unable to 
perform satisfactorily in their new jobs may be returned to their original jobs, if a vacancy 
exists, or may be terminated (see Policies 207 Transfer and 208 Promotion).
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Policy 207 Transfer

The City of Anacortes may at its discretion initiate or approve employee job transfers from one 
job to another or from one location to another.

1. The City of Anacortes may require employees to make either a temporary or long-term job 
transfer in order to accommodate the City’s business needs. The City of Anacortes will try to 
limit the number and duration of temporary transfers that it requests from individual 
employees in a twelve-month period.

2. Employees may request a voluntary job transfer. To be eligible for a voluntary transfer, 
employees normally must meet the requirements of the new position, have held their current 
position for at least 12 months, have a satisfactory performance record, and have no 
disciplinary actions during the same period.

3. Job openings for which management solicits candidates from within the City of Anacortes 
are sent electronically to all staff through City-provided email. However, as it considers 
appropriate, management will fill job openings or make transfers without posting notices.

4. Internal Job Openings: Eligible employees who request a transfer generally will be 
considered in the following order, unless specified in a collective bargaining agreement:
a. Employees in the same department as the job opening;
b. Employees who are being considered for layoff because of a reduction in force or 

because of the elimination of their job (see Layoff and Recall, Policy 212); and
c. All other employees.

5. Application Process for Internal Job Openings: Requests for transfer normally should be 
handled as follows:
a. The employee should submit an internal job application form to Human Resources. 

Requests based on posted job openings must comply with the procedures described in 
Policy 208 Promotion, and should be initiated prior to the cut-off date specified in the 
posting. It is recommended that employees inform their immediate supervisor of their 
intent to apply for another position.

b. Human Resources and the hiring manager should determine if the requested job or a 
suitable job opening exists and whether the employee is eligible.

c. If the employee is eligible for a job opening, the hiring manager should arrange an 
interview with the candidate. The candidate will be allowed time off with pay for job 
interviews related to the transfer.

d. The department head with the job opening will make the final transfer decision, subject 
to prior approval of Human Resources and Mayor (see Policy 208 Promotion).

6. Transferred employees will be subject in their new positions to a six-month trial period. 
Regular step increases on January 1 will be maintained. Transferred employees may be 
required to have a medical examination if the examination is job-related and consistent with 
business necessity (see Policy 205 Medical Examinations).

7. Transferred employees will retain their existing City seniority.
8. Pay for transferred employees generally will be handled as follows:

a. Employees transferred to a job within the same salary range will continue to receive their 
existing rate of pay;

b. Employees transferred to a job in a higher salary range will be paid at a rate within the 
higher range to be determined at the time of transfer;

c. Employees transferred, for management’s convenience, to a job in a lower salary range 
will usually be paid at their former rate. At management’s discretion, however, 
employees may be paid at the rate of the new job; and

d. Employees who are transferred for disciplinary reasons, lack of work, budgetary 
reasons, municipal reorganization, or at their own request to a job in a lower salary
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range will be paid at the lower rate beginning with the start of the new job.
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Policy 208 Promotion

The City of Anacortes may offer employees promotions to higher-level positions when 
appropriate. Management prefers to promote from within and may first consider current 
employees with the necessary qualifications and skills to fill vacancies above the entry level, 
unless outside recruitment is considered to be in the City of Anacortes’ best interest.

1. All employees are encouraged to seek advancement opportunities and to obtain promotion 
and career guidance from their supervisor, department head, and Human Resources.

2. Employee eligibility for promotion will be determined by the requirements of the new job. In 
addition, to be considered, employees must have held their current position for at least 
twelve months, have a satisfactory performance record, and have no disciplinary actions 
during the same period. Management retains the discretion to make exceptions to the 
policy.

3. Job openings and promotions for which management solicits candidates from within the City 
of Anacortes normally will be distributed via email to all city staff. However, as it considers 
appropriate, management may fill job openings or make promotions without posting notices. 
When job openings or promotion opportunities are posted:
a. Interested employees must complete an internal application form and cover letter and 

forward it to Human Resources prior to the cut-off date specified in the posting;
b. Human Resources may, at its discretion, solicit outside candidates during or after the 

posting period.
4. Employees who are candidates for job openings and promotions will be considered for the 

position (see Policy 207 Transfer).
5. Employee candidates for promotion will normally be screened and selected based on 

attendance and work records, performance reviews, and job-related qualifications including, 
in some instances, aptitude or achievement tests. Seniority will be considered if required by 
a labor contract. In addition, employees seeking promotion may be required to have a 
medical examination if the examination is job-related and consistent with business necessity 
(see Policy 205 Medical Examinations).

6. Promoted employees will be subject to six-month trial period as outlined in the Transfer 
policy (See Policy 207(6) Transfer).
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Policy 209 Hours of Work

The City of Anacortes establishes the time and duration of working hours as required by 
workload and workflow, customer service needs, the efficient management of employees, and 
any applicable law or bargaining agreement.

1. The normal workweek is Sunday through Saturday, beginning and ending at midnight on 
Saturday, and consisting of forty hours. The normal workday will consist of eight hours of 
work with an unpaid meal period. Different work schedules, such as in the case of police, 
fire, water, and wastewater employees, may be established by the City to meet job 
assignments and provide necessary City services. Rest breaks are considered time worked.

2. Each employee’s scheduled work hours will be determined by their department head. The 
department head, or the department head’s designee, will inform employees of their daily 
schedule of hours of work, including meal periods and rest breaks, and of any changes that 
are considered necessary or desirable by the City of Anacortes (see Policies 703 Rest 
Breaks and 704 Meal Breaks).

3. Department heads may schedule overtime or extra shifts. Supervisors will assign overtime 
to nonexempt employees (those employees who are subject to the minimum wage and 
overtime provisions of the Fair Labor Standards Act) as needed. Employees are not 
permitted to work overtime without the prior approval of their supervisor or department head. 
For the purposes of overtime compensation, only hours worked in excess of forty during a 
workweek will be counted.

4. Employee attendance at lectures, meetings, and training programs will be considered hours 
of work, and therefore will be compensated time, if management requires and authorizes 
attendance.

5. Nonexempt employees normally will be granted a minimum of two hours of “reporting pay” 
and “call-back pay.” Reporting pay will be granted when an employee reports for work and 
no work is available. However, reporting pay will not be granted if the lack of work is the 
result of conditions beyond the City of Anacortes’ control or if employees refuse to accept 
other work that they are qualified to perform. When work is not available, the City of 
Anacortes will make a reasonable effort before starting time to notify employees not to 
report to work. Callback pay will be granted when employees are asked to come to work 
outside of their normal working hours.

6. Department heads, at their discretion, may allow nonexempt employees to make-up lost 
time during a given workweek. However, make-up will not be allowed if the lost time is the 
result of conditions the employee could control, if there is no work the employee is qualified 
to do, or if adequate supervision is not available.

7. Nonexempt Timesheets: All nonexempt employees are required to complete an individual 
time record showing the daily hours worked. Time records cover half of one month (1-15th 
and 16th-end of month) and must be completed by dates determined by the Finance 
Department. The following points should be considered in filling out time records:
a. Employees should record their total hours worked for each workday;
b. Employees are not permitted to sign in or begin work before their normal starting time or 

to sign out or stop work after their normal quitting time without the prior approval of their 
supervisor;

c. Employees are required to take scheduled lunch or meal breaks;
d. Employee time records should be reviewed and approved by the supervisor. Special 

attention should be given to unworked time for which an employee is entitled to be paid 
(paid absences, paid holidays, or paid vacation time) and authorized overtime;

e. Unapproved absences should not be considered as hours worked for pay purposes. 
(see Policies 701 Attendance and Punctuality and 702 Absences). Supervisors should

Page 224 of 320



24

inform employees if they will not be paid for certain hours of absence and;
f. Timesheet estimation is permitted following established guidelines; however, falsifying 

any time record is prohibited and may be grounds for disciplinary action, up to and 
including termination (see Policies 801 Behavior of Employees and 807 Disciplinary 
Procedure).

8. Compensatory Time Off: Nonexempt employees can earn overtime for hours worked 
beyond the normal workweek. Nonexempt employees (those not exempt from the provisions 
of the Fair Labor Standards Act) will be paid overtime compensation, either in cash or 
compensatory time off, at the rate of one and one-half times (1.5x) their regular hourly rate 
for work in excess of forty hours during their normal workweek. If an employee elects to 
accrue compensatory time off in lieu of overtime pay, one and one half-hours (1.5) of 
compensatory time-off is earned for one hour of work beyond the normal workweek.
a. Maximum accruals of compensatory time shall be limited to two hundred-forty (240) 

hours or per bargaining agreement. After maximum accrual, overtime compensation will 
be paid to nonexempt employees.

b. Employees may use compensatory time after making a request to their department 
head, unless doing so would unduly disrupt City operations. Compensatory time should 
be used for short-term absences from work during times mutually agreed to by the 
employee and the department head.

c. Upon termination of any type, including retirement, employees receive compensation for 
their accrued compensatory time balance.

9. Exempt Timesheets and Exchange Time Off: Personnel employed in executive, 
administrative, professional, or certain computer-related capacities generally are exempt 
from the provisions of the Fair Labor Standards Act.
a. Exempt employees are not required to complete hourly time records but must account 

for daily attendance and attendance exceptions.
b. Exempt employees do not receive overtime compensation. Exempt employees are 

eligible to receive exchange time off on a one-for-one basis for work in excess of forty 
hours during their normal workweek.

c. Maximum accruals of exchange time shall be limited to two hundred and forty (240) 
hours. Exempt employees will not continue to accrue exchange time after reaching the 
maximum.

d. Upon voluntary or involuntary termination of any kind, accrued exchange time hours are 
not eligible for payout.

10. For policies and procedures regarding pay practices, see Policies 300-305 Pay Practices.
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Policy 210 Outside Employment

The City of Anacortes allows its employees to engage in outside work or hold other jobs, subject 
to certain restrictions as outlined below.

1. Employees are required to disclose outside work or other jobs to their department heads 
and obtain pre-approval to perform outside work or hold another job.

2. The City of Anacortes requires that employees’ activities and conduct away from the job 
must not compete, conflict with, or compromise its interests, or adversely affect job 
performance and the ability to fulfill all responsibilities to the City of Anacortes (see Policy 
805 Conflicts of Interest). This requirement, for example, prohibits employees from 
performing any services for customers on non-working time that are normally performed by 
City of Anacortes personnel. This prohibition also extends to the unauthorized use of any 
City of Anacortes resources, including its communication systems, and the unauthorized use 
or application of any confidential information. In addition, employees are not to solicit or 
conduct any outside business during paid working time.

3. Employees are cautioned to carefully consider the demands that additional work activity will 
create before accepting outside employment. Outside employment will not be considered an 
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel, or 
refusal to work overtime or different hours. If outside work activity causes or contributes to 
job-related problems, it must be discontinued. If necessary, normal disciplinary procedures 
will be followed to deal with the specific problems (see Policy 807 Disciplinary Procedure).

4. In evaluating whether to grant approval for outside work, department heads and Human 
Resources will consider whether the proposed employment:
a. May reduce the employee’s efficiency in working for the City of Anacortes;
b. Involves working for an organization that does a significant amount of business with the 

City of Anacortes, such as major contractors, suppliers, and customers; or
c. May adversely affect the City of Anacortes’ image.

5. If employees outside employment job duties are similar or related to their City of Anacortes 
service, or if they cause the employee to deal with people or entities whom the employee 
deals with for the City of Anacortes duties, the employee must be prepared to explain why 
no potential conflict exists between the outside employment and the official duties of the City 
of Anacortes.

6. Employees who have accepted outside employment may not use paid sick leave to work on 
the outside job. Fraudulent use of sick leave will result in disciplinary action up to and 
including termination (see Policy 807 Disciplinary Procedure).
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Policy 211 Employee Classifications

The City of Anacortes classifies employees as full-time, part-time, or temporary and as exempt 
or nonexempt for the purposes of compensation administration. In addition, the City of 
Anacortes may supplement the regular workforce, as needed, with other forms of flexible 
staffing.

1. Human Resources is responsible for classifying employees. Employees generally may be 
categorized as follows:
a. A full-time employee is an individual who works a normal forty-hour workweek and is 

hired for an indefinite period (see Policy 209 Hours of Work). A full-time employee may 
be classified as either exempt or nonexempt.

b. A part-time employee is an individual who works less than a normal workweek and is 
hired for an indefinite period. A part-time employee may be classified as either exempt or 
nonexempt. Note that a modified definition of part-time employee is used under Policy 
501 Health and Welfare Benefits Eligibility, to align the City’s health insurance coverage 
with the Affordable Care Act.

c. A temporary employee generally is an individual who is hired either part-time or full- 
time for a specified, limited period. A temporary employee may be classified as either 
exempt or nonexempt. A temporary employee who works more than one thousand, forty 
regular hours (1,040) in a work year may be required to join the applicable bargaining 
unit.

d. A nonexempt employee generally is subject to the minimum wage and overtime 
provisions of the Fair Labor Standards Act (“FLSA”) and is typically paid either on an 
hourly or salary basis.

e. An exempt employee is exempt from the provisions of the FLSA and is not entitled to 
overtime payments. Exempt employees typically are paid on a salary basis and include 
administrative, executive, professional employees, outside sales representatives, and 
certain highly skilled computer professionals (see Policy 209 Hours of Work).

Other flexible staffing classifications or arrangements may be added as needed.
2. For information regarding eligibility for paid absences, vacations, and holidays see Policy 

702 Absences, Policy 502 Vacations, Policy 503a Holidays, and Policy 503b Unpaid 
Holidays for Reasons of Faith or Conscience. An employee whose status changes from full- 
time to part-time may use any days of paid absence or vacation earned as a full-time 
employee. An employee whose status changes from temporary or part-time to full-time will 
be considered hired on the date of the change of status for purposes of eligibility for paid 
absences and vacation. Information concerning eligibility for other City of Anacortes 
benefits, such as the pension plan, is available from Human Resources.
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Policy 212 Layoff And Recall

If the City of Anacortes must reduce employment because of adverse economic or other 
conditions, layoffs and recall from layoffs generally will be conducted in a manner that is 
consistent with City of Anacortes requirements and in accordance with the procedures 
described below.

1. In the event that a layoff is expected, the City of Anacortes will attempt to communicate 
information about an impending layoff as soon as possible, subject to operational needs and 
considerations.

2. Layoffs that are expected to be temporary generally will be handled according to the 
provisions of this policy. Selections for layoffs that are known to be permanent will be made 
according to this policy and then handled according to policies outlined in Policy 213 
Termination of Employment and Policy 303 Severance Pay.

3. Evaluation of layoff criteria shall be within the sole discretion of the City. Employees will be 
selected for layoff, based on the following criteria:
a. Promotion potential and transferability of skills to other positions within the City;
b. Demonstrated current and past performance;
c. The needs of the City of Anacortes; and
d. Length of service with the City of Anacortes.

4. An employee’s length of service is measured from the original date of employment with the 
City of Anacortes, as long as there has not been a break in service greater than 30 days. 
During a layoff, employees with breaks in service greater than 30 days, but less than one 
year per break, are credited only for their time actually worked, i.e., the break time does not 
get counted unless required by law. Employees with a break in service greater than one 
year receive credit for service only from their most recent date of hire with the City of 
Anacortes.

5. Employees selected for layoffs will be given as much notice as is required by law or as much 
as is reasonable under the circumstances.

6. Employees who are laid off will be maintained on a recall list for six months or until 
management determines the layoff is permanent, whichever occurs first. Removal from the 
recall list terminates all job rights the employee may have. While on the recall list, 
employees should report to Human Resources if they become unavailable for recall. 
Employees who do not keep a current home address on record with Human Resources will 
lose their recall rights.

7. Employees will be recalled according to the needs of the City of Anacortes, their 
classification, and their ability to perform the job. Notice of recall will be sent by registered 
mail, return receipt requested, to the current home address on record with Human 
Resources. Unless an employee responds to the recall notice within seven days following 
receipt of the notice, or its attempted delivery, the employee’s name will be removed from 
the recall list and the employee will no longer have any job rights with the City of Anacortes.

8. Credit for seniority will continue to accumulate during any layoff of 30 days or less. 
Employees laid off for more than 30 days and subsequently recalled within one year from 
the date of layoff will be credited with the years of service accumulated at the time of layoff.

9. If the layoff is expected to exceed 30 days, vacation pay equal to the number of unused 
vacation days accrued will be paid at the time of layoff. Employees who are laid off will not 
accrue vacation or sick leave during the layoff.
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Policy 213 Termination Of Employment

The City of Anacortes may terminate employment due to voluntary or involuntary reasons 
including an employee’s resignation, termination, or retirement, the expiration of an employment 
contract, or a permanent reduction in the workforce. Involuntary termination can be for any 
reason not prohibited by law. In the absence of a specific written agreement, employees are 
free to resign at any time and for any reason, and the City of Anacortes reserves the right to 
involuntarily terminate employment with cause. The exception to this is with “at will” employees, 
such as probationary employees and department heads (who have individual contracts with the 
City of Anacortes) who may be terminated at any time, with or without notice and with or without 
cause. At will employees, however, cannot be terminated for any reason that would violate anti- 
discrimination laws or public policy.

1. Employees are requested to give advance written notice of their intent to resign including 
the anticipated date of termination. Failure to give advance written notice may result in 
ineligibility for re-employment (see Policy 204 Hiring and Policy 502 Vacations). The 
following guidelines are suggested:
a. Department heads and managerial employees should give at least four weeks’ notice; 

and
b. All other employees should give at least two weeks’ notice.

2. Employees who are absent from work for three consecutive days without being excused or 
giving proper notice will be considered as having voluntarily terminate (see Policy 701 
Attendance and Punctuality).

3. Human Resources is responsible for notifying terminating employees who are covered by 
the City of Anacortes’s group health plan of their right to continue coverage under that plan. 
(For a special summary of the Consolidated Omnibus Budget Reconciliation Act “COBRA” 
continuation coverage requirements, see Addendum B).

4. Supervisors should send notices of resignation and recommendations for termination to 
Human Resources for review. This information should be accompanied by any needed 
supporting documents, such as performance reviews or disciplinary reports (see Policy 302 
Performance Reviews and Policy 807 Disciplinary Procedure).

5. Requests for employment references should be made in writing to Human Resources and 
should include an authorization by the employee for the release of the requested 
information. Generally, Human Resources will not release reference information without the 
employee’s authorization or will limit the information to verification of the employee’s 
position, job location, and dates of employment with the City of Anacortes. Employees may 
request that their supervisor provide a letter of recommendation. A copy of the letter of 
recommendation is to be placed in the employee’s personnel file. Supervisors are not 
authorized to provide references on behalf of the City without the approval and involvement 
of the Human Resources Director (see Policy 901 Personnel Records).
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Policy 214 Retirement

The City of Anacortes determines employees who are eligible for normal retirement per the 
guidelines described in the Washington State Department of Retirement Systems Handbook 
that is applicable to the employee’s job classification. Regular uniformed employees in the 
police and fire departments are covered by the Law Enforcement Officers’ and Firefighters’ 
Retirement System (LEOFF). Regular full-time and eligible part-time non-uniformed employees 
are covered under the Public Employees Retirement System (PERS). The State of Washington 
determines eligibility, benefit levels, and contribution rates.

1. Employees who choose to take normal retirement are requested to give Human Resources 
as much advance notice of their intent as possible, or at least 90 days. Employees who 
have given notice of either normal or early retirement may be called upon to assist in the 
training of their replacements.

2. Employees who qualify for retirement under this policy may be eligible to receive limited 
health and various other benefits in accordance with the provisions of the City of 
Anacortes’s employee benefit plans (see Policy 501 Health and Welfare Benefits Eligibility). 
Retiring employees are eligible to receive pay for accrued but unused vacation (see Policy 
502 Vacations). All employee benefit plans and programs are subject to amendment or 
termination, even after retirement, at the City of Anacortes’s and the Washington State 
Retirement System’s discretion.

3. The Washington State Department of Retirement Systems (DRS) administers the retirement 
benefits. DRS is the best resource for staff members with questions about retirement 
benefits. Information on DRS can be found here: http://www.drs.wa.gov/

4. Retiring employees may be eligible to reapply for employment, and those who are interested 
in future temporary or part-time employment with the City of Anacortes should make that 
interest known at their exit interview (see Policies 204 Hiring and 213 Termination of 
Employment). Hiring an applicant who is receiving Washington State retirement benefits 
must comply with State of Washington regulations. These include a prohibition of any written 
agreement for re-employment and an absence of at least one month prior to starting a new 
job with the City of Anacortes.
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 Pay Practices

Policy 301 Salary Administration

The City of Anacortes pays compensation that is nondiscriminatory and competitive. However, 
all compensation policy decisions must take into consideration the City of Anacortes’s overall 
financial condition and competitive position.

1. New employees generally will be hired at the starting rate assigned to their job grade. 
Supervisors may recommend higher or lower starting rates depending on an applicant’s 
experience or skill level or other competitive considerations. These recommendations will be 
reviewed and approved before implementation by the appropriate department head, Human 
Resources, and the Mayor.

2. Human Resources is responsible for coordinating with the Mayor the continuing review of 
compensation and for making sure that each job is evaluated and assigned a job grade and 
salary range. This review should determine whether compensation accurately and fairly 
reflects each position’s responsibilities and performance.
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Policy 302 Performance Reviews

The City of Anacortes will evaluate the job performance of each employee periodically.

1. Supervisors should complete performance reviews upon the following occasions (or per the 
applicable collective bargaining agreement):
a. At least once before the end of the first twelve months of employment (see Policy 206 

Probationary Period); evaluation conversations are encouraged once per quarter;
b. Then on an annual basis (based on anniversary date or before the end of each calendar 

year, depending on the department).
Between scheduled appraisals, supervisors should discuss with employees on an informal 
basis any performance issues that require attention and should keep records of any 
significant incidents. Supervisors may be authorized to retain information to aid in the 
development on an employees’ performance review. These notes are to be destroyed 
following the performance review.

2. In evaluating employees, supervisors should consider factors such as the experience and 
training of the employee, the job description, and the employee’s attainment of previously 
set objectives and goals. Other factors that normally should be considered include 
knowledge of the job, quantity and quality of work, promptness in completing assignments, 
cooperation, initiative, reliability, attendance, judgment, conduct, and acceptance of 
responsibility.

3. Supervisors should prepare a written performance review of each employee’s job 
performance. The review should include the supervisor’s comments and recommendations, 
an action plan for both the employee and supervisor, and performance goals for the next 
evaluation period.

4. Department heads and the Human Resources Director should review each supervisor’s 
written evaluation to help assure that the evaluation function has been properly completed in 
as uniform, fair, and objective a manner as possible.

5. The supervisor and employee should meet and discuss the evaluation, assess the 
employee’s strengths and weaknesses in a constructive manner, and set objectives and 
goals for the period ahead. The employee should be given the opportunity to examine the 
evaluation and make written comments about any aspect of it. The employee and supervisor 
should then sign and date the evaluation and forward it to Human Resources for review and 
inclusion in the employee’s personnel file (see Policy 901 Personnel Records, Policy 901). 
Employees may have a copy of their completed performance review for their records.

6. Information derived from the performance review may be considered when making decisions 
affecting training, pay, promotion, transfer, or continued employment.
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Policy 303 Severance Pay

The City of Anacortes allows that severance pay may be granted to terminated employees 
under certain limited circumstances. The City of Anacortes, however, retains the right to amend 
or terminate its severance policy at any time.

1. Severance pay is intended to provide extra economic help to certain terminated employees 
while they adjust to their job loss. Severance pay is not available for temporary employees.

2. Human Resources is responsible for administering this policy and will handle any employee 
claims or complaints.

3. Eligible employees will be required to sign a release agreement in order to receive 
severance pay.
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Policy 304 Pay Procedures

The City of Anacortes pays employees by check or direct deposit in a manner so that the 
amount, method, and timing of wage payments comply with any applicable laws or regulations.

1. Employees normally will be paid on the fifth (5th) day and the twentieth (20th) of the month. If 
the regular payday occurs on a Saturday, Sunday, or a holiday, employees will be paid on 
the last working day before the regular payday.

2. Employees may elect to receive payment by direct deposit by providing written authorization 
and filling out the necessary forms with Human Resources. Direct deposit will remain in 
effect until revoked in writing by the employee.

3. Employees on each payday will receive, in addition to their pay, a statement showing gross 
pay, deductions, health and welfare benefits (if applicable), and net pay. Local, state, 
federal, Social Security taxes, and retirement contributions shall deduct automatically. No 
other deductions will be made unless required or allowed by law, contract, or employee 
obligation. Employees may elect to have additional deductions taken from their pay only if 
they authorize the deductions in writing.

4. Employees who discover a mistake in their paycheck, lose their paycheck, or have it stolen 
should notify their supervisor immediately. In the case of a mistake made by the City the 
error will be remedied promptly. In the case of loss or theft, the Finance Department will 
attempt to stop payment on the check and reissue a new one to the employee. However, the 
employee is solely responsible for the monetary loss, and the City of Anacortes will not be 
responsible for the loss or theft of a check if it cannot stop payment on the check.

5. Employees who wish to authorize another person to pick up their paycheck must complete a 
“Payroll Warrant Pick Up Authorization Form.” A copy of the completed form must be 
provided to the employee’s manager and the Finance Department. Paychecks will not be 
distributed without authorization in place.

6. Employees are encouraged to discuss any questions or concerns regarding their rate of pay 
and other compensation issues, including any improper deductions from pay, with their 
immediate supervisor. If the employee and immediate supervisor are not able to resolve the 
question, the employee should contact the department head or Human Resources. The City 
will promptly investigate all reported complaints and, if appropriate, take corrective action. 
The City prohibits and will not tolerate retaliation against any employee because that 
employee filed a good faith complaint under this policy. Specifically, no one will be 
disciplined, intimidated, or otherwise retaliated against because that person exercised rights 
under this policy or applicable law.
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Policy 305 Interim Assignments

The City of Anacortes may authorize interim assignments during the absence of supervisory 
employees in specific situations.

1. Interim assignments provide valuable on-the-job training and allow continuation of a critical 
workload during an extended absence. Employees may be assigned the responsibilities as 
an “interim” or “acting” supervisor or department head during times of vacation, sick leave, 
or other absences that require more than 10 consecutive business days away from work. 
Interim assignments require pre-approval from the Mayor. Interim assignees will receive a 
wage premium of 9% beginning on the 11th consecutive day of the assignment. Interim 
assignments are limited to 90 business days. Extensions require approval by the Mayor. 
The interim assignee must be able to assume the majority of the duties of the higher 
classification. If an employee covered by a bargaining unit is assigned to a non-union interim 
assignment, this policy will govern conditions of the assignment unless in conflict with the 
applicable bargaining agreement. If an employee covered by a bargaining agreement is 
assigned to a position within the same bargaining unit, the bargaining agreement 
procedures take precedence.
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 Reimbursement of Employee Expenses

Policy 401 Travel

Business travel must be approved in advance and should be engaged in and reimbursed 
according to the guidelines described in the supplementary Travel Policy Manual. The Finance 
Department maintains the Travel Policy Manual. The City of Anacortes retains the right to 
amend or terminate the Travel Policy at any time.

1. Employees holding jobs that require extensive travel are expected to travel as a condition of 
employment. For all other jobs, travel is considered only an incidental function of the 
position but may be required.

2. Supervisors, department heads, and the Mayor must approve any employee travel in 
advance.

3. The City of Anacortes may issue guidelines specifying or restricting travel booking 
requirements. Under normal circumstances, employees should use the most appropriate 
form of transportation available, book the least expensive fares, and stay in and eat at 
moderately priced establishments.

4. Employees should provide their supervisor with a copy of their itinerary before leaving on 
business travel.

5. Employee expenses for approved travel will be paid or reimbursed when properly 
documented by the employee and approved by the supervisor, the Mayor, and the Finance 
Department. Examples of expenses normally paid or reimbursed include transportation, 
meals, lodging, and limited incidental expenses. The Travel Policy Manual describes the per 
diem method of allowable reimbursement. Employees who know or anticipate that they will 
have a special request for travel expense reimbursement should ask for approval from their 
supervisor before incurring the expense. Any travel expenses considered unreasonable 
under the circumstances will not be paid or reimbursed and are the employee’s personal 
responsibility. Employees will not be reimbursed for the travel (including lodging and meal) 
expenses of their spouses, domestic partner, or other non-employees who may accompany 
the employee.

6. Time spent by nonexempt employees in traveling away from home on City of Anacortes 
business will generally be considered hours worked for pay purposes (see Policy 209 Hours 
of Work).

7. Employees traveling on City of Anacortes business are representatives of the City of 
Anacortes and are expected to maintain a high level of professionalism and to follow all of 
the City of Anacortes’s policies and rules (see Policy 801 Behavior of Employees).
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Policy 402 Vehicle Usage

The City of Anacortes provides vehicles for business use, to allow employees to drive on City of 
Anacortes business, and to reimburse employees for business use of personal vehicles 
according to the guidelines below. For further clarification, refer to the Travel Policy Manual. The 
City of Anacortes retains the right to amend or terminate travel policy at any time. The term 
"vehicle" as used in these guidelines includes, but is not limited to, cars, trucks, backhoes, front- 
end loaders, graders, and any motorized watercraft.

1. Employees may not drive any vehicles for City of Anacortes business without prior approval 
of their supervisor. Employees issued fuel pins are required to acknowledge the City’s fuel 
card policy and procedures. Employees approved to drive for City of Anacortes business 
are required to inform their supervisor of any changes that may affect either their legal or 
physical ability to drive or their continued insurability.

2. Employees holding jobs requiring regular driving for business as a condition of employment 
must be able to meet the driver approval standards of this policy at all times. Employees 
holding jobs where driving is a condition of employment must inform their supervisors of any 
changes that may affect their ability to meet the standards of this policy. For example, 
employees who lose their licenses must immediately report this to their supervisors. For all 
other jobs, driving is considered only an incidental function of the position.

3. If possible, City of Anacortes vehicles will be permanently assigned to departments that 
have demonstrated a continued need for them. Additional vehicles are maintained in a 
motor pool for use by individual employees, as needed.

4. Employees who need transportation in the course of their normal work may be assigned a 
City of Anacortes vehicle for their use. All other employees needing transportation for City of 
Anacortes business may use vehicles assigned to their department or those drawn from the 
motor pool. When no City of Anacortes vehicles are available, employees may use their own 
vehicles for business purposes with prior approval of their supervisor.

5. Employees who drive a vehicle on City of Anacortes business must, in addition to meeting 
the approval requirements above, exercise due diligence to drive safely follow all traffic 
laws, avoid distractions while driving (such as using mobile phones), and maintain the 
security of the vehicle and its contents. In addition, because texting while driving is 
particularly dangerous and illegal, employees specifically are prohibited from texting while 
driving. Drivers also must make sure the vehicle meets all City or legal standards for 
insurance, maintenance, and safety. Employees are personally responsible for any driving 
infractions or fines as a result of their driving a City vehicle and must report them to their 
supervisors. Employees who drive a City vehicle should also ensure that the vehicle is kept 
clean and free of litter.

6. Non-business passengers are prohibited from riding in City of Anacortes vehicles, i.e., 
family, friends, or other employees without a business need.

7. Employees who use their personal vehicle for approved business purposes will receive a 
mileage allowance equal to the Internal Revenue Service optional mileage allowance for 
such usage. A reduced mileage allowance will be utilized when an employee chooses to 
take a personal vehicle when a City vehicle is available. The allowance is to compensate for 
the cost of gasoline, oil, depreciation, and insurance. Employees who operate personal 
vehicles for City of Anacortes business should obtain auto liability coverage for bodily injury 
and property damage with a special endorsement for business use, when necessary, as 
determined by their personal insurance agent.

8. Employees must report any accident, theft, or malicious damage involving a City of 
Anacortes vehicle to their supervisor and Human Resources, regardless of the extent of 
damage or lack of injuries. Such reports must be made as soon as possible but no later than
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twelve hours after the incident. Employees are expected to cooperate fully with authorities in 
the event of an accident. However, employees should make no voluntary statement other 
than in reply to questions of investigating officers.

9. Employees who are on call on a 24-hour basis may be allowed to take a City of Anacortes 
vehicle home so they can respond as soon as possible need to provide written 
acknowledgment that they fully understand that the vehicle is used only as part of 
emergency response and not for personal use.

10. Employees are not permitted, under any circumstances, to operate a City of Anacortes 
vehicle, or a personal vehicle for City of Anacortes business, when any physical or mental 
impairment causes the employee to be unable to drive safely. Additionally, employees shall 
not operate any City of Anacortes vehicle at any time or operate any personal vehicle while 
on City of Anacortes business, while using or consuming alcohol, illegal drugs, or 
prescription medications that may affect their ability to drive. These prohibitions include 
circumstances in which the employee is temporarily unable to operate a vehicle safely or 
legally because of impairment, illness, medication, or intoxication.

11. In most circumstances, time spent by nonexempt employees in driving a City or personal 
vehicle on City business is considered hours worked for pay purposes. However, under 
most circumstances, commuting time before the start and after the end of the workday is not 
treated as work time for pay purposes.
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Policy 403 Meal Reimbursement

The City of Anacortes provides, pays, or reimburses employees for business-related meals 
according to the guidelines below. For further clarification, the Travel Policy Manual should be 
referred to and followed. The City of Anacortes retains the right to amend or terminate this 
policy at any time.

1. Employees required to travel on City of Anacortes business may charge to the City of 
Anacortes, or be reimbursed for, the cost of all meals during their travel pursuant to the 
Travel Policy Manual per diem method of allowable reimbursement (see Policy 401 Travel). 
Meal reimbursements that do not include an authorized overnight stay are taxable and 
reimbursement will be included in the employee’s paycheck following submittal to the 
Finance Department.

2. Meal expenses should follow the guidelines set by the Travel Policy Manual.
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Policy 404 Membership in Clubs and Civic Organizations

The City of Anacortes encourages employees to participate in the activities of community clubs 
and civic organizations.

1. Employees are encouraged to seek membership in community clubs and civic organizations 
where membership will promote the City of Anacortes’ business interests and enhance its 
image in the community. However, employees who participate in clubs or community 
organizations may not allow their activities to interfere with job performance or harm or 
conflict with the City of Anacortes’ interests (see Policy 805 Conflicts of Interest).

2. The Mayor may identify certain community organizations in which the City wants to be 
represented and then designate the employees that it will sponsor for membership in them. 
Employees who are designated for membership act as City of Anacortes representatives in 
the organization and are expected to promote its interests.

3. Employee participation in club and civic organization activities is not considered as hours 
worked for pay purposes unless it is at the City of Anacortes’ request or under its direction 
and control.

4. The Mayor will normally consider the following factors when selecting organizations for 
representation and designating employees to sponsor for membership:
a. The nature and purpose of the club or organization;
b. The potential benefit to the City of Anacortes, including the enhancement of the 

employee’s leadership and organizational skills;
c. The cost to the City of Anacortes;
d. The extent to which the City of Anacortes is already represented in the club or 

organization; and
e. The employee’s job responsibilities, length of service, and overall qualifications for 

membership.
The Mayor will review periodically the City’s representation in community organizations and 
its sponsorship of employees for membership and will make changes as appropriate.

5. Employees whose membership is sponsored by the City of Anacortes are encouraged to 
use the clubs or civic organizations for business purposes.

6. Employees who are sponsored for membership in community clubs and civic organizations 
are eligible for reimbursement for dues only. An expenditure voucher must be completed to 
claim reimbursement.

7. Employees who are not designated and sponsored for membership in community 
organizations are responsible for their own expenses.
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Policy 405 Participation in Trade And Professional Associations

The City of Anacortes encourages employees to participate in certain trade and professional 
associations where there is a clear benefit to the City of Anacortes.

1. Employees are encouraged to participate in trade and professional associations that 
promote City of Anacortes goals, individual skills development, and professional recognition. 
However, employee participation in those associations must not conflict with the City of 
Anacortes’ interests and must fit within budgetary constraints (see Policy 805 Conflicts of 
Interest).

2. The City of Anacortes may identify certain trade and professional associations in which 
representation is desirable and then designate the employees that it will sponsor for 
membership. Employees who are designated for membership act as City of Anacortes 
representatives in the association and are expected to promote its interests and to 
participate accordingly.

3. Employee participation in trade and professional association activities will not be considered 
as hours worked for pay purposes for employees classified as nonexempt under the Fair 
Labor Standards Act unless participation is at the City of Anacortes’ request or under its 
direction and control (see Policy 209 Hours of Work).

4. Department heads are responsible for coordinating representation in trade and professional 
associations and must receive prior approval from the Mayor. The following factors normally 
will be considered in selecting associations for representation and in designating employees 
to be sponsored for membership:
a. The nature and purpose of the association;
b. The potential benefit to the City of Anacortes, including enhancement of the City of 

Anacortes’ reputation and the development of the employee’s leadership and 
organizational skills;

c. The cost to the City of Anacortes;
d. The extent to which the City of Anacortes is already represented in the association; and
e. The employee’s job responsibilities, length of service, and overall qualifications for 

membership.
5. Department heads are responsible for planning, budgeting, and approving the expenses of 

their employees’ participation in association activities within their budgetary authority. The 
City of Anacortes will pay or reimburse the approved and reasonable expenses of 
employees sponsored for membership in trade and professional associations. Employees 
not sponsored for association membership may be eligible for reimbursement for the 
expenses of special association events, if the Mayor approves participation in the activity in 
advance.

6. Employees must have their supervisor’s advance approval before soliciting or accepting any 
official position in a trade or professional association that will occur during regularly 
scheduled working hours.

7. Employees are encouraged to contribute articles, present papers, and give talks to trade 
and professional associations. However, employees must obtain prior approval for any 
communication that might represent the City of Anacortes’ position or involve any 
information that is sensitive (see Policy 806 Media Inquiries).
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 Employee Benefits

Policy 501 Health and Welfare Benefits Eligibility 

The City of Anacortes provides employees with various health and welfare benefits, with 
information and plan summaries furnished to all eligible plan participants and beneficiaries on a 
timely and continuing basis. The City reserves the right to modify, amend, or terminate its health 
and welfare benefits as they apply to all current, former, and retired employees. In addition, the 
administrator of each benefit plan has the discretionary authority to determine eligibility for 
benefits and to interpret plan terms.

To enroll in health and welfare coverage, eligible individuals must comply with all application 
requirements and deadlines. Failure to do so may result in delayed or no enrollment until the 
next annual enrollment period or upon a qualified change in status.

Eligible employees may waive enrollment in the City’s health and welfare benefits, unless 
otherwise required by a collective bargaining agreement. The City will provide a written waiver 
that must be timely completed, signed, and submitted by an employee seeking to waive 
enrollment. Unless a plan specifies otherwise, a new waiver must be completed annually. The 
City will provide eligible employees who previously waived coverage the opportunity to enroll at 
least once annually.

1. Health Coverage and the Affordable Care Act
The City has structured its health and welfare benefits plan in accordance with the 
Employer Shared Responsibility provisions of the Affordable Care Act (“ACA”).  Unless an 
exception is authorized by the City’s Human Resources Department, the City provides 
health coverage to all full-time employees and their eligible dependents up to age 26. The 
benefits, terms, and conditions of City’s health and welfare benefits plans, including costs 
owed by employees, are explained in separate plan documents and/or in applicable 
collective bargaining agreements.

2. Employee Definitions and Eligibility
Solely for purposes of this policy, the following definitions apply:

a) Full-Time Employees – Employees reasonably expected to work, on average, 30 or more 
hours weekly.  Regular full-time employees and their dependents are eligible for health 
coverage and will be enrolled in health coverage as specified in plan documents.  Upon 
hire or change in classification, employees will be enrolled in coverage no later than the 
first day of the fourth month of employment or change in classification.

b) Part-Time Employees – Employees reasonably expected to work, on average, less than 
30 hours weekly.  Regular part-time employees classified as 0.50 to 0.74 FTE are eligible 
for one-half (1/2) of the City’s financial contribution towards employee-only medical 
insurance premiums, based on the lowest cost plan offered by the City.  Employees may 
choose between benefit plans offered by the City, but the City’s financial contribution 
remains fixed at the lowest cost plan.  Regular part-time employees eligible for coverage 
have the option of enrolling eligible dependents at their sole expense.  Regular part-time 
employees classified as under 0.50 FTE are not eligible for health coverage unless 
otherwise required by a collective bargaining agreement.  Part-time employees eligible for 
coverage under this section will be enrolled in coverage no later than the first day of the 
fourth month of employment or change in classification.
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With limited exceptions for infrequent and temporary workload fluctuations, part-time 
employees should not work 30 hours or more weekly with any regularity.

c) Seasonal Employees – Employees hired into a position for which the customary annual 
employment is based on seasonal work demands, with the job typically beginning and 
ending in approximately the same time each calendar year.  Seasonal employees are 
subject the ACA “look back” measurement method (see below).  To ease in administration 
and hourly tracking, seasonal employees are subject to a mandatory annual six (6) month 
break in service, unless an exception is authorized by the City’s Human Resources 
Department.  Seasonal employees are not eligible for health coverage, although the City 
reserves the sole discretion to grant exceptions based on the unique scheduling demands 
associated with particular seasonal positions.

3. ACA Look Back Measurement Method
When required by the ACA for purposes of determining employee eligibility for health 
coverage, the City utilizes 12-month initial and standard measurement and stability periods.  
The City also utilizes an initial administrative period of not longer than two (2) months, 
divided in two (2) phases. The first phase begins on the date of hire and continues until the 
last day of that calendar month. The second phase begins at the end of the 12-month initial 
measurement period and lasts for one (1) full calendar month.  The City uses a standard 
administrative period of 31 days. The purpose of the standard administrative period is to 
calculate the hours worked by employees during the preceding standard measurement 
period and to enroll eligible employees in health coverage during the resulting standard 
stability period.  Please refer to the City’s Human Resources Department for more 
information.

Page 243 of 320



43

Policy 502 Vacations

The City of Anacortes grants annual vacations with pay to regular full-time and regular part-time 
employees in accordance with the guidelines established below.

1. Vacations are accrued or earned based on the employee’s length of service and on the time 
actually worked. Vacation does not accrue when an employee is on an unpaid leave of 
absence.

2. Full-time employees will accrue paid vacation according to the following schedule:
Service Period Vacation Accrual 

(per month)
Vacation Accrual 

(per year)
Maximum 
Accrual

First month through 48 
months (years 0-4.00)

8 hours 96 hours 176 hours

Months 49 through 108
(years 4.01-9.00)

10 hours 120 hours 200 hours

Months 109 through 168
(years 9.01-14.00)

14 hours 168 hours 240 hours

169 months and beyond 
(years 14.01+)

17 hours 204 hours 240 hours

Vacation cannot be taken until hours are accrued. Employees whose vacation balance 
meets the maximum accrual will no longer accrue vacation benefits until the vacation 
balance falls below the maximum accrual. Employees are responsible for monitoring their 
accrual balance. If an employee requests vacation that has not accrued and has personal 
holiday hours available, the personal holiday hours will be utilized.

3. Regular part-time employees whose full-time equivalency is 50% or more are entitled to 
vacation on a prorated basis. Regular part-time employees shall earn vacation leave 
proportionate to the number of hours that they work in a pay period divided by the number of 
hours a full-time employee works in the same pay period. Maximum accrual of hours is 
prorated for part-time employees based on their full-time equivalency. Part-time employees 
working less than 20 hours per week and temporary employees do not receive paid vacation 
(see Policy 211 Employee Classifications).

4. Employees who feel that there is a discrepancy in the calculation of their vacation pay or 
eligibility may request a review of that calculation from the Human Resource and Finance 
Departments (see Policy 902 Dispute Resolution Procedure).

5. Vacation pay for full-time and part-time employees will consist of the employee’s regular rate 
of pay for the vacation period.

6. Generally, employees should submit vacation plans to their supervisor at least four weeks in 
advance of the requested vacation date. Management reserves the right to approve when 
vacations are taken. Supervisors are responsible for ensuring adequate staffing levels and 
should attempt, when feasible, to resolve vacation scheduling conflicts based on length of 
service. However, employees who want to change their plans after the vacation schedule 
has been approved lose their seniority consideration.

7. Once per year, employees may elect to have their accrued vacation balance that exceeds 
160 hours cashed out and deposited into a deferred compensation account set up through 
the City of Anacortes. The employee must notify payroll in writing by November 20 of each 
year for distribution on the December 5 payday. This benefit is prorated for part-time 
employees based on their full-time equivalency.

8. Upon termination, including retirement, voluntary or involuntary termination, layoff, or other 
the employee will have their vacation balance paid out at their exiting rate of pay.
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Policy 503a  Holidays

The City of Anacortes designates and observes certain days each year as holidays. Eligible 
employees will be given a day off with pay for each holiday observed.

1. The City of Anacortes observes the following holidays (8 hours each) per calendar year:
1 New Year’s Day January 1st
2 Martin Luther King Day 3rd Monday in January
3 President’s Day 3rd Monday in February
4 Memorial Day Last Monday in May
5 Juneteenth June 19th
6 Independence Day July 4th
7 Labor Day 1st Monday in September
8 Veteran’s Day November 11th
9 Thanksgiving Day 4th Thursday in November

10 Native American Heritage Day Day after Thanksgiving
11 Christmas Day December 25th

12-14 3 Personal Holidays See below

Employees may select three (3) personal holidays each year. On January 1st each year, 24 
hours of personal holiday are added to an employee’s record. Personal holidays are 
prorated for employees who work less than 12 months of the year or a part-time schedule. 
Personal holidays are prorated according to the employee’s full-time equivalency (FTE) in 
the payroll accounting system. Personal holiday hours are not carried over from one year to 
the next. At the end of the year, unused personal holiday hours are forfeited.

In the event of conflict between this provision of the policies and any provision of a valid and 
effective collective bargaining agreement, employee contract, or applicable Civil Service 
rules, the provisions of the contract and/or the Civil Service rules shall govern.

2. Full-time employees are eligible to receive their regular rate of pay (up to 8 hours) for each 
observed holiday. Part-time employees who are scheduled to work at least 20 hours per 
week (1,040 per year) are entitled to holiday pay. The amount of holiday pay is determined 
on the same basis as for full-time employees, but is based on the employees’ FTE budget 
allocation. For example, an employee allocated at 65% FTE will receive 5.2 hours of holiday 
pay on each City approved holiday. Temporary employees and employees on unpaid 
leaves of absence or on layoff are not eligible to receive holiday pay.

3. To receive holiday pay, an eligible employee must be at work or taking an approved 
absence on the workdays immediately preceding and immediately following the day on 
which the holiday is observed. An approved absence is a day of paid vacation or paid short- 
term absence (see Policies 502 Vacations and 702 Absences). If an employee is absent on 
one or both of these days because of an illness or injury, the City of Anacortes may require 
verification of the reason for the absence before approving holiday pay (see Policy 205 
Medical Procedures).

4. A holiday that occurs on a Saturday will be observed on the preceding Friday. A holiday that 
occurs on a Sunday will be observed the following Monday. Shift workers observe holidays 
on the actual holiday.

5. If a holiday occurs during an employee’s vacation period, the employee records the day as 
holiday pay on their timesheet.

6. The City of Anacortes recognizes that some employees may wish to observe, as periods of 
worship or commemoration, certain days that are not included in the City of Anacortes’s
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regular holiday schedule. Employees may use personal holidays or accrued vacation for 
these occasions.

7. The City of Anacortes may schedule work on observed holidays as it considers necessary. 
Normally, work on an observed holiday will be paid as if the day were a regularly scheduled 
day. Employees will be given the option of receiving additional pay for the day or a “floating” 
holiday that may be taken, with the prior approval of their supervisor, at another time during 
the pay period.
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Policy 503b  Unpaid Holidays For Reasons Of Faith Or Conscience

Employees are entitled to two unpaid holidays per calendar year for a reason of faith or 
conscience or an organized activity conducted under the auspices of a religious denomination, 
church, or religious organization.

1. Employees may select the days on which the employee desires to take the two unpaid 
holidays after consultation with their supervisor. If an employee prefers to take the two 
unpaid holidays on specific days, then the employee will be allowed to take the unpaid 
holidays on the days they selected unless the absence would unduly disrupt operations, 
impose an undue hardship, or the employee is necessary to maintain public safety. The 
term “undue hardship” has the meaning contained in the rule established by the Office of 
Financial Management.

2. If possible, an employee should submit a written request for an unpaid holiday provided for 
by this section to the employee’s supervisor a minimum of 14 days prior to the requested 
day. Approval of the unpaid holiday shall not be deemed approved unless it has been 
authorized in writing by the employee’s supervisor. The employee’s supervisor shall 
evaluate requests by considering the desires of the employee, scheduled work, anticipated 
peak workloads, response to unexpected emergencies, the availability, if any, of a qualified 
substitute, and consideration of the meaning of “undue hardship” developed by rule of the 
Office of Financial Management.

3. The two unpaid holidays allowed by this section must be taken during the calendar year, if at 
all; they do not carry over from one year to the next.
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Policy 504 Continuing Education

The City of Anacortes attempts to provide employees with flexible work schedules when taking 
Mayor-approved educational courses.

1. Flexible work schedules will be considered if the City of Anacortes determines the courses 
of study are directly related to the employee’s present job or that will enhance the 
employee’s potential for advancement to a position within the City of Anacortes and to which 
the individual in the view of management has a reasonable expectation of advancing.
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Policy 505 Employee Counseling

The City of Anacortes assists employees with referral services that will help in solving financial, 
legal, and emotional wellbeing concerns.

1. The City of Anacortes recognizes that personal difficulties can adversely affect job 
performance. Accordingly, employees experiencing financial, legal, or emotional wellbeing 
concerns are encouraged to seek assistance from the Employee Assistance Program 
(EAP). The Employee Assistant Counselors are available 24 hours a day, seven days a 
week to arrange an appointment with a qualified counselor. The telephone number for EAP 
is 1-800-570-9315 or www.guidanceresources.com.

2. Supervisors should be alert to signs of the existence of personal problems among their 
employees. Indications of personal problems include excessive absenteeism, changes in 
both behavior and employee attitudes, and substandard job performance.

3. Supervisors, where appropriate, should try to communicate with employees who seem to be 
experiencing problems. Depending on the circumstances, the supervisor should proceed as 
follows:
a. If an employee’s problem seems to require professional counseling, or does not lend 

itself to an easy solution, the supervisor should refer the employee to the City’s 
Employee Assistance Program.

b. If the employee’s problem is an unresolved complaint or grievance, the supervisor 
should advise the employee of the appropriate steps to be taken in compliance with the 
Grievance Procedure (see Policy 902 Dispute Resolution Procedure).

4. Employees needing extended treatment may request a leave of absence in accordance with 
the City of Anacortes’s leave policy (see Policy 702 Absences).

5. Human Resources will also, to the degree that its resources permit, provide counseling and 
reference information for employees seeking guidance on education and career planning, 
relocation, outplacement, and retirement planning (see Policies 213 Termination of 
Employment, 214 Retirement, and 504 Continuing Education).

6. Employees are required to meet satisfactory standards of job performance. Performance 
reviews are to be based on factors related to job performance, regardless of whether an 
employee seeks counseling (see Policy 302 Performance Reviews). In certain 
circumstances, however, the City of Anacortes may require an employee to participate in 
counseling as a condition of continued employment (see Policy 808 Drugs, Narcotics, and 
Alcohol).

7. Communications between employees, supervisors, Human Resources, the Employee 
Assistance Program, and professional counselors or agencies as a result of this policy are 
to be confidential, except to the degree necessary to protect the safety of the employee or 
others or to protect the security of City of Anacortes property.
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Policy 506  Employee Recognition and Service Awards

The City of Anacortes recognizes employee contributions and service to the organization by 
presenting employee recognition and service awards to eligible employees according to the 
guidelines below.

1. The City of Anacortes may reward outstanding performance and productivity by presenting 
recognition awards to eligible employees. Generally, the Mayor will be responsible for 
setting eligibility requirements and implementing the different programs. Department heads 
and supervisors may assist in determining award recipients for the Mayor’s Award of Merit. 
In most cases, the Mayor’s Award of Merit awards will be presented at a City Council 
meeting following the determination of an award recipient. The Mayor is responsible for 
identifying the employees who will be honored, notifying the presenter, ordering the awards, 
and arranging for appropriate announcements and publication of awards, both internally and 
externally.

2. All regular full-time and regular part-time employees are eligible to receive a Pride in Service 
award upon completion of 1, 5, 10, 15, 20, 25, and 30 years of service. Human Resources is 
responsible for identifying when employees should be honored, notifying the employees, 
ordering the awards, and helping management to arrange appropriate announcements and 
publications of awards, both internally and externally.

3. Regular full-time and regular part-time employees hired prior to January 1, 2022 are eligible 
to accrue longevity benefits as described in their applicable bargaining agreement. Non- 
union employees receive $5.00 per month for each year of service following completion of 5 
years of service. The maximum longevity benefit per month is $100.00.

4. The IRS classifies cash and gift certificate awards as taxable income. Payroll withholds 
taxes accordingly.
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Policy 507 Exercise and Wellness Programs

The City of Anacortes encourages employees to participate in exercise and wellness programs. 
In support of the City of Anacortes Wellness Program, the City established a Fitness 
Reimbursement Program to encourage regular exercise.

1. Participation in the City of Anacortes fitness reimbursement program is open to regular full-
time or regular part-time employees who are regularly scheduled to work 20 or more hours 
per week. Spouses, domestic partners, and other employee dependents who are eligible for 
the City’s medical insurance coverage may participate. Volunteer firefighters are eligible to 
participate. Temporary, seasonal, terminated, or retired employees are not eligible to 
participate.

2. These programs are voluntary and should take place outside normal working time.
3. To be eligible for reimbursement of a portion of the membership dues, the employee, 

spouse, domestic partner, or eligible dependent must provide proof of participation and dues 
to Human Resources showing at least 10 workouts per month at a fitness facility or through 
a paid exercise subscription. Swim lessons with 8 sessions per month are the only 
exception to the 10-visit rule. Proof of visits must be provided each month and will not be 
retroactively paid. For example, if you have visits for the month of March, you must turn in 
your proof no later than the last day of April. Free programs are not eligible for 
reimbursement.

4. Employees, spouses, domestic partners, and eligible dependents are limited to one health 
club reimbursement per month, per person. Eligible family members are not required to work 
out at the same facility.

5. Employees are responsible for the full payment of the fitness program/dues including 
initiation fees, annual charges, or other associated fees. The extent of City of Anacortes 
financial support for each program will be determined on an annual basis. This benefit is 
considered taxable income.

6. The reimbursement will appear as “Fitness/Pool Reimburs” on the employee’s paystub. 
There may be up to a two-month lag time before reimbursements may be processed 
through payroll.

7. Participation in the City of Anacortes fitness reimbursement program is limited in some 
situations to employees who have medical benefits through the City of Anacortes.

8. The City of Anacortes retains the right to change all aspects of its exercise and wellness 
programs and to discontinue their existence.
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Policy 508 Dual Insurance Incentive

The City of Anacortes encourages all employees and their spouse and/or dependent(s) to 
participate in health insurance coverage to maintain health and wellness. Employees who have 
a spouse and/or dependent(s) who obtain full medical insurance coverage elsewhere and opt 
out of dual coverage under a City health insurance plan may be eligible to receive a monthly 
incentive.

1. Human Resources is responsible for benefit plans for all employees.
2. The Dual Insurance Incentive plan is a voluntary program limited to employees who have 

medical insurance coverage through the City of Anacortes and this coverage must be 
maintained to participate in the plan.

3. Employee’s spouse and/or dependent(s) must be removed from the City of Anacortes 
medical insurance coverage. This does not extend to dental, vision, or life insurance, which 
remain in effect.

4. Employees must certify through a Dual Insurance Incentive Enrollment form that their 
spouse and/or dependent(s) have obtained medical insurance that meets “minimum 
essential coverage.” Minimum essential coverage cannot be obtained from an individual 
market or an insurance exchange. Coverage from Medicare does not qualify a spouse 
and/or dependent(s) for the dual insurance incentive. Coverage from TRICARE does qualify 
a spouse and/or dependent(s) for the dual insurance incentive.

5. Incentive amounts are based on the lowest cost PPO plan determined by Human 
Resources and updated annually on the Dual Insurance Incentive Enrollment form.

6. Employees must provide proof of their spouse’s and/or dependent’s continuous, 
comprehensive medical coverage. Enrollment is effective for one year only. Employees must 
resubmit a Dual Insurance Incentive Enrollment form each year during open enrollment to 
receive the incentive payment. If employees do not re-enroll, dual insurance incentive will be 
automatically dropped. Retroactive dual insurance incentives will not be provided for late 
proof.

7. Employees are responsible for informing Human Resources of any changes in insurance 
statuses when receiving the dual insurance incentive. If an employee fails to inform Human 
Resources that they are no longer eligible for the incentive and receives funds the employee 
is not entitled to, the City of Anacortes will withhold amounts overpaid from the employee’s 
paycheck as permitted by and consistent with RCW 49.48.200-.210.

8. The City retains the right to revoke, modify, or cancel this policy at any time and as it deems 
appropriate.
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 City of Anacortes Premises and Work Areas

Policy 601 Employee Safety and the Safety Committee

The City of Anacortes complies with all applicable federal, state, and local health and safety 
regulations and provides a work environment as free as practicable from recognized hazards. 
Employees are expected to comply with all safety and health requirements whether established 
by the City of Anacortes or by federal, state, or local law. The Safety Committee maintains an 
Accident Prevention Manual and Blood Borne Pathogen Manual.

1. The City of Anacortes appoints a Safety Committee to oversee the City of Anacortes’ safety 
policies and procedures.

2. All employees are responsible for ensuring that they understand and comply with all City of 
Anacortes safety rules, regulations, and procedures. All employees are responsible for:
a. Being familiar with all safety and health procedures relevant to the operations under their 

supervision;
b. Inspecting their work areas periodically;
c. Identifying conditions that are recognized as being unsafe; and
d. Reporting accidents and injuries to the immediate manager, department head and 

Human Resources immediately and ensuring that any injured employee is referred to 
appropriate medical care (see Policy 205 Medical Examinations).

Supervisors should complete a Safety Orientation Checklist upon hiring a new employee 
and before the new employee begins work. This is to ensure that the employee understands 
and complies with the safety rules, regulations, and procedures within their department. The 
completed and signed form should be included in the employee’s personnel folder.

3. Employees should report to their supervisor or the Safety Committee all observed safety 
and health violations, potentially unsafe conditions, and any accidents resulting in injuries to 
employees or the public. Employees are encouraged to submit suggestions to the Safety 
Committee concerning safety and health matters.

4. Violations of City of Anacortes safety rules, regulations, or procedures will result in 
disciplinary action, up to and including termination (see Policies 801 Behavior of Employees 
and 807 Disciplinary Procedure).

5. Employees are offered CPR and First Aid training. Depending on the employee’s job 
assignment the training may be mandatory.
a. Employees whose job descriptions warrant them to take Blood Borne Pathogen training 

should, if possible, be scheduled to attend training as soon as possible. The Blood 
Borne Pathogen Site Specific Plan identifies job titles in which exposure to pathogens 
may exist and require training. Supervisors are responsible to ensure that their 
employees’ Blood Borne Pathogen certification remains current.

Employees who may be exposed to Hepatitis B as disclosed in their job description have the 
option to receive Hepatitis B vaccinations paid for by the City of Anacortes. Employees will 
be advised during orientation of the risks associated with their job classification and given 
the opportunity to accept or decline the vaccinations.
a. Employees who do not have health insurance will be reimbursed for reasonable 

expenses to obtain their Hepatitis B vaccination when their role may have exposures.
b. Employees who have health insurance are expected to utilize their insurance to cover 

the costs of the vaccination.
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Policy 602 Personal Property

The City of Anacortes asks employees to refrain from bringing unnecessary or inappropriate 
personal property to work.

1. The City of Anacortes recognizes that employees may bring certain personal items to work 
such as family photographs, houseplants, or other small decorative items for their 
workspaces. However, personal property that is not related to the employee’s job 
performance may disrupt work or pose a safety risk to other employees.

2. Employees are expected to exercise reasonable care to safeguard unauthorized personal 
items brought to work. The City of Anacortes is not responsible for the loss, damage, or theft 
of personal belongings, and employees are advised not to carry unnecessary amounts of 
cash or other valuables with them when they come to work.

3. The City of Anacortes may assign each employee a locker or storage area for safekeeping 
small personal effects during working hours. In addition, the City of Anacortes will provide 
and retain keys for file cabinets, desks, and other workstations. Employees may not place 
their own locks on any storage facility.

4. To maintain security and protect against theft, the City of Anacortes reserves the right to 
inspect when presented with reasonable suspicion all personal property brought onto the 
City of Anacortes’ premises, including vehicles, packages, briefcases, backpacks, purses, 
bags, and wallets. In addition, whether locked or not, the City of Anacortes may inspect the 
contents of lockers, storage areas, file cabinets, desks, and workstations at any time and 
remove all City of Anacortes property and other items that violate City of Anacortes rules 
and policies (see Policy 605 Security).

5. Articles of personal property found on the premises should be returned to the owner, if 
known, or turned in to the Facilities Manager. Inquiries regarding lost property should be 
directed to the Facilities Manager.
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Policy 603 Solicitation

The City of Anacortes prohibits solicitation and distribution on its premises by non-employees 
and permits solicitation and distribution by employees only as outlined below.

1. The City of Anacortes limits solicitation and distribution on its premises because those 
activities can interfere with its normal operations, reduce employee efficiency, annoy 
customers or employees, and pose a threat to security.

2. Human Resources is responsible for administering this policy and enforcing its provisions. 
Employees will be subject to disciplinary action for violating this policy (see Policies 801 
Behavior of Employees and 807 Disciplinary Procedure).

3. Individuals not employed by the City of Anacortes are prohibited from soliciting funds or 
signatures, conducting membership drives, distributing literature or gifts, offering to sell 
merchandise or services (except with the Mayor’s prior approval) or engaging in any other 
solicitation, distribution, or similar activity on City of Anacortes premises.

4. The City of Anacortes may authorize a limited number of fund drives by employees on 
behalf of charitable organizations or for employee gifts. Employees are encouraged to 
volunteer to assist in these drives, but participation is entirely voluntary.

5. The following restrictions apply when employees engage in permitted solicitation or 
distribution of literature for any group or organization, including charitable organizations:
a. Soliciting and distributing literature, or selling merchandise or services, during the 

working time of either the employee making the solicitation or distribution, or the targeted 
employee, is prohibited. The term “working time” does not include an employee’s 
authorized lunch or rest periods or other times when the employee is not required to be 
working.

b. Distribution of literature is prohibited in work areas at all times.
c. Distributing literature in a way that causes litter on City of Anacortes property is 

prohibited.
d. Employees may not use City facilities, resources, or supplies to promote or solicit 

participation in gambling activities, including but not limited to wagers, bets, or pools.
6. The City of Anacortes maintains various communication systems to communicate City of 

Anacortes information to employees and to disseminate or post notices required by law. 
These communication systems (including bulletin boards, text messages, cell phones, 
electronic mail, voice mail, facsimile machines, and personal computers) are for business 
use only and may not be used for employee solicitation or distribution of literature. The 
unauthorized use of the communication systems or the distribution or posting of notices, 
photographs, or other materials on any City of Anacortes property is prohibited (see Policy 
804 Use of Communication Systems).
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Policy 604 Parking

The City of Anacortes provides parking facilities, when practical, for the benefit and convenience 
of its employees, customers, and visitors.

1. The City of Anacortes will provide parking for as many employees as practical. Special 
spaces will be designated for certain employees, customers, and visitors.

2. The City owned parking lots are considered part of the City of Anacortes premises; 
therefore, all City of Anacortes policies and rules apply to employees and their vehicles 
while on the lots (see Policy 801 Behavior of Employees).

3. Employees who use the City of Anacortes parking lots do so at their own risk. The City of 
Anacortes assumes no responsibility for any damage to, or theft of, any vehicle or personal 
property left in the vehicle while on the parking lots (see Policies 602 Personal Property and 
605 Security).
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Policy 605 Security

The City of Anacortes makes reasonable efforts to provide for the security of its property, its 
employees, and visitors to its premises.

1. Employees (unless required to carry a firearm or weapon as a condition of employment), are 
prohibited from possessing firearms or other weapons on City of Anacortes property and at 
events sponsored by the City of Anacortes. To the maximum extent permissible by law, 
employees (unless required to carry a firearm or weapon as a condition of employment)  
may not carry weapons in employer-provided vehicles or in personal vehicles while on City 
business. 

2. All personal property brought onto the City of Anacortes’ premises, such as vehicles, 
packages, briefcases, backpacks, purses, bags, and wallets, are subject to inspection with 
reasonable suspicion. In addition, the City of Anacortes may inspect the contents of lockers, 
storage areas, file cabinets, desks, and workstations at any time and may remove all City of 
Anacortes property and other items that are in violation of City of Anacortes rules and 
policies (see Policy 602 Personal Property).

3. Employees working in sensitive or high security jobs must meet any applicable special 
security clearance requirement specified for those jobs (for example, police and fire 
employees). These requirements may include more extensive background checks, 
fingerprinting, bonding, or other special security measures. Failure or inability to meet or 
comply with any special security requirements is grounds for termination of employment or 
rejection of an applicant.

4. Employees may remain at their workplace outside their normal working hours only when 
authorized to do so by their supervisor.

5. Employees are expected to exercise reasonable care for their own protection and for that of 
their personal property while on the City of Anacortes premises and while away from the 
premises on business. The City of Anacortes assumes no responsibility for loss, damage, or 
theft of personal property (see Policy 602 Personal Property).

6. Employees are expected to know and comply with the City of Anacortes’ security 
procedures and should report any violations or potential problems to the Police Department. 
Violations of City of Anacortes security rules or procedures will result in disciplinary action, 
up to and including termination (see Policies 801 Behavior of Employees and 807 
Disciplinary Procedure).
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Policy 606 Tobacco Use

The City of Anacortes complies with all applicable federal, state, and local regulations regarding 
tobacco in the workplace and provides a work environment that promotes productivity and the 
wellbeing of its employees.

1. The use of tobacco products of any kind (including cigarettes, cigars, pipes, e-cigarettes, 
vapes, or chewing tobacco) in the workplace is prohibited. This prohibition applies to time 
spent at work sites or stations in any City building, facility, vehicle, or location.

2. The no tobacco use policy applies to employees during working time and to customers and 
visitors while on the City of Anacortes’ premises.

3. Tobacco use is only allowed in designated outside areas that are at least 25 feet from 
building entrances and exits, windows that open, and ventilation intakes during designated 
breaks or off-work time. There shall be absolutely no tobacco use during work time. 
Employees are expected to exercise common courtesy and to respect the needs and 
sensitivities of coworkers with regard to the smoking policy. Smokers have a special 
obligation to not abuse break and work rules and to keep smoking areas litter-free. 
Complaints about smoking issues should be resolved at the lowest level possible but may 
be processed through the City of Anacortes’ grievance procedure (see Policy 902 Dispute 
Resolution Procedure). Employees who violate the policy will be subject to disciplinary 
action (see Policy 807 Disciplinary Procedure).

4. Employees may contact Human Resources for information regarding the effects of smoking 
and the availability of smoking cessation programs.
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 Absences from Work

Policy 701 Attendance and Punctuality

The City of Anacortes requires employees to report for work punctually and to work all 
scheduled hours and overtime required by business necessity. Excessive tardiness and poor 
attendance disrupt workflow and customer service and will not be tolerated.

1. Supervisors should notify employees of their starting, ending, and break times. Employees 
are expected to be engaged in carrying out their duties during all scheduled work time and 
should be ready to begin working at their scheduled starting time (see Policy 209 Hours of 
Work). Supervisors should record all absences and, for nonexempt employees (those 
subject to the minimum wage and overtime requirements of the Fair Labor Standards Act), 
any tardiness or early departure exceeding ten minutes.

2. Employees should notify their supervisor in as far advance as possible whenever they are 
unable to report for work, know they will be late, or must leave early. The notice should 
include a reason for the absence and an indication of when the employee can be expected 
to report for work. If the supervisor is unavailable, notification should be made to the next 
level of management.

3. Employees will be compensated during authorized absences in accordance with Policy 702 
Absences. Nonexempt employees will not receive compensation for time missed because of 
tardiness or early departure if the time missed exceeds 10 minutes after starting time or 
before quitting time. Failure to notify the City of Anacortes properly of any absence may 
result in loss of compensation during the absence and may be grounds for disciplinary 
action.

4. Nonexempt employees who are delayed in reporting for work more than 30 minutes and 
who have not notified their supervisor of their expected tardiness may lose their right to work 
the balance of the workday. In addition, employees who report for work without proper 
equipment or in improper attire may not be permitted to work (see Policies 601 Employee 
Safety and the Safety Committee and 802 Personal Appearance of Employees). 
Employees, who report for work in a condition considered not fit for work, whether due to 
illness, alcohol or drug use, or any other reason, will not be allowed to work (see Policies 
205 Medical Examinations and 809 Drugs, Narcotics, and Alcohol).

5. Employees generally are expected to report for work during inclement weather conditions 
unless the Mayor or the Mayor’s designee declares an emergency closing. During times of 
inclement weather or natural disaster, it is essential that the City continue to provide vital 
public services. Therefore, employees are expected to make every reasonable effort to 
report to work, so long as doing so does not endanger their personal safety. An employee 
who is unable to get to work or leaves work early because of unusual weather conditions 
may charge the time missed to vacation, personal holiday, compensatory time off, exchange 
time off, or leave without pay.

6. Nonexempt employees will not be required or permitted to work any period of time before or 
after scheduled starting or quitting times for the purpose of making up time lost because of 
tardiness, unauthorized absence, authorized absence, or any other reason if the result will 
be that the employee works more than forty hours during the workweek.

7. Employees must report to their supervisor after being late or absent, give an explanation of 
the circumstances surrounding their tardiness or absence, and, when applicable, certify that 
they are fit to return to work (see Policy 205 Medical Examinations). The supervisor should 
record the information in the employee’s file and forward a copy to Human Resources. 
When appropriate, the supervisor should counsel the employee on the importance of good
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attendance and warn that excessive tardiness or absences will lead to discipline, up to and 
including termination (see Policies 702 Absences and 807 Disciplinary Procedure).

8. Employees who are frequently away from the premises for business reasons should inform 
their supervisors of their whereabouts during working hours.

9. Unauthorized or excessive absences or tardiness will result in disciplinary action, up to and 
including termination (see Policy 807 Disciplinary Procedure). An absence is considered to 
be unauthorized if the employee has not followed proper notification procedures or the 
absence has not been properly approved. Generally, absences in excess of those allowed in 
Policy 702 Absences, and tardiness or early departure (i.e., beyond ten minutes of starting 
or quitting time) more than three times in a three-month period are grounds for discipline.

10. Employees who are absent from work for three consecutive days without giving proper 
notice to the City of Anacortes will be considered as having abandoned their job. At that 
time, the City of Anacortes will formally note the termination and advise the employee of the 
action by certified mail to the employee’s last known address (see Policy 213 Termination of 
Employment).
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Policy 702 Absences

The City of Anacortes permits employees to be absent from work on an authorized basis for a 
variety of reasons, including illness or injury. To help employees maintain their income during 
certain authorized absences, the City provides compensation according to the guidelines below.

1. Washington Paid Sick Leave (WPSL)
a. All City employees are eligible to accrue WPSL, whether regular, full-time, part-time, 

temporary or seasonal. Employees accrue WPSL at the rate of 1 hour for every 40 hours 
worked. For accrual purposes, hours worked encompasses actual working time, and not 
paid or unpaid leave. Accrual of WPSL begins on an employee’s first day of work, 
although WPSL may not be used until the individual has been employed for 90 calendar 
days.

b. Employees may carry up to a maximum of 40 hours of unused WPSL over from one 
calendar year to the next. Any accrued WPSL in excess of 40 hours will be transferred 
over to the employee’s City Paid Sick Leave bank (subject to the maximum accrual limit 
of 1440 hours, as described below); if an employee is not eligible for City Paid Sick 
Leave, WPSL hours in excess of 40 at year end will be forfeited. Accrued but unused 
WPSL will not be cashed out upon separation from the City unless an employee qualifies 
for retirement buyback under section 3e below. If an employee separates from the City 
and is rehired within 12 months any WPSL balance that existed at the time of separation 
will be reinstated, provided that if the rehire occurs in the following calendar year, 
reinstatement of the balance will be limited to 40 hours.

c. Accrued WPSL may be used for:
i. The employee’s own illness, injury or health condition; to accommodate the need 

for medical diagnosis, care or treatment of a health condition; or preventive 
medical care.

ii. The employee’s care for a family member with illness, injury, or health condition; 
care for family member who needs medical diagnosis, care or treatment; care for 
family member who needs preventive medical care. Family members include an 
employee’s child (whether biological, adoptive, foster, step-child, a child’s spouse, 
or child for whom employee stands in loco parentis, is a legal guardian for, or is a 
de facto parent and regardless of age or dependency status); parent (whether 
biological, adoptive, in-law, de facto, step-parent, legal guardian or person who 
stood in loco parentis to employee when employee was a child); spouse or 
registered domestic partner; grandparent; grandchild;  sibling; or person with a 
relationship to the employee that creates an expectation of care.

iii. An absence due to closure of the City’s offices by order of public official for any 
health-related reason, or where the employee’s child’s school or day care is closed 
for such a health-related reason or after the declaration of emergency by local, 
state, or federal government.

iv. Absences covered by the Domestic Violence/Sexual Assault/Stalking leave policy 
below.

d. Where the need to use WPSL is foreseeable, employees should submit written notice of 
the need for leave to their supervisor at least 10 days in advance of the leave date(s). 
For unforeseeable leave, employees must contact their supervisor as soon as the need 
for leave becomes known. The City may require documentation regarding the use of 
leave, provided that for non-exempt employees:
i. Documentation may only be required when an employee uses more than three 

consecutive workdays of WPSL;
ii. An employee will have up to 10 calendar days to provide the required 

documentation;
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iii. If requested, documentation need not disclose the nature of the medical condition
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causing the need for leave; and
iv. If a requirement to provide documentation will result in unreasonable burden or 

expense to the employee, an employee may advise the City of this concern and 
the City will evaluate its request in light of the circumstances.

e. When an employee needs to be absent for a WPSL-covered reason (including any 
FMLA-eligible absence), any accrued WPSL may be applied. Any available City paid 
sick leave will be applied after the employee’s WPSL accrual is exhausted (if City paid 
sick leave is qualifying), subject to the provisions of the Family Care policy below.

2. City Paid Sick Leave
a. Regular, full-time and regular part-time employees whose full-time equivalency is 50% or 

more are eligible to accrue City paid sick leave in addition to WPSL. Full-time 
employees will accrue City paid sick leave at the rate that ensures their total monthly 
sick leave accrual (including both WPSL and City leave) equals 8 hours per calendar 
month of continuous employment or the monthly accrual rate established in the 
applicable labor agreement. Eligible part-time employees will accrue City paid sick leave 
on a pro-rata basis.
Example: A full-time employee who is eligible for a total of 8 hours of paid sick leave per 
month works 160 hours during the month. They would receive 4 hours of WPSL (1 hour 
per 40 hours worked). The remaining 4 hours of their monthly entitlement of 8 hours 
would go into the employee’s City sick leave bank.
Example: A part-time employee works 80% of a full-time schedule and is therefore 
entitled to a total monthly sick leave accrual of 6.4 hours (80% of 8 hours). During a 
month, the employee works 120 hours and would therefore accrue 3 hours of WPSL. 
The remaining 3.4 of their monthly sick leave accrual would be placed into the 
employee’s City sick leave bank.

b. Employees do not accrue City sick leave benefits during an absence without pay. 
Temporary, seasonal and part-time employees who work less than a 50% equivalency 
are not eligible for City paid sick leave benefits.

c. The maximum number of hours of City paid sick leave that an employee can accumulate 
is one thousand four hundred and forty (1440) hours.

d. City paid sick leave is available to employees after their leave accrual under WSPL has 
been exhausted, subject to the provisions of the Family Care Act, described below.

e. City Sick leave may be used for any of the following purposes:
i. Personal illness or incapacity of the employee;
ii. Forced quarantine of the employee by a public health official; 
iii. To care for the employee’s dependent children under age 18 who is ill;
iv. To attend the birth of the employee’s child;
v. Use of a prescription drug that impairs job performance or safety;
vi. Medical or dental appointments of the employee or dependent children under the 

age of 18, when such appointments cannot reasonably be scheduled during off-
duty time;

vii. For any other purpose described in the WA Family Care policy set forth 
below.

viii. City paid sick leave may be coordinated with certain other leaves (see 
Family and Medical Leave policy below.)  Employees may be required to 
provide medical or other documentation to verify the appropriate use of City 
sick leave.  Excessive tardiness or absences (other than approved FMLA, 
WPSL or disability-related leave) may lead to disciplinary action up to and 
including termination.
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f. An employee who is eligible for retirement under the applicable DRS retirement plan is 
eligible for cash out of a portion of their unused WPSL and City paid sick leave 
proportionate to their sick leave balance. Employees do not need to draw from 
retirement to be considered eligible for retirement under DRS and eligible for a sick 
leave buyout. City sick leave cash out is prorated for part-time employees based on full 
time equivalency at retirement.

Total Sick Leave Balance at 
Retirement Percent Cash out
0-800 hours 0%

801-1251 hours 18% of unused sick leave hours
1251-1440 hours 25% of unused sick leave hours

Unused sick leave is not cashed out upon separation other than retirement.
3. Family Care/Use of Accrued Leave to Care for Sick Family Member

a. Consistent with the Washington Family Care Act, employees may use their choice of any 
accrued leave that they have available for their own use in order to care for their child, 
spouse, domestic partner, parent, parent-in-law, or grandparent as described below.

b. An employee may use available paid time off to care for their child where the child has a 
health condition requiring treatment or supervision, or where the child needs 
preventative care (such as medical, dental, optical, or immunization services).

c. An employee may use available paid time off when a spouse, domestic partner, parent, 
parent-in-law, or grandparent has a “serious or emergency health condition” which are 
conditions:
i. Requiring an overnight stay in a hospital or other medical-care facility
ii. Resulting in any period of incapacity or treatment or recovery following inpatient 

care
iii. Involving continuing treatment under the care of a health services provider that 

includes any period of incapacity to work or attend to regular daily activities; or
iv. Involving an emergency (i.e., demanding immediate action)

d. Where the need for family care leave is unexpected, the City of Anacortes understands 
that advance approval of the use of leave (as is required for certain kinds of accrued 
leave) may not be possible. Employees are required, however, to notify their supervisor 
of the need to take time off to care for a family member as soon as the need for leave 
becomes known. Subject to WPSL verification limits where WPSL is used, the City of 
Anacortes reserves the right to require verification or documentation confirming that a 
family member has or has had a “serious or emergency” health condition when available 
leave is used to care for that family member.

4. Family and Medical Leave (“FMLA”)
Recognizing the importance of family and out of concern for the wellbeing of our employees, 
the City of Anacortes family and medical leave program enables employees to take time off, 
under certain conditions, for health reasons or to care for family members. This policy will be 
administered in accordance with the federal Family and Medical Leave Act (FMLA). A notice 
entitled “Employee Rights and Responsibilities Under the Family and Medical Leave Act” is 
posted in break rooms and is provided to employees upon hire. Nothing in this policy affects 
or supersedes any federal or state law or collective bargaining agreement that may provide 
greater entitlement to medical or family leave than those set forth in this policy. Employees 
may also be entitled to seek partial wage replacement benefits during FMLA leave through 
the Washington Paid Family and Medical Leave (PFML) program (see Section 6 below).
a. Eligibility for Federal Family and Medical Leave (FMLA): To be eligible for leave under 
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this family and medical leave policy, an employee must have been employed by the City 
of Anacortes for at least 12 months, must have worked at least 1,250 hours in the 
preceding 12 months, and must work at a location where at least 50 employees are 
employed by the City of Anacortes within 75 miles.

b. Leave Entitlement: An eligible employee may request up to 12 workweeks of FMLA 
leave per “leave year” for one or more of the following reasons:
i. To care for the employee’s child upon birth, or to care for a child upon the child’s 

placement with the employee for adoption or foster care;
ii. To care for a spouse, son, daughter, or parent who has a serious health condition;
iii. To care for self, if the employee has a serious health condition that makes the 

employee unable to perform the essential functions of the position (including
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incapacity due to pregnancy, prenatal medical care, or childbirth); or
iv. For a “qualifying exigency” arising out of the fact that the employee’s spouse, son, 

daughter, or parent is a covered military member who is on active duty or has been 
notified of an impending call to active duty in support of a contingency operation. 
Covered military members are active-duty service members deployed to a foreign 
country, who have been called to active duty or notified of an impending call to 
active duty. Qualifying exigencies are generally activities related to the active duty 
or call to duty, including attending certain military events, arranging for alternative 
childcare, addressing certain financial and legal arrangements, attending certain 
counseling sessions, and attending post- deployment reintegration briefings.

c. The City of Anacortes defines a leave year as the rolling twelve-month period measured 
backward from the date an employee uses any FMLA leave. FMLA leave for birth or 
placement for adoption or foster care must conclude within 12 months of the birth or 
placement. In addition, spouses employed by the City of Anacortes are jointly entitled to 
a combined FMLA leave of 12 workweeks of family leave for the birth or placement of a 
child for adoption or foster care, or to care for a parent with a serious health condition. 
Each spouse is, however, eligible for the full 12 weeks of leave in the 12-month leave 
period to care for a child, spouse with a serious health condition, or for the employee’s 
own serious health condition.

d. An eligible employee may also take up to 26 weeks of leave during a single 12-month 
period to care for an injured service member who is the employee’s spouse, parent, 
child, or next of kin. A covered service member is a current member or veteran of the 
Armed Forces, including National Guard or Reserves members, who has a serious injury 
or illness incurred in the line of duty on active duty that may render the service member 
medically unfit to perform their duties for which the service member is undergoing 
medical treatment, recuperation or therapy; or in outpatient status; or is on the temporary 
disability retired list. This benefit applies to current service members or veterans who are 
undergoing medical treatment, recuperation, or therapy for a serious injury or illness that 
occurred any time during the five years preceding the date of treatment. For purposes of 
this kind of leave, the 12-month period begins the first day the employee takes leave. 
The combined total of leave for all purposes described in this policy may not exceed 26 
weeks in the applicable leave year.

e. Serious Health Condition: A serious health condition is an illness, injury, impairment or 
physical or mental condition that involves:
i. Any period of incapacity or treatment connected with inpatient care (i.e., an 

overnight stay) in a hospital, hospice, or residential medical care facility;
ii. A period of incapacity of more than three consecutive, full calendar days from 

work, school, or other regular daily activities that also involves:
1. two visits to a health care provider, OR
2. a single visit to a health care provider plus continuing treatment by (or under 

the supervision of) a health care provider;
iii. A period of incapacity due to pregnancy or for prenatal care;
iv. A period of incapacity or treatment due to a chronic serious health condition, for 

which a permanent or long-term condition for which treatment may not be effective, 
or to receive multiple treatments for restorative surgery after an accident or injury 
or for a condition that would likely result in an incapacity of more than three full, 
consecutive calendar days in the absence of medical treatment (e.g., 
chemotherapy for cancer or dialysis for kidney disease.)

f. Intermittent or Reduced Work Schedule Leave
i. In certain circumstances, eligible employees may take FMLA intermittently (for 

example, in smaller blocks of time) or by reducing their work schedule. If the FMLA
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leave is because of the employee’s own serious health condition or to care for a 
family member, the employee may take the leave intermittently on a reduced work 
schedule if it is medically necessary. Eligible employees may also take FMLA leave 
on an intermittent or reduced schedule basis when necessary, because of a 
qualifying exigency arising from a family member’s military service.  Unless 
specifically permitted by Supervisor and Human Resources, FMLA leave to care 
for a child after the birth or placement for adoption or foster care, also known as 
bonding leave, cannot be taken intermittently or on a reduced work schedule. 

ii. Where intermittent leave or reduced-schedule leave is needed for planned medical 
treatment, an employee must make a reasonable effort to schedule the treatment 
so as not to disrupt unduly the City of Anacortes’ operations. Where an employee 
needs intermittent or reduced-schedule leave based on planned medical treatment, 
the City of Anacortes may transfer the employee to an alternative position with 
equivalent pay and benefits that can better accommodate such recurring leave.

g. Notice and Certification
i. Employees who want to take FMLA ordinarily must provide the City of Anacortes 

with at least 30 days’ notice of the need for leave if the need for leave is 
foreseeable. If 30 days’ advance notice is not possible, notice must be provided as 
soon as practical (which is generally the same day or next business day after the 
need for leave becomes known.) Absent unusual circumstances, employees are 
required to follow the City of Anacortes’ regular procedural requirements when 
requesting FMLA leave. (see attendance and punctuality, Policy 701.) When 
requesting leave, employees must provide sufficient information for the City of 
Anacortes to determine whether the leave may be FMLA qualifying, and the 
anticipated timing and duration of requested leave. Employees must also inform 
the City of Anacortes if the requested leave is for a reason for which FMLA leave 
was previously taken or certified.

ii. When leave is requested in connection with planned medical treatment, the 
employee must make a reasonable effort to schedule treatment in order to prevent 
disruptions to the City of Anacortes operation.

iii. In addition, employees who need leave for their own or a family member’s serious 
health condition must provide medical certification from the health care provider of 
the serious health condition. The City of Anacortes may require a second or third 
opinion (at the City of Anacortes’ expense,) periodic recertification of the serious 
health condition, and when the leave is for an employee’s own serious health 
condition, a certification that the employee is fit to return to work.

iv. Employees who need leave for a qualifying exigency arising from a family 
member’s military leave must provide a certification confirming the need for leave.

v. The City of Anacortes may delay leave to employees who do not provide proper 
advance notice of the foreseeable need for leave. The City of Anacortes also may 
delay or deny approval of leave for lack of proper certification establishing the need 
for leave.

vi. Please contact Human Resources to obtain further information and forms relating 
to FMLA leave requests.

h. Continuation of Pay and Benefits
i. FMLA leave is unpaid leave; however, employees are required to use accrued City 

paid sick leave for FMLA-qualifying events as part of their 12 weeks of FMLA 
leave. Employees may elect to use accrued WPSL. Use of vacation leave is 
optional.

ii. During all leave designated as FMLA leave, the City of Anacortes will continue to 
pay the employer’s portion of health insurance premiums, provided that the
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employee continues to pay their share of the insurance premiums, if any. Failure of 
the employee to pay their portion of the premium may result in cancellation of 
health insurance. Under certain circumstances, if an employee fails to return to 
work at the end of the leave, the employee may be responsible to pay back the 
City of Anacortes for the employer portion of the health insurance premiums. Leave 
such as vacation and sick leave will continue to accrue during paid leave (e.g., 
while an employee is using accrued sick leave or vacation), but not during unpaid 
leave.

i. Job Restoration Upon Return from Leave
i. Upon return from family and medical leave, an employee will be entitled to return to 

the employee’s former position or a position with equivalent pay, benefits, and 
conditions of employment, unless unusual circumstances have arisen (e.g., the 
employee’s position or shift was eliminated for reasons unrelated to the leave). If 
the employee chooses not to return to work for any reason, the employee should 
notify the City of Anacortes as soon as possible.

j. Leave for Pregnancy Disability and to Care for a Newborn
Note: The pregnancy disability leave does not apply when the qualifying event is the 
placement of a newborn by adoption or foster care.
i. Under Washington State Law, regardless of whether the employee meets the 

FMLA eligibility requirements above, pregnant employees are entitled to an unpaid 
leave for the period of time that the female employee is physically disabled due to 
the pregnancy and/or childbirth. The period of temporary disability normally lasts 
six to eight weeks if the pregnancy and childbirth are without complications. With 
complications, such as required bed rest before childbirth, the period of temporary 
disability can last longer.

ii. The pregnancy disability leave runs concurrently (at the same time) with FMLA for 
employees eligible for FMLA and does not extend the 12 weeks of leave allowed 
under federal law.

iii. Pregnancy disability leave is unpaid leave unless the employee has accrued 
vacation and/or sick leave available (and the reason for the leave is sick leave 
qualifying). An employee may also be eligible for state PFML benefits during the 
period of disability (see Section 5 below).

5. Washington Paid Family and Medical Leave (“PFML”)
Eligible employees may apply for PFML, a program administered by the Washington State 
Employment Security Department (“ESD”). The PFML program allows eligible individuals to 
receive partial wage replacement and time off for qualifying family or medical events, 
including welcoming a new child into their family, a serious health condition or injury, or the 
need to care for an ill relative, and for certain military-connected events. Leave benefits are 
funded by employer contributions and employee payroll deductions as described in RCW 
50A.10.030. Eligibility is determined by the ESD, and employees must apply directly to the 
state to participate (https://www.paidleave.wa.gov/login).

If an employee’s PFML application is approved by ESD, the employee must file weekly 
claims for benefits, and will receive benefit payments from the State. These benefits are 
distinct from paid leave accruals offered by the City. 
a. Eligibility Under PFML

Employees may be eligible for monetary benefits and job protection when taking leave 
for covered reasons. Eligibility requirements are as follows:
i. Monetary Benefits: In order to be eligible for monetary benefits from ESD, an 

employee must have worked 820 hours in Washington State (for any employer or 
combination of employers) during the year preceding the claim.
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ii. Job Protection: In order to be eligible for job protection with the City under PFML, 
an employee must meet the Federal Family Medical Leave Act (“FMLA”) eligibility 
requirements (must have worked for the City for at least 12 months and have 
worked 1250 hours in the last year).

An employee is ineligible for PFML benefits during any period of suspension from 
employment or during which the employee works for compensation or profit (i.e. outside 
employment or contracting).

b. Leave Entitlement
Within your “claim year” you can take:
• Up to 12 weeks of medical leave to recover from or get treatment for a “serious 

health condition,” or family leave to take care of a qualifying family member who is ill 
or injured with a “serious health condition” or to bond with a new child or for certain 
military events.

• Up to 16 weeks of combined medical and family leave if you have events covered by 
both in the same claim year.

• Up to 18 weeks of combined medical and family leave if you experience a condition 
in pregnancy that results in incapacity, like being put on bedrest, and then take 
bonding leave.

c. PFML leave may be taken for the following qualifying events:
• Family leave

o Bonding with a new child coming into your family through birth, adoption, or 
foster placement.

o Caring for a covered family member with a serious health condition.
o Bereavement leave for seven days following the loss of a child for whom an 

employee could have taken medical or bonding leave.
o Certain events for military families.

• Medical leave (for yourself)
o Recovery or treatment for your own serious health condition, including 

recovery from childbirth.
PFML leave runs concurrently with FMLA leave year where an absence is covered by 
both laws and an employee is receiving PFML benefits.

d. Notification Requirements
An employee must provide written notice to Human Resources of the intent to take 
PFML leave. If the need for leave is foreseeable, notice must be given at least 30 days 
in advance of the leave. For unforeseeable leave, notice must be given as soon as 
possible.

If an employee fails to provide this required notice to the City, ESD will temporarily deny 
PFML benefits. After receiving the employee’s written notice of the need for leave, the 
City will advise the employee whether the employee is eligible for job protection under 
PFML or FMLA or both.

If leave is being taken for the employee’s or family member’s planned medical treatment, 
the employee must make a reasonable effort to schedule the treatment so as not to 
unduly disrupt City operations.

For any week during which an employee submits a claim to ESD for PFML benefits, the 
employee must notify the City of how many PFML hours were claimed, so that the City 
may properly track leave use. If taking leave intermittently, an employee must notify
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Human Resources in writing each time PFML leave is taken so that the City may 
properly track leave use.

e. PFML Monetary Benefits
If ESD approves a claim for PFML benefits, partial wage replacement benefit payments 
will be made by ESD directly to the employee. The amount of the benefit is based on a 
statutory formula, which generally results in a benefit in the range of 75-90 percent of an 
employee’s average weekly wage, subject to a weekly maximum . ESD’s website 
provides a benefits calculator to assist employees in estimating their weekly benefit 
amount.

Paid leave accruals (vacation, Washington paid sick leave [WPSL], City sick leave, 
personal holidays, compensatory time, exchange time, or any other accrued leave) are 
allowable and supplemental to PFML. An employee may elect to use such accrued leave 
during a PFML-covered absence. Supplemental leave usage should not impact your 
weekly PFML benefit.

f. Waiting Period
Monetary PFML benefits are subject to a seven (7) consecutive calendar waiting period, 
except for leave taken in connection with the birth or placement of a child or for a 
qualifying military exigency. The waiting period begins on the Sunday of the week in 
which PFML leave is first taken. 

g. Coordination with Other Benefit Programs
When an employee is on leave and only receiving PFML benefits, the employee is 
deemed to be in “unpaid status” for purposes of City policies and benefit programs. 
Insurance coverage will be handled in the same manner as other unpaid leaves of 
absence, pursuant to City policy and subject to any FMLA or other legal requirements 
requiring continuation of coverage.

h. Job Restoration & Return to Work Recertification
Similar to the federal FMLA, an employee who is eligible for job-protected leave will be 
restored to the same or equivalent position at the conclusion of PFML leave, unless 
unusual circumstances have arisen (i.e., the employee’s position or shift was eliminated 
for reasons unrelated to the leave). The City may require a return-to-work certification 
from a health care provider before restoring the employee to work following PFML leave 
when the employee has taken leave for the employee’s own serious health condition. 
(Certification will typically be required after three (3) consecutive workday absences.)

If an employee taking PFML leave chooses not to return to work for any reason, the 
employee should notify Human Resources as soon as possible.

To apply for benefits, visit https://paidleave.wa.gov/

For more information on any of these leave policies, or if you think you may need to take 
family and/or medical leave, please contact Human Resources. Employees are 
encouraged to contact Human Resources with any questions about how the various laws 
are coordinated in a particular situation.

6. Jury or Witness Duty
a. Employees who are required by law to render jury service will be granted paid time off
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during a period of jury duty up to ten workdays per calendar year. During jury service, 
exempt employees will receive their full pay for any workweek in which they perform any 
work for the City, even if jury service exceeds ten workdays. Employees should notify 
their supervisors as soon as possible after receipt of a juror summons so that 
operational adjustments can be made as needed during the employee’s absence. A 
copy of the juror summons must be provided to the supervisor. If an employee is 
summoned for jury service during a critical work period, the City of Anacortes may ask 
the employee to request a waiver from duty; in such cases, the City of Anacortes will 
provide documentation to the relevant court supporting the waiver request. Employees 
should contact their supervisor for instruction if there is a break greater than four hours 
during jury duty where the employee is not required to report to the court; depending on 
the circumstances, an employee may be required to return to work during such a period.

b. An employee subpoenaed to testify in court will be granted time off for the period served 
as a witness. In general, leave for witness duty is unpaid unless the employee has been 
called as a witness by the City of Anacortes.

7. Military Leave
a. Every employee who is a member of the Washington National Guard or of the U.S. 

Army, Navy, Air Force, Coast Guard or Marine Corps, or of any organized reserve of the 
United States, will be granted military leave in accordance with state and federal law. 
Employees who take military leave will have whatever rights to reinstatement, seniority, 
vacation, layoffs, and compensation as are provided by applicable law.

b. Paid Leave of 21 Days Per Year Washington State Law provides 21 days of paid military 
leave per year. A public employee is entitled to a paid military leave of absence for a 
period not to exceed 21 working days during each year beginning October 1st and 
ending the following September 30th. Military leave beyond the 21 days of paid time off 
will be unpaid. The employee may elect to use accrued vacation, compensatory time, 
exchange time, or other available paid time off during the period of military leave. Usage 
of the paid military leave entitlement will be calculated as follows:
• Employees will be charged with the use of paid military leave only for days on which 

they are actually scheduled to work.
• If an employee is scheduled to work a shift that begins on one calendar day and 

ends on the next, the employee will be charged with the use of military leave only for 
the first calendar day. If the employee is scheduled to work a shift that beings on one 
calendar day and ends later than the next calendar day, the employee will be 
charged military leave for each calendar day except the day on which the shift ends.

c. Employees should notify their supervisor as soon as they receive notice of the need to 
report for military duty and provide the supervisor with a copy of the military orders.

8. Leave for Spouses of Military Personnel (Non-FMLA)
a. During a period of military conflict declared by the President or Congress, an employee 

who is the spouse of a member of the Armed Forces, National Guard or Reserves is 
entitled to up to 15 days of unpaid leave while their spouse is on leave from deployment, 
or before and up to deployment. (This reason for leave may also be covered under 
FMLA leave for a qualifying exigency, although an employee need not meet the more 
stringent FMLA eligibility requirements in order to take this spousal military leave.) The 
purpose of this leave is to support the families of military personnel serving in military 
conflicts by permitting them to spend time together before a family member is deployed 
or while the family member is on leave from a deployment. An employee must work an 
average of 20 hours per week to be eligible for this family military leave.

b. An employee who seeks to take family military leave must provide the City of Anacortes 
with notice of their intent to take the leave within five business days of receiving official 
notice that the employee’s spouse will be on leave or of an impending call to active duty.
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The employee may substitute available accrued vacation, compensatory time, or 
exchange time leave for any part of this family military leave.

9. Bereavement Leave
a. In the event of the death of an employee’s immediate family member, time off with pay 

for employee’s regular scheduled workday will be granted to regular full time employees. 
The phrase “immediate family” for the purposes of the bereavement policy includes the 
employee’s spouse, domestic partner, brother, sister, father, mother, stepfather, 
stepmother, grandparent, children, stepchildren, grandchildren, father-in-law, mother-in- 
law, grandparent-in-law, sister-in-law, brother-in-law, daughter-in-law, and son-in-law.
i. Three consecutive workdays off with pay will be approved For bereavement within 

90 days of death of the immediate family member (Maximum 24 hours).
ii. Two additional consecutive workdays off with pay will be approved for travel from 

the employee’s home to the funeral or memorial service if the travel exceeds two 
hundred (200) miles each way. (Maximum 16 hours)

iii. Regular part-time employees who are scheduled to work twenty or more hours per 
week are eligible to receive Bereavement Leave. The amount of leave allowed will 
be pro-rated for regular part-time employees.

10. Leave due to Domestic Violence or Sexual Assault; Safety Accommodations
a. In compliance with Washington law, the City authorizes leave for employees who are 

victims of domestic violence, sexual assault, or stalking. It is also available to employees 
with a family member (child, spouse, domestic partner, parent, parent-in-law, 
grandparent, or person with whom the employee has a dating relationship) who is a 
victim of domestic violence, sexual assault, or stalking. The leave may be taken in 
blocks, intermittently, or on a reduced leave schedule. The amount of leave that an 
employee may take is limited to a “reasonable” amount. Domestic violence/sexual 
assault leave is unpaid, although an employee may elect to use the employee’s accrued 
paid leave (e.g., vacation, compensatory time, exchange time, or sick leave if it qualifies) 
in connection with such leave.

b. Domestic Violence/Sexual Assault Leave may be taken for the following purposes:
i. To seek law enforcement or legal assistance or to prepare for or participate in any 

legal proceeding related to domestic violence, sexual assault or stalking;
ii. To seek health care treatment for physical or mental injuries from domestic 

violence, sexual assault, or stalking, or attend to such health care treatment for a 
family member;

iii. To obtain (or assist a family member in obtaining) mental health counseling related 
to domestic violence, sexual assault, or stalking; or

iv. To participate in safety planning, to temporarily or permanently relocate, or to take 
other actions to increase the safety of the employee or family member relating to 
domestic violence, sexual assault, or stalking.

c. When possible, employees must give advance notice of the intention to take leave. If 
advance notice is not possible, employees (or their designees) must give notice of the 
need for this leave no later than the end of the first day the employee takes the leave.

d. The City of Anacortes may require verification to support the need for the leave. 
Depending on the situation, verification can take the form of police reports, court 
documents, or the employee’s own written statement of the need for the leave. Except 
where disclosure is authorized or required by law, the City of Anacortes will maintain 
confidentiality of all information provided by the employee in conjunction with the 
Domestic Violence/Sexual Assault Leave Act.

e. The City will also make reasonable safety accommodations for any employee who is the 
victim of domestic violence, sexual assault, or stalking. Accommodation may include, for 
example, modification of a telephone number or email address, a modified work
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schedule, or implementation of safety procedures. An employee in need of safety 
accommodations should contact Human Resources.

11. Leave Share Program
a. Eligible employees may donate excess vacation leave for use by another employee who 

is suffering from an extraordinary medical emergency requiring them to be out of work. 
Employees are eligible to receive shared leave when the severity of the emergency 
would cause the employee to take leave without pay or to terminate employment without 
shared leave. Employees who donate leave waive all rights to the donated leave.

b. Employees may request a leave donation when they have or expect to use all of their 
accrued leave (including vacation, sick, personal days, compensatory time, and 
exchange time) and would otherwise be on a leave without pay and has been found to 
be ineligible to receive industrial insurance benefits. The employee receiving a leave 
donation is required to provide medical justification and documentation both of the 
necessity for the leave and the length of time the employee reasonably can be expected 
to be absent due to the condition. While an employee is receiving shared leave, the 
employee continues to be classified as a City employee and shall receive the same 
treatment in respect to salary, wages, and employee benefits as the employee would 
normally receive if using the employee’s own accrued leave except that the shared 
hours received are not eligible for retirement benefits.

c. The maximum number of days an employee can receive of donated leave is 90 per 
calendar year. The Mayor and Human Resource Department retain discretion to 
determine the eligibility to receive donated leave.

d. The maximum amount of vacation leave an employee can donate per request, per 
calendar year is 40 hours. Donations and use of leave are on an hour-for-hour basis, 
without conversion for differentials between rates of pay received by the donors and the 
recipients.

12. Coordination of Wages with Worker’s Compensation
Worker’s Compensation provides partial wage replacement for injured employees. 
Employees receiving Worker’s Compensation as a result of a Labor and Industries Claim 
may choose to use their accrued sick leave or vacation leave to supplement the Worker’s 
Compensation wage replacement. If an employee elects to use accrued leave while 
receiving Worker’s Compensation benefits, the City will pay the employee his/her regular 
wages using accrued sick or vacation leave. If an employee elects this option, when the 
employee receives time loss payments from the Department of Labor and Industries, the 
employee must turn such payments over to the Finance Department. The Finance 
Department will use the worker’s compensation payment to replenish the employee’s sick 
leave or vacation leave balance that was drawn down at the employee’s current hourly wage 
rate. If an employee elects to use accrued leave while receiving Worker’s Compensation 
benefits, disciplinary action may be taken if time-loss checks are not returned to the City. 
Compensatory time, exchange time, and shift trades are not eligible for buyback and may 
not be used following a work-related injury or illness while an employee is receiving 
Worker’s Compensation pay.

13. Other Unpaid Leave
Subject to operational and other considerations, the Mayor may grant a leave of absence 
without pay for an absence not covered by any other type of leave. Any available accrued 
leave must be exhausted before an unpaid leave will be approved. An example of an 
absence that may qualify is a prolonged illness or medical condition for which an employee 
needs reasonable accommodation.

14. Administrative Leave
On a case-by-case basis, the Mayor may place an employee on administrative leave with or 
without pay for an indefinite period of time. Administrative leave may be used when it is in 
the City of Anacortes’ best interest, such as during the pendency of an investigation.
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15. Benefits During Leave
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Employees who are on a paid leave of absence shall continue to receive benefits they were 
entitled to prior to the start of their leave, including the accrual of vacation, sick leave, 
holidays, retirement, and health insurance benefits. Unless stated otherwise in these 
policies, benefits that accrue according to length of service, such as paid vacation, holiday, 
and sick days, do not accrue during periods of unpaid leave or during periods in which the 
employee receives workers’ compensation or PFML benefits. In certain cases, self-payment 
of insurance premiums may apply (see Policy 501 Health and Welfare Benefits Eligibility).

16. Outside Employment During Leave
Employees who are on an approved leave of absence may not perform work for any other 
employer during that leave, except when the leave is for military service or explicitly 
approved by the Mayor.

17. Employees will only receive paid time off if they have accrued balances in the leave banks 
prior to the leave being taken. In addition, authorized days off for short-term absences will 
not be considered as working time for calculating weekly overtime compensation (see Policy 
209 Hours of Work).
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Policy 702a  Leave Table

The table below is a general overview of the various leave entitlements. Employees should refer 
to the specific leave policies for any details regarding applicable procedures for using these 
forms of leave.

Leave 
Law

Jurisdicti 
on

Paid 
Leave

Unpaid 
Leave

Persons 
Covered Leave Allowed

Employer- 
Employee

Criteria
Family 
and 
Medical 
Leave Act 
(FMLA

Federal 
Law- US 
Dept of 
Labor 
29 CFR
825

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute 
or 
receives 
PFML
benefits

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute 
or 
receives 
PFML
benefits

Employee, 
spouse, child, or 
parent

12 weeks over a 
rolling 12 month 
period

All public 
employers; private 
employers with  
50 employees
within 75 miles

Employee who 
worked 1,250 
hours in previous 
12 months; has 
worked for 
employer for 12 
months; works at 
site with at least 
50 employees
within 75 miles

L&I Only Child, spouse, Use of paid leave No size
Family RCW available registered for care of a sick requirement;
Care Act 49.12.265 when domestic partner, family member Employee must

WAC 296- employee parent, parent-in- have a paid leave
130 has law, grandparent benefit

accrued
leave to
use

Washingt Title 50A Eligible Employee, child (of 
any age),

12 weeks of For monetary

on Paid RCW employees child’s spouse, family or medical benefits,
Family WAC 192- may apply grandchild, leave, or employee must
and 500 to for partial grandparent, combined total of have worked 820
Medical 192-810 wage parent, parent-in- 16 weeks of hours for any WA
Leave Act replaceme law, sibling, or family and employer in

nt benefits spouse, son-in- medical leave; qualifying period;
through law, daughter-in- additional 2 for job-protected
ESD law, or any weeks if medical leave, employee

individual with leave involves must have worked
whom an incapacity of for City for 12
employee has a employee due to months and
relationship that pregnancy worked 1,250
creates an hours in the 12
expectation that months prior to
the employee will the leave
care for the
individual

Leave for 
Victims of 
Domestic 
Violence, 
Sexual 
Assault, 
and 
Stalking

L&I 
RCW 
49.76

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute

Employee, child, 
spouse, parent, 
parent-in- law, 
grandparent, or 
person the 
employee is 
dating

Reasonable leave 
for domestic 
violence, sexual 
assault or stalking
- for legal, or law 
enforcement 
assistance, 
medical 
treatment, 
counseling, victim
advocate, safety, 
or relocation

All employers and 
employees;

No eligibility 
requirements
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Washingt 
on Paid 
Sick 
Leave

L&I 
RCW
49.46.210

Employee, child, 
parent, parent-in-
law, spouse, 
registered 
domestic partner, 
grandparent, 
grandchild, 
sibling, any family 
member where 
the relationship to 
the employee 
creates an 
expectation that 
the employee 
care for the 
person

Employees 
accrue one hour 
of paid leave for 
every 40 hours 
worked, to be 
used for 
employee’s own 
health condition or 
medical care; 
family member’s 
health condition or 
medical care; 
where workplace 
or child’s school is 
closed due to 
health reason; or 
reasons covered
by domestic 
violence leave law

All employers and 
employees

Leave for 
Spouses 
of Military 
Personnel

L&I 
RCW 
49.77

Spouse and 
Registered 
Domestic Partner 
of all military 
personnel

15 days leave per 
deployment prior 
to deployment or 
when spouse on
leave from 
deployment

All employers;

Employees who 
work
 20 hours a week 
on average

Pregnanc 
y 
Disability 
Leave

Washingto 
n Human 
Rights 
Commissi 
on

Unpaid 
unless the 
employee 
has paid 
leave to 
substitute 
or is 
receiving 
PFML
benefits

Employee Covers leave 
during the period 
of actual disability 
caused by 
pregnancy or 
childbirth. There is 
no particular 
length of time set 
forth in the 
statute, but it is 
usually six to eight 
weeks for a birth 
without 
complications, 
depending on the 
doctor’s 
recommendations
.

Employers with 
8 employees

A woman who 
does not qualify 
for FMLA because 
her employer has 
fewer than
50 employees or 
because she has 
not worked for her 
employer long 
enough is still 
eligible for 
disability leave for 
pregnancy and 
childbirth related
conditions under 
WLAD.
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Policy 703 Rest Breaks

The City of Anacortes provides rest breaks during the course of each workday.

1. Nonexempt employees should receive a rest break of fifteen minutes at approximately the 
middle of every four hours of work not interrupted by a meal period (see Policy 704 Meal 
Breaks).

2. Supervisors are responsible for scheduling the time for nonexempt employees’ rest breaks 
and should consider the workload and the nature of the job performed. Whenever 
necessary, the frequency and time of rest periods may be changed.

3. Time spent on rest breaks will be compensated as working time (see Policy 209 Hours of 
Work). However, employees are expected to be punctual in starting and ending their breaks 
and may be disciplined for tardiness (see Policy 701 Attendance and Punctuality).

4. Employees are expected to take their rest breaks.
5. Mothers who choose to breastfeed their infants may express and collect breast milk during 

work hours. The City provides private space for breastfeeding. Each employee choosing to 
breastfeed can work with their supervisor or the Human Resource department to identify 
private space for the mother to express and collect breast milk. This space, other than a 
bathroom, will be shielded from view and free from intrusion by co-workers or the public. 
Employees may take reasonable breaks during work hours to express and collect breast 
milk. Break time which extends beyond normal paid breaks will be unpaid.

6. Employees on rest breaks may not interfere with other employees who are continuing to 
work (see Policy 603 Solicitation).
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Policy 704 Meal Breaks

The City of Anacortes provides meal breaks during the course of each workday.

1. Full-time employees are allowed a meal break near the middle of the workday. In 
departments operating on single shifts, the break will be sixty minutes. In departments 
operating on two or three shifts, the meal break will be thirty minutes, depending on 
operating requirements.

2. Part-time employees scheduled to work more than five consecutive hours during any 
workday will receive a meal break of the same duration as full-time employees in their 
department.

3. Supervisors are responsible for balancing workloads and scheduling meal breaks and 
should take into consideration the workload and the nature of the job performed. Whenever 
necessary, the duration and time of meal periods may be changed.

4. Employees required to work more than ten hours in any workday will be allowed a second 
meal break no later than six hours after returning from their first meal break.

5. Nonexempt employees will not be compensated for their meal breaks unless they are 
required to work during their breaks (see Policy 209 Hours of Work).

6. Nonexempt employees who are required to work or remain on duty during a meal 
break are still entitled to thirty total minutes of mealtime, excluding interruptions. 
Nonexempt employees must notify their Supervisor if they miss a meal break. 
Supervisors are responsible for ensuring that all nonexempt employees receive their 
full thirty minutes of mealtime, even if the original missed meal break is paid.

7. Nonexempt employees may waive their meal break if both they and the employer 
agree. Voluntary waivers must be documented and kept on file with the Human 
Resource Department. Employees may revoke their waiver at any time. 

8. Employees on meal breaks are not permitted to interfere with other employees who are 
continuing to work (see Policy 603 Solicitation).
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 Personal Conduct

Policy 801 Behavior Of Employees

The City of Anacortes finds that certain rules and regulations regarding employee behavior are 
necessary for efficient business operations and for the benefit and safety of all employees.
Conduct that interferes with operations, discredits the City of Anacortes (with the exception of a 
proper exercise of First Amendment, whistleblower, or other rights protected by law), or is 
offensive to customers or coworkers will not be tolerated.

1. Employees are expected at all times to conduct themselves in a positive manner in order to 
promote the best interests of the City of Anacortes. Appropriate employee conduct includes:
a. Treating all customers, visitors, and coworkers in a courteous manner;
b. Refraining from behavior or conduct that is offensive or undesirable, or which is contrary 

to the City of Anacortes’ best interests (see Policy 202 Productive Work Environment);
c. Reporting to management suspicious, unethical or illegal conduct by coworkers, 

customers, or suppliers (see Policy 605 Security);
d. Reporting to the Human Resources Director any threatening or potentially violent 

behavior of coworkers;
e. Cooperating with City of Anacortes investigations (see Policies 202 Productive Work 

Environment and 605 Security);
f. Complying with all City of Anacortes safety and security regulations (see Policies 601 

Employee Safety and the Safety Committee and 605 Security);
g. Wearing clothing appropriate for the work being performed (see Policies 601 Employee 

Safety and the Safety Committee and 802 Personal Appearance of Employees);
h. Performing assigned tasks efficiently and in accord with established quality standards;
i. Reporting to work punctually as scheduled and being at the proper workstation, ready for 

work, at the assigned starting time (see Policy 701 Attendance and Punctuality);
j. Giving proper advance notice whenever unable to work or report on time (see Policy 701 

Attendance and Punctuality);
k. Smoking only at times and in places not prohibited by City of Anacortes rules or local 

ordinances (see Policy 606 Tobacco Use); and
l. Maintaining cleanliness and order in the workplace and work areas.

2. The following are examples of conduct that is prohibited. Individuals engaged in these 
behaviors will be subject to discipline, up to and including termination (see Policy 807 
Disciplinary Procedure):
a. Possessing unlawful firearms or other weapons on City of Anacortes property (unless 

employee is required to carry a firearm or other weapon as a condition of 
employment);

b. Fighting or assaulting a coworker or customer;
c. Threatening or intimidating coworkers, customers, or guests;
d. Engaging in any form of discrimination, sexual or other harassment, or retaliation (see 

Policy 202 Productive Work Environment);
e. Reporting to work under the influence of alcohol, illegal drugs (including marijuana which 

remains illegal under federal law), controlled substances, or narcotics or using, selling, 
dispensing, or possessing alcohol, illegal drugs, or narcotics on City of Anacortes 
premises (see Policy 808 Drugs, Narcotics, and Alcohol);

f. Disclosing confidential City of Anacortes information (see Policy 806 Media Inquiries);
g. Falsifying or altering any City of Anacortes record or report, such as an employment 

application, medical reports, production records, time records, expense accounts, 
absentee reports, or shipping and receiving records;
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h. Stealing, destroying, defacing, or misusing City of Anacortes property or another 
employee’s or customer’s property;

i. Using City communication systems (including electronic mail, computers, Internet 
access, personal handheld devices and telephones), and social media in a manner 
inconsistent with or in violation of City policy (see Policy 804 Use of Communication 
Systems);

j. Refusing to follow management’s instructions concerning a job-related matter or being 
insubordinate;

k. Failing to wear assigned safety equipment or failing to abide by safety rules and policies 
(see Policy 601 Employee Safety and the Safety Committee);

l. Soliciting or distributing in violation of City of Anacortes policies (see Policy 603 
Solicitation);

m. Smoking where prohibited by state law and City of Anacortes rules (see Policy 606 
Tobacco Use);

n. Using profanity or abusive language (see Policy 804 Use of Communication Systems);
o. Sleeping on the job without authorization;
p. Gambling on City of Anacortes property;
q. Playing pranks or engaging in horseplay; and
r. Wearing improper attire or having an inappropriate personal appearance (see Policy 802 

Personal Appearance of Employees).
3. The examples of impermissible behavior described in (2), above, are not intended to be an 

all-inclusive list. At management’s discretion, any violation of the City of Anacortes’s policies 
or any conduct considered inappropriate or unsatisfactory may subject the employee to 
disciplinary action. Questions about this policy should be directed to the Human Resource 
Department.
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Policy 802 Personal Appearance Of Employees

The City of Anacortes requires each employee’s dress, grooming, and personal hygiene to be 
appropriate to the work situation. Employees are expected at all times to present a professional 
image.

1. Employees are expected at all times to present a professional image to customers and the 
public. Professional personal appearance, like proper maintenance of work areas, is an 
ongoing requirement of employment with the City of Anacortes. Radical departures from 
personal grooming and hygiene standards are not permitted.

2. Office workers and any employees who have regular contact with the public must comply 
with the following personal appearance standards and are expected to dress in a manner 
that is considered professional attire in similar business establishments. Employees should 
not wear suggestive attire or similar items of casual attire that do not present a professional 
appearance. Additionally, employees should refrain from the excessive use of scented 
products, which may cause discomfort or allergic reactions to others.

3. Employees who do not regularly meet the public should follow basic requirements of safety 
and comfort but should still be as neat and professional as working conditions permit.

4. Certain employees may be required to meet special dress, grooming, and hygiene 
standards, such as wearing uniforms, depending on the nature of their job.

5. On Fridays, the City of Anacortes allows employees (who are not required to wear a 
uniform) to dress in a more casual fashion than is normally required; however, employees 
are still expected to present a neat appearance and are not permitted to wear ripped or 
disheveled clothing, or similarly inappropriate clothing.

6. An employee who does not meet the standards of this policy will be required to take 
corrective action, which may include leaving the premises. Non-exempt employees will not 
be compensated for any work time missed because of failure to comply with this policy. 
Violations of this policy also may result in disciplinary action.
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Policy 803 Personal Finances Of Employees

The City of Anacortes expects employees to meet their financial obligations in a timely manner.

1. Employees should manage their personal finances so that they do not adversely affect job 
performance or the City of Anacortes’ image in the community. The failure of employees to 
meet financial obligations may impose an administrative and financial burden on the City of 
Anacortes through extra bookkeeping and the need to respond to legal notices and court 
orders.

2. The City of Anacortes will not disclose employee financial information to outside parties 
without express written permission from the employee, except as required by law.

3. The Payroll Manager of the Finance Department is the only person authorized to receive a 
writ of garnishment or attachment, a notice of levy by any taxing authority, or any other 
similar order requiring payment of a portion of an employee’s compensation to someone 
other than the employee. Human Resources will notify the affected employee and then 
Payroll will deduct the required amount from the employee’s earnings, up to the limit 
permitted by law.

4. No employee will be disciplined because their earnings have been garnished for one 
indebtedness. However, multiple garnishments (three or more in a 12-month period) may 
result in discipline, up to and including termination, depending on the circumstances of the 
case and any legal restrictions.
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Policy 804 Use Of Communication Systems

The City of Anacortes provides or contracts for the communications services and equipment 
necessary to promote the efficient conduct of its business.

1. Communications systems and equipment are provided by the City of Anacortes to facilitate 
the performance of City work. All communication systems must be used in compliance with 
applicable statutes, regulations, and the City’s policies including those that require a work 
environment free from discrimination and harassment. Employees are expected to use 
common sense and sound judgment to avoid any communication which is disrespectful, 
offensive, or illegal.

2. The City as provider of access to communication systems reserves the right to specify how 
the City’s network resources will be used and administered to comply with this policy. 
Message content sent from City communication systems reflects the City’s image, both 
positively and negatively. Employees may be subject to disciplinary action for using these 
resources in a manner other than for the intended purposes. The information sources 
available via the Internet are worldwide and constantly growing in kind and number. It is not 
possible for any organization to fully manage the types and content of information accessed 
by its systems and users. Nonetheless, the City reserves the right to restrict access to any 
data source if/when, in its sole discretion and after appropriate review, the City determines 
such a source to be problematic. These restrictions do not constitute an implication of 
approval of other non-restricted sources.

3. City communications property or equipment may not be removed from the premises without 
written authorization from the employee’s supervisor. Some resources (designated laptop 
computers and audio-visual equipment) are made available through a reservation system 
and may not require supervisory approval.

4. Employees should ensure that no personal correspondence appears to be an official 
communication of the City of Anacortes. Employees may be perceived as representatives of 
the City of Anacortes and, therefore, damage or create liability for the City. All outgoing 
messages, whether by mail, facsimile, e-mail, Internet transmission, or any other means, 
must be accurate, appropriate, and work- related. Employees may not use City of Anacortes 
stationery or postage for personal letters. Only the City of Anacortes may issue personalized 
stationery and business cards bearing the City’s logo.

5. Employees who do not have direct access to a City of Anacortes telephone should make 
provisions to have emergency or other necessary incoming calls routed to a department 
approved telephone or to Human Resources. Although the City of Anacortes will attempt to 
deliver personal messages to employees, it cannot and does not accept responsibility for 
the prompt or accurate relay of these messages.

6. See Addendum A Information Technology & Systems Policies for further details on IT, IS, 
and communication systems.
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Policy 805 Conflicts Of Interest

The City of Anacortes prohibits its employees from engaging in any activity, practice, or conduct 
which conflicts with, or appears to conflict with, the interests of the City of Anacortes. Since it is 
impossible to describe all of the situations that may cause or give the appearance of a conflict of 
interest, the prohibitions included in this policy are not intended to be exhaustive and include 
only some of the more clear-cut examples.

1. Employees are expected to represent the City of Anacortes in a positive and ethical manner. 
Thus, employees have an obligation to avoid conflicts of interest and to refer questions and 
concerns about potential conflicts to their supervisor.

2. Employees may not, directly, or indirectly whether on or off the job, engage in any conduct 
that is disruptive or damaging to the City of Anacortes.

3. Employees who marry or become members of the same household may continue 
employment as long as there is not:
a. A direct or indirect supervisor/subordinate relationship between the employees; or
b. An actual conflict of interest or the appearance of a conflict of interest.
Should one of the above situations occur, the City of Anacortes would attempt to find a 
suitable position within the City of Anacortes to which one of the affected employees may 
transfer. If accommodations of this nature are not feasible, the employees will first be 
permitted to determine which of them will resign. If no agreement between the employees 
can be reached, the City of Anacortes will decide which of the employees will be terminated.

4. Employees and their immediate family may not accept gifts, except those of nominal (i.e. 
less than $20.00) value, or any special discounts or loans from any person or firm doing, or 
seeking to do, business with the City of Anacortes. The meaning of gifts for purposes of this 
policy includes the acceptance of entertainment and free travel and lodging.

5. Employees may not give, offer, or promise, directly or indirectly, anything of value to any 
representative or any entity in connection with any transaction or business that the City of 
Anacortes may have.

6. Employees may not accept any employment relationship with any organization that does 
business with the City of Anacortes. This prohibition on employment includes serving as an 
advisor or consultant to any organization of that type, unless the activity is conducted as an 
assigned representative of the City of Anacortes.

7. Any conflict or potential conflict of interest must be disclosed to the City of Anacortes. failure 
to do so will result in discipline, up to and including termination (see Policy 807 Disciplinary 
Procedure).
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Policy 806 Media Inquiries

All media inquiries and other inquiries of a general nature should be referred to the department 
head or division manager. In addition, the Mayor must approve all press releases, publications, 
speeches, or other official declarations (see Policy 605 Security). The Mayor may authorize 
specific employees to respond to media inquiries on the City’s behalf without prior approval.
Questions about employee references or other information concerning current or former 
employees should be referred to Human Resources.
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Policy 807 Disciplinary Procedure

The City of Anacortes expects that all employees comply with the City of Anacortes’ standards 
of behavior and performance and that noncompliance with these standards must be corrected.

1. Under many circumstances, the City of Anacortes utilizes a policy of progressive discipline 
in which it attempts to provide employees with notice of deficiencies and an opportunity to 
improve. It does, however, retain the right and discretion to administer discipline in any 
manner it sees fit, and to terminate all at-will employees with or without cause.

2. Depending on the circumstances, the City of Anacortes may utilize the following procedures:
a. If an employee is not meeting City of Anacortes standards of behavior or performance, 

the employee’s supervisor may take the following action:
i. Meet with the employee to discuss the matter;
ii. Inform the employee of the nature of the problem and the action necessary to 

correct it; and
iii. Prepare a memorandum for the supervisor’s own records indicating that the 

meeting has taken place.
b. If there is a second occurrence, the supervisor may hold another meeting with the 

employee and take the following action:
i. Issue a written reprimand to the employee (Human Resources should assist in the 

preparation of the written reprimand);
ii. Warn the employee that a third incident will result in more severe disciplinary 

action; and
iii. Prepare and forward to Human Resources a written report describing the first and 

second incidents and summarizing the action taken during the meeting with the 
employee. This information will be included in the employee’s personnel file (see 
Policy 901 Personnel Records).

3. If there are additional occurrences, the supervisor may take the following action, depending 
on the severity of the conduct:
a. Issue an additional written reprimand or warning;
b. Typically, the employee should be suspended immediately, and an investigation of the 

incidents leading up to the suspension should be conducted to determine if any action 
such as termination should be taken; or

c. The supervisor must prepare and forward to Human Resources another written report 
describing the occurrences, indicating the timing between the occurrences, and 
summarizing the action taken or recommended and its justification.

4. The progressive disciplinary procedures described in (2), above, may also be applied to an 
employee who is experiencing a series of unrelated problems involving job performance or 
behavior.

5. The degree of disciplinary action administered depends on the severity of the infraction and 
will be carried out in accordance with this policy, or in accordance with applicable Civil 
Service Rules or collective bargaining agreements. It is the responsibility of management to 
evaluate the circumstances and facts thoroughly and objectively. In cases involving serious 
misconduct, or any time the supervisor determines it is necessary, the procedures contained 
in (2), above, may be disregarded. The supervisor should suspend the employee 
immediately and, if appropriate, recommend termination of the employee (see Policy 801 
Behavior of Employees). If appropriate, an investigation of the incidents leading up to the 
suspension may be conducted to determine what further action, if any, should be taken. 
Employees suspended from work generally will not receive or accrue any employee benefits 
during the suspension.

6. Pre-disciplinary Meeting
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a. In the case of suspension, demotion, or termination of an employee (other than 
probationary employees), the City will conduct a pre-disciplinary meeting. The pre- 
disciplinary meeting serves as a check against mistaken decisions and as an opportunity 
for an employee to furnish additional facts before a suspension or termination decision is 
finalized. The employee shall be provided with a notice of intended discipline. The notice 
shall include an explanation of the charges on which the recommendation is based, and 
the time and date for a pre-disciplinary meeting. If the employee fails or refuses to 
appear, the suspension, demotion, or termination may proceed. Pre-disciplinary 
meetings will be presided over by the Human Resources Director or designated 
representative.

b. A non-supervisory employee who is represented by a union may request that a union 
representative be present at a pre-disciplinary meeting. The meetings are intended to 
be informal. The employee may show cause why they should not be suspended, 
demoted, or terminated. Usually within two working days after the pre-disciplinary 
meeting, the Mayor or Human Resources Director will issue a decision on whether there 
are reasonable grounds to believe the charges against the employee are true and 
support suspension, demotion, or termination. A longer review period may be required in 
situations that are more complex.

7. Human Resources shall review and approve all recommendations for termination before any 
final action is taken (see Policy 213 Termination of Employment).

8. Employees who believe that this policy has not been followed, and wish to challenge the 
decision, must use the dispute resolution procedure (see Policy 902 Dispute Resolution 
Procedure).

9. If an employee who has been disciplined for relatively minor misconduct works a full year 
without further disciplinary action under this policy, the next failure to meet behavior or 
performance standards may be treated as a first occurrence under this policy; however, the 
City of Anacortes may still consider all past disciplinary actions in evaluating the employee 
(see Policy 302 Performance Reviews).
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Policy 808 Drugs, Narcotics, And Alcohol

The City of Anacortes is committed to protecting the health, safety and well-being of its 
employees and all individuals who come into contact with our employees and workplace. In 
addition, we strive to create and maintain a productive and efficient work environment in which 
all employees have an opportunity to thrive and be successful.

Recognizing that drug and alcohol use and abuse can pose a serious threat to these goals, the 
City of Anacortes is committed to providing a drug and alcohol-free workplace for all of its 
employees. This policy is in accordance with Chapter 296-800 of the Washington Administrative 
Code (WAC) and with the federal Drug Free Workplace Act.

This policy applies to all employees of the City. Employees who are required to maintain a 
commercial driver’s license (CDL) are also subject to the City’s Drug and Alcohol Policy for DOT 
Employees.

1. The City of Anacortes strictly prohibits the following in the workplace, on City property 
(including all City-owned, leased, and controlled premises, vehicles, and workstations 
whereby the employee is being paid by the City and is under the direct control and 
supervision of the City) or on work time:
a. the use, sale, distribution, dispensation, manufacture or possession of alcohol or drugs 

(including marijuana and other drugs included in Schedule I or II of the federal Controlled 
Substances Act) or drug paraphernalia;

b. the unauthorized use or distribution of prescription drugs;
c. the use of any legally obtained drug (prescriptions or over-the-counter medications) 

when such use may adversely affect an employee’s job performance, their safety or the 
safety of others, or any combination thereof;

d. reporting to work or working while under the influence of alcohol or drugs (including 
marijuana and other drugs included in Schedule I or II of the federal Controlled 
Substances Act). An employee will be deemed under the influence of a drug if the 
employee tests positive following a test conducted in accordance with this policy or when 
the employee acknowledges impairment.

2. Prescription medication. The possession and use of medically prescribed or over-the- 
counter drugs during work hours is permissible, subject to certain conditions. The employee 
shall have no obligation to inform the City of such use unless, according to a warning notice 
or the input of a physician or pharmacist, the drug may cause a possible impairment that 
could prevent the employee from performing their job safely or effectively. In such cases, the 
employee should notify their supervisor or Human Resources so that a determination can be 
made as to whether it is in the best interests of the City and the employee that the employee 
work, not work or be reassigned during the period medication is used. Medical information 
will be handled in a confidential manner. Notwithstanding the above, the medical use of 
marijuana that causes drug or drug metabolites to be present in the body above minimum 
thresholds established by federal law constitutes prohibited conduct regardless of whether 
the marijuana was used under the guidance of a medical practitioner and regardless of 
whether the medical practitioner advised that such use will not adversely affect the 
employee’s ability to safely and effectively perform job duties.

3. Workplace drug related convictions. The Drug Free Workplace Act of 1988 requires 
employees, as a condition of employment, to report any criminal convictions of drug-related 
activity in the workplace to the City no later than five (5) days following a conviction. Any 
such report should be directed to Human Resources. Employees convicted of workplace 
drug-related crimes may be subject to discipline up to and including termination.

Page 289 of 320



89

4. Drug and alcohol testing
a. The City of Anacortes asserts its right to test employees or applicants for alcohol and/or 

controlled substances to the extent allowed by law. This includes urine drug testing and 
evidential breath alcohol testing. Employee or applicant acceptance of testing, when 
required in accordance with this policy, is a mandatory condition of employment. 
Refusing to submit to such tests constitutes a violation of City policy and will result in 
termination of employment or, for an applicant, withdrawal of the job offer. The City of 
Anacortes reserves the right to test for drugs and/or alcohol as defined below:
i. Pre-employment – After receiving a conditional offer of employment, an applicant 

for a safety sensitive position must submit to, and successfully pass, a drug test.
ii. Post-accident – An employee who is involved in an accident that causes 

significant property damage while driving a vehicle for City business, or who 
sustains or causes an injury that requires medical attention, will be required to 
submit to drug and alcohol testing, unless the circumstances surrounding the 
accident do not indicate a reasonable possibility that drug or alcohol use was a 
contributing factor.

iii. Reasonable Suspicion – Reasonable suspicion is based on specific personal 
observations that a City of Anacortes management representative can describe 
and document (using a Reasonable Suspicion Testing and Documentation Form) 
regarding an employee’s appearance, behavior, speech and breath odor.

b. The City of Anacortes will follow the collection and drug testing guidelines and standards 
issued by the U.S. Department of Health and Human Services and the U.S. Department 
of Transportation (DOT).

c. To ensure the accuracy and integrity of the program, the City of Anacortes also will 
follow these employee protection guidelines:
i. For drug analysis, we will use a laboratory that has been certified by the Substance 

Abuse and Mental Health Services Administration (SAMHSA).
ii. A strict chain of custody will be used to ensure specimen integrity; a split specimen 

will also be collected.
iii. The process will ensure privacy and confidentiality of all test results.
iv. All positive drug test results will be confirmed by gas chromatography/mass 

spectrometry before they are reported to the City of Anacortes.
v. All confirmed positive, invalid, substituted, and adulterated results will receive 

medical review by a Medical Review Officer (MRO), who will give the employee an 
opportunity to provide possible medical explanations for the result.

vi. All negative test results will be reported to the designated employer representative.
d. In addition, when the City has a reasonable suspicion that an employee is violating any 

aspect of this policy, the employee may be asked by the City of Anacortes to submit 
immediately to a search or inspection at any time (including breaks and the lunch period) 
while on City premises or in City property. Any refusal to consent to a lawful search 
constitutes a violation of this policy and is grounds for disciplinary action, up to and 
including termination of employment.

5. Procedures for administering tests:
a. Drug screen

i. Upon identifying an event that requires testing (pre-employment, post-accident or 
reasonable suspicion), Human Resources will provide the employee with a non- 
DOT Custody and Control Form indicating the reason for the test and the specific 
services to be performed.

ii. The employee will report to a clinic or authorized collection site with the Custody 
and Control Form and photo identification within 60 minutes of notification. In the 
event of a post-accident or reasonable suspicion testing event, the employee will
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be transported to the collection site by a City of Anacortes management 
representative.

iii. Samples will be collected by personnel who have met DOT collector training 
requirements as specified by U.S. Department of Transportation (DOT) 
Regulations 49 CFR Part 40. Collectors will follow standard DOT collection 
procedures and use a non-DOT chain of custody form. A split sample collection is 
required.

iv. Shy bladder collections – In the event that an employee is unable to provide an 
adequate specimen on the first attempt, they will be given 40 ounces of water over 
a 3-hour period. The employee may attempt to provide a sample at any time within 
the 3-hour period. The employee must remain at the collection site until the 
collection is completed. If the employee is not able to provide an adequate 
specimen within 3 hours, the City of Anacortes Human Resources office will be 
notified immediately, and they will then notify the Medical Review Officer (MRO) for 
an evaluation. In this instance, the employee shall have the option to undergo a 
medical evaluation for “shy bladder” at their expense. If no medical explanation is 
found for their inability to produce urine, it shall constitute a refusal to test and be 
considered a failed test.

v. Suspected substitution or adulteration collections – If the employee provides a 
sample and the collection temperature does not register on the collection cup, or 
the collector suspects that the specimen has been adulterated (for example, it has 
a blue color or chemical odor that is not consistent with urine, such as bleach or 
perfume), that collection will be completed, and a second sample will be collected 
under same-gender direct observation. Both samples will be submitted to the lab 
for analysis, and both results will require MRO review. If an employee refuses to 
provide a second sample under observation, the event will be deemed as a refusal 
to test.
1. The sample will be shipped via courier to a SAMHSA-certified lab.
2. Each sample will undergo a screening test and, if it demonstrates a positive 

response for any drug, it also will be subject to a confirmation test by gas 
chromatography/mass spectrometry (GC/MS).

3. All negative results will be reported by an authorized SAMHSA-certified lab 
directly to the City of Anacortes. All results reported from the laboratory as 
positive, invalid, substituted, or adulterated results will be reported to the MRO 
for review. The MRO will contact the employee by telephone to give that 
individual an opportunity to provide a valid medical explanation for the positive 
result.

4. If the MRO accepts an employee’s explanation and/or documentation as a 
valid, medically acceptable explanation, the result may be deemed “negative” 
and reported to Human Resources as such. All results for which the MRO 
determines that there is no valid, acceptable medical explanation will be 
deemed a “confirmed positive” and reported to Human Resources as a failed 
test. The MRO may require a re-collection under direct observation in the event 
of some invalid results.

6. Breath alcohol
a. All alcohol tests will be conducted using an evidential breath testing device operated by 

a trained Breath Alcohol Technician who has met qualification and proficiency 
requirements.

b. The Breath Alcohol Technicians will use a non-DOT Alcohol Testing Form to record the 
test. The employer copy of the Alcohol Testing Form will be sent to Human Resources.

c. A breath alcohol result of  0.019 grams of alcohol/210 L of breath will be considered
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negative, and no further testing will be required for that incident.
d. A breath alcohol result of  0.020 grams of alcohol/210 L of breath will require a second, 

confirmatory test conducted no sooner than 15 minutes after the initial test. If the 
confirmation test result is  0.020 grams of alcohol/210 L of breath, the result will be 
considered positive and will be reported immediately to Human Resources.

e. If the result is positive, the employee will not be allowed to return to work, and 
arrangements must be made to provide transportation to the employee’s home.

7. Confidentiality. All information received by the employer through the program is confidential. 
Access to this information is limited to those who have a legitimate need to know.

8. Consequences. An employee’s refusal to do any of the following when required is 
considered non-compliance and may result in disciplinary action, up to and including 
termination of employment:
a. Take a drug or alcohol test.
b. Appear for testing.
c. Accept the EAP recommendations when required to use the EAP because of a positive 

drug test or due to violating a City rule pertaining to drugs or alcohol.
d. Comply with the conditions of a Last Chance Agreement.

9. First verified positive test: An employee may be terminated solely for a first-time confirmed 
positive drug or breath alcohol test. However, if not terminated, the employee will be given 
an opportunity for job retention through a Last Chance Agreement. This policy does not 
prohibit an employee from being terminated for reasons other than a confirmed positive test 
result. The availability of a Last Chance Agreement in a given situation, as well as the 
specific terms of that agreement, shall be subject to the City’s discretion and approval.

10. Second verified positive test: If an employee has a confirmed positive drug screen or 
positive breath alcohol test for a second time, the employee will be terminated immediately.

11. Implementation details
a. Supervisor training. The City of Anacortes will provide a supervisor training program to 

help supervisors recognize an employee with possible alcohol and/or drug problems. 
This program will train supervisors how to recognize specific performance or behavior 
criteria related to substance abuse and how to refer employees for assistance.

b. Employee education. The City of Anacortes will provide alcohol and drug awareness 
information for all employees. This will include the City of Anacortes policy on alcohol 
and drug abuse; the dangers of alcohol and drug abuse; and treatment and counseling 
services available through the Employee Assistance Program.

c. Employee Assistance Program. The City of Anacortes recognizes that alcohol and drug 
addiction can be successfully treated and is willing to help employees who suffer from 
these problems while holding them responsible for their own recovery. The City of 
Anacortes maintains an Employee Assistance Program (EAP). Employees may also 
have access to professional services through the City’s medical health insurance plans 
to aid them with any alcohol or drug problems. Employees who need help with drug 
and/or alcohol misuse or abuse are encouraged to use these resources.

12. Employees are strongly encouraged to seek help to address their drug or alcohol problems 
before such issues affect their performance or result in a positive drug or alcohol test. 
Seeking assistance after an employee has tested positive or demonstrated performance 
issues will not allow the employee to avoid the disciplinary consequences of his/her 
behavior. For employees seeking assistance for alcohol and/or drug problems, the EAP will 
be administered as follows:
a. Employees seeking help on their own, or who are referred to the EAP by their 

supervisor, will be provided assistance on a confidential basis without jeopardizing their 
employment status.

b. Employees who are offered a Last Chance Agreement in lieu of termination for a
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violation of this policy may be required to use the EAP and/or successfully complete a 
treatment program as a condition of continued employment. In such case, the employee 
may be required to authorize the EAP or treatment provider to disclose to the City 
information regarding compliance with the treatment program. A Last Chance 
Agreement may also include requirements for follow-up drug and alcohol testing for a 
period of two years as a condition of continued employment.
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 Miscellaneous

Policy 901 Personnel Records

The City of Anacortes maintains personnel records for applicants, employees, and past 
employees in order to document employment-related decisions, evaluate and assess policies, 
and comply with government record keeping and reporting requirements.

1. The City of Anacortes tries to balance its need to obtain, use, and retain employment 
information with a concern for each individual’s privacy. To this end, it attempts to maintain 
only the personnel information that is necessary for the conduct of its business or required 
by federal, state, or local law.

2. Human Resources is responsible for overseeing record keeping for all personnel information 
and will specify what information should be collected and how it should be stored and 
secured.

3. Employees have a responsibility to keep their personnel records up to date and should 
notify Human Resources in writing of any changes in at least the following:
a. Name;
b. Address;
c. Telephone number;
d. Marital status (for benefits and tax withholding purposes only);
e. Number of dependents;
f. Addresses and telephone numbers of dependents and spouse or domestic partner, or 

former spouse or domestic partner (for insurance purposes only);
g. Beneficiary designations for any of the City of Anacortes’s insurance, disability plans; 

and for the State Department of Retirement Systems.
h. Persons to be notified in case of emergency.
In addition, employees who have a change in the number of dependents or marital status 
should complete a new Form W-4 for income tax withholding purposes.

4. Employees may inspect their own personnel records and may copy, but not remove, 
documents in the file. Inspections by employees must be requested in writing to Human 
Resources and will be scheduled at a mutually convenient time. All inspections must be 
conducted in the presence of a designated member of Human Resources. A reasonable 
charge, not to exceed the actual cost to the City of Anacortes, will be made for any copies of 
records made by the employee.

5. Employees who believe that any file material is incomplete, inaccurate, or irrelevant may 
submit a written request for file revisions to Human Resources. If the request is not granted, 
the employee may place a written statement of disagreement in the file and make a 
complaint using the regular grievance procedure (see Policy 902 Dispute Resolution 
Procedure).

6. Only supervisory and management employees who have an employment-related need-to- 
know for information about another employee may inspect the files of that employee. The 
inspection must be approved and witnessed by Human Resources. Records containing 
medical information will be maintained in a secure and confidential file, separate from the 
personnel file.

7. Employees should refer all requests from outside the City of Anacortes for personnel 
information concerning applicants, employees, and past employees to Human Resources. 
Human Resources normally will release personnel information only in writing and only after 
obtaining the written consent of the individual involved. Exceptions may be made to 
cooperate with legal, safety, and medical officials who need specific employee information.
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In addition, exceptions may be made to release limited general information, such as the 
following: employment dates, position held, and location of job site.

8. The City follows the general retention schedules defined by the Local Government Records 
Retention Schedules established by the Washington State Archives.

9. The City customarily retains certain documents in the regular course of business as a part of 
an employee’s permanent record, even if no regulation requires retention. Examples of this 
type of document would include performance management memos, disciplinary or warning 
memos, and memos describing the outcome of an internal investigation.

The manager should consider first whether a document in this category should be routed to 
Human Resources. The manager should contact the Human Resources Director or 
representative if unclear whether or not the contents should be placed in the employee’s file. 
Other working documents that the manager may need:
a. Drafts, notes of conversations
b. Interviews or investigations
c. Email
d. Correspondence
e. Memos
f. Other working documents that may be needed to manage ongoing issues with 

employees. These documents may have little utility for anyone other than for the 
manager and/or the employee’s manager and that generally are not viewed by anyone 
other than HR, the manager, in some cases the employee, and perhaps Legal.

The following documents should be routed to Human Resources for inclusion in the 
employee’s personnel or medical file. Medical files are kept separately from personnel files.
a. Application forms/ resumes/letters of offer
b. Reviews/evaluation forms
c. Performance Management memos
d. Disciplinary memos
e. Memos regarding the result of any internal complaint/investigation that resulted in 

disciplinary action being taken
f. Termination/resignation notices
g. Documents regarding the offer and/or acceptance of severance benefits
h. Post-termination documents referencing a former employee’s eligibility or ineligibility for 

rehire
i. Applications for health, life, disability or other insurance or benefit program
j. Workers’ compensation claims
k. Leave of absence
l. Unemployment claims
m. Medical records
n. Physician’s releases
o. Documents pertaining to an ergonomic evaluation
p. Request for accommodation of a physical or mental condition.
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Policy 902 Dispute Resolution Procedure

The City of Anacortes believes that employees should have an opportunity to present their 
work-related complaints and to appeal management decisions through a dispute resolution 
procedure. The City of Anacortes will attempt to resolve promptly all disputes that are 
appropriate for handling under this policy.

1. Employees are encouraged to consult on a less formal basis with Human Resources, their 
supervisors, or other members of management regarding work-related complaints or 
disputes.

2. An appropriate dispute is defined as an employee’s expressed dissatisfaction concerning 
any interpretation or application of a work-related policy by management, supervisors, or 
other employees. Examples of matters that may be considered appropriate disputes under 
this policy include:
a. A belief that City of Anacortes policies, practices, rules, regulations, or procedures have 

been applied inconsistently to an employee;
b. Treatment considered unfair by an employee, such as coercion, reprisal, harassment 

(including sexual harassment), intimidation, or retaliation;
c. Improper or unfair administration of employee benefits or conditions of employment such 

as scheduling, vacations, fringe benefits, promotions, retirement, holidays, performance 
review, salary, or seniority.

3. If the employee seeks to complain about harassment, discrimination, or retaliation, this 
complaint should be directed to the Human Resources Director (see Policy 202 Productive 
Work Environment). If the employee believes that the Human Resources Director is 
involved, the employee should direct the complaint to the Mayor. For all other types of 
complaints, the dispute resolution procedure is the exclusive remedy for employees with 
appropriate complaints. Employees should notify the City of Anacortes in a timely fashion of 
any dispute considered appropriate for handling under this policy. As used in this policy, the 
terms “timely fashion,” “reasonable time,” and “promptly” generally will mean ten working 
days. Certain employees may have more than one source of dispute resolution rights, i.e. a 
collective bargaining agreement, the City’s Civil Service Rules, and this complaint process. 
Employees represented by a bargaining unit or who are covered under civil service rules 
should follow grievance procedures set out in their respective labor contracts or civil service 
rules where applicable. In all other cases, the procedures described in this section are to be 
used. Under no circumstances shall an employee have the right to utilize both this process 
and any other complaint or appeal procedure that may be available to the employee.

4. The dispute resolution procedure has a maximum of three steps, but disputes may be 
resolved at any step in the process. Disputes will be processed until the employee is 
satisfied, does not file a timely appeal, or exhausts the right of appeal under the policy. A 
decision becomes binding on all parties whenever an employee does not file a timely appeal 
or when a decision is made in the final step and the right of appeal no longer exists.

5. Employees who feel they have an appropriate dispute should proceed as follows:
a. Step One - Promptly bring the complaint to the attention of the immediate supervisor. If 

the dispute involves the supervisor, then the employee may proceed directly to step two. 
The supervisor, if authorized should investigate the complaint or refer it to Human 
Resources for handling, attempt to resolve it, and give a decision to the employee within 
a reasonable time. The supervisor should prepare a written and dated summary of the 
dispute and proposed resolution.

b. Step Two - Appeal the decision to the department head, if dissatisfied with the
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supervisor’s decision, or initiate the procedure with the department head if Step One has 
been bypassed. This appeal or initial dispute notification must be made in a timely 
fashion using a written form provided for this purpose. The supervisor’s version of the 
dispute and decision will then be submitted using a similar written form. The department 
head will, in a timely fashion, confer with the employee, the supervisor, and any other 
members of management considered appropriate; investigate the issues; and 
communicate a decision in writing to all the parties involved.

c. Step Three - Appeal an unsatisfactory department head decision to the Mayor. The 
timeliness requirement and procedures to be followed are similar to those in Step Two. 
The Mayor will take the necessary steps to review and investigate the dispute and will 
then issue a written, final, and binding decision.

6. Human Resources will provide training and support to supervisors and department heads in 
dealing with employee complaints. In addition, employees should be encouraged to consult 
with Human Resources, their supervisors, or other members of management on a less 
formal basis regarding employee complaints or disputes.

7. Final decisions on disputes will not be precedent-setting or binding on future disputes unless 
they are officially stated as City of Anacortes policy. When appropriate, the decisions will be 
retroactive to the date of the employee’s original dispute notification.

8. Information concerning an employee dispute should be confidential to the extent possible. 
Supervisors, department heads, and other members of management who investigate a 
complaint may discuss it only with those individuals who have a need to know about it or 
who are needed to supply necessary background information or advice.

9. Time spent by employees in dispute discussions with management during their normal 
working hours will be considered hours worked for pay purposes.

10. Employees will not be penalized for proper use of the dispute resolution procedure. 
However, it is not considered proper use if an employee raises complaints in bad faith or 
solely for the purposes of delay or harassment or repeatedly raises meritless disputes. 
Implementation of the dispute resolution procedure by an employee does not limit the right 
of the City of Anacortes to proceed with any disciplinary action that is not in retaliation for 
the use of the dispute resolution procedure. In addition, employees and supervisors are 
prohibited from retaliating against an employee who properly uses the dispute resolution 
procedure.

11. The City of Anacortes may, at its discretion, refuse to proceed with any dispute it determines 
is improper under this policy.
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Policy 903 Whistleblower Protection Act

The City of Anacortes, in compliance with the Local Government Employee Whistleblower 
Protection Act, RCW 42.41.050, encourages employees to disclose any improper governmental 
action taken by City officials or employees without fear of retaliation. This policy also safeguards 
legitimate employer interests by encouraging complaints to be made first to the City, with a 
process provided for speedy dispute resolution.

1. Improper governmental action is any action by a city officer or employee that is:
a. Undertaken in the performance of the official’s or employee’s official duties, whether or 

not the action is within the scope of the employee’s employment, and
b. In violation of any federal, state, or local law or rule, is an abuse of authority, is of 

substantial and specific danger to the public health or safety, or is a gross waste of 
public funds.

c. Improper governmental action does not include personnel actions including employee 
grievances, complaints, appointments, promotions, transfers, assignments, 
reassignments, reinstatements, restorations, re-employments, performance evaluations, 
reductions in pay, dismissals, suspensions, demotions, violations of collective bargaining 
or civil service laws, alleged violation of labor agreements or reprimands. In addition, 
employees are not free to disclose matters that would affect a person’s right to legally 
protected confidential communications.

2. Retaliatory action is any material adverse change in the terms and conditions of an 
employee’s employment. Emergency means a circumstance that if not immediately changed 
may cause damage to persons or property.

3. Employees who become aware of improper governmental action should follow these 
procedures:
a. Bring the matter to the attention of the Director of Human Resources, if non-involved, in 

writing that states in detail the basis for the employee’s belief that an improper action 
has occurred. This should occur as soon as the employee becomes aware of the 
improper action. Where the employee believes the improper action involves the Human 
Resources Director, the employee may raise the issue directly with the Mayor.

In the case of an emergency, where the employee believes that damage to persons or 
property may result if action is not taken immediately, the employee may report the 
improper governmental action directly to the appropriate government agency with the 
responsibility for investigating the improper action.

b. The Mayor or the Mayor’s designees shall promptly investigate the report of improper 
government action. After the investigation is completed (within thirty (30) days of the 
employee’s report), the employee shall be advised of the results of the investigation. City 
of Anacortes officers and employees involved in the investigation shall keep the identity 
of reporting employees confidential to the extent possible under law, unless the 
employee authorizes the disclosure of their identity in writing. After an investigation has 
been completed, the employee reporting the improper governmental action shall be 
advised of a summary of the results of the investigation. To the extent allowed under the 
Public Record Act, personnel actions taken as a result of the investigation may be kept 
confidential.

4. An employee who makes a good faith effort to follow this policy is entitled to protection 
against retaliation pursuant to RCW 42.41.030.

5. In the case of an emergency, where the employee believes that damage to persons or 
property may result if action is not taken immediately, the employee may bypass the above 
procedure and report the improper action directly to the appropriate government agency
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responsible for investigating the improper action. Outside agencies to which reports may be 
made include, but are not limited to, the following:

Skagit County Prosecuting Attorney’s Office 
Washington Attorney General
Washington State Auditor 
Department of Labor & Industries 
Washington State Patrol
Washington Department of Natural Resources

6. Employees may report information about improper governmental action directly to an 
outside agency if the employee reasonably believes that an adequate investigation was not 
undertaken by the City to determine whether an improper governmental action occurred, or 
that insufficient action was taken by the City to address the improper action or that for other 
reasons the improper action is likely to recur.

7. It is unlawful for a local government to take retaliatory action because an employee, in good 
faith, provided information that improper government action occurred. Where an employee 
believes that retaliation has occurred for reporting an improper government action, the 
following procedures will apply:
a. Employees must provide a written complaint to the Human Resources Director within 

thirty days of the occurrence of the alleged retaliatory action. If the Human Resources 
Director is involved, the notice should go to the Mayor. The written charge must specify 
the alleged retaliatory action and the relief requested.

b. The Mayor shall investigate the complaint and respond in writing within thirty days of 
receipt of the written charge.

c. After receiving the response of the City of Anacortes or thirty (30) days after the delivery 
of the charge to the City of Anacortes, the employee may request a hearing before a 
state administrative law judge to establish that a retaliatory action occurred and to obtain 
appropriate relief provided by law. An employee seeking a hearing should deliver the 
request for hearing to the City of Anacortes Mayor within the earlier of either fifteen (15) 
days of deliver of the City of Anacortes’ response to the charge of retaliatory action, or 
forty-five (45) days of delivery of the charge of retaliation to the City of Anacortes for 
response.

d. Within five (5) working days of receipt of a request for hearing the City shall apply to the 
State Office of Administrative Hearing’s for an adjudicative proceeding before an 
administrative law judge. At the hearing, the employee must prove that a retaliatory 
action occurred by a preponderance of the evidence. The ALJ will issue a final decision 
no later than forty-five days after the date of the request for hearing, unless an extension 
is granted.

e. Additional information can be obtained on the Internet: https://sao.wa.gov/report-a- 
concern/how-to-report-a-concern/whistleblower-program/
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Policy 904 Emergency Operations

The City of Anacortes has a responsibility to protect the health and safety of the public during 
times of emergency. In order to carry out this responsibility, it is a requirement of the City of 
Anacortes that employees report to work after assessing the health and safety of their families. 
The City will make every effort to provide assistance to employees and their families to facilitate 
this reporting. The City realizes that employees will not be able to effectively work until family 
situations are taken care of first and foremost. This policy establishes guidelines for when 
employees will be required to report to work in the event of an emergency as declared. Further 
details can be found in the City’s full Emergency Operation Plan and Emergency Guides 
maintained by the City’s Emergency Manager.

1. Where and When to Report:
a. Department Directors will establish a staffing plan for essential functions which will be 

needed during an emergency. Employees should be informed in advance of where and 
when to report.

b. Employees are expected to make every effort possible to get to the assigned work site. 
If, due to road closures, the employee is unable to get to the assigned job site, the 
employees should report to the nearest City facility. It is also understood that some 
employees may be unable to get to work for a period after an event. At the same time, 
employees who are at work at the time of the event may be required to remain on the job 
to provide emergency services or may be unable to leave due to unsafe conditions. The 
City of Anacortes will assist them in contacting their families.

c. Employees who are unable to report should contact the designated department 
representative as soon as possible.

2. Family Needs: The initial reaction of most employees will be to try to determine the well- 
being of their own families. If at home at the time of the event, an employee’s first 
responsibility is to care for themselves and their family’s immediate needs, then report to 
work. If at work, employees can make every effort to establish contact with the family to 
determine status. The City will do all that is possible to assist you in contacting your family to 
ensure their safety. An updated “Emergency Contact Notification” form should be completed 
annually by you to ensure the proper contact person is notified. Contact the Human 
Resources department anytime you wish to update the form.

3. Location of City Emergency Operations: Employees should report to their regular place of 
employment. Should it become necessary to establish an Emergency Operation Center 
(EOC). The City’s EOC locations are as follows:
a. Primary: Police Station/Municipal Court, 1218 24th Street. If the Police Station is not 

available, employees should report to the secondary location.
b. Secondary: Fire Station 1, 1016 13th Street.

4. Emergency Notification:
a. Listen to your car or battery-operated radio for emergency updates and routine 

instruction. The dissemination of emergency warning information to the public is 
dependent upon the use of mobile sirens and public address systems located on police 
and fire vehicles. In addition to mobile sirens, City government will rely on the use of 
various media and the local Emergency Broadcast Systems (KLKI) and Community Alert 
Network (C.A.N) system to alert and inform the public.

b. The Mayor is the only City official authorized to activate the local Emergency Broadcast 
System to assist in emergency warning and dissemination of information to the public. In 
the absence of the Mayor, the Mayor Pro Tempore is in charge followed by the city 
attorney. The Emergency Broadcast System must be activated through the Skagit 
County Department of Emergency Management.
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5. Employee Role in an Emergency:
a. Report to Work: After your crucial personal and family emergency responsibilities have 

been met, and you are physically able, you are expected to report to work according to 
your department’s operational procedures following a major emergency.

b. Contact the City: If the telephone system is out and radio information is not forthcoming, 
you should report as soon as possible. During a major emergency, the telephone 
network will probably be overwhelmed and in some cases completely shut down. Every 
effort should be made to report to work or a place of work if unable to get to your work 
location.

c. Find out where you are needed: If phones are operative, you are to contact your 
respective department for information on when and where to report to duty. In a major 
emergency, the initial response to an emergency incident will be primarily provided by 
fire, police, and public works. The Incident Commander shall have the authority to 
request additional resources from other City departments.

d. Help for your family: Coordination of emergency welfare services (including, but not 
limited to shelter, feeding, and daycare) will be provided to immediate family members of 
City employees who are on duty.

e. Out-of-Town Reporting: If you live outside of Anacortes and cannot get into the City and 
cannot report via telephone, report to the nearest local Emergency Operation Center and 
request that governmental agency to contact Anacortes EOC for instruction. You may 
need to work in your town of residence.

f. What to Expect:
i. In the event of an emergency, you may not be doing the regular functions of your job. 

Each department will be assigned specific tasks. This may mean you will be doing 
whatever is necessary to care for and protect the City of Anacortes citizens. You may 
be working under a different organizational structure, i.e., one designed for the 
incident at hand, and a different chain of command. People who you now report to 
may not be the people you are assigned to in an emergency. Likewise, if you are in 
charge of others, you may have different people assigned to you. Whether given a 
pre-designated assignment in the emergency plan or not, be prepared to respond as 
needed.

ii. The citizens of Anacortes depend on municipal employees to be organized and 
deliver support services in a timely manner. We will do everything possible to meet 
those expectations.

iii. Remaining at work is essential until released by your department or the City’s 
Emergency Management Director. This makes it especially important for you to 
prepare your family.

iv. It is advised to establish an out-of-state telephone contact; someone that all family 
members can call should you be separated. Long distance service may be available 
even though local service is not.
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Policy 905 Telecommuting 

The City of Anacortes recognizes that a telecommuting arrangement may be a viable and 
mutually beneficial option when both the employee and the position are suited for such an 
arrangement. Working from home is a benefit of the City’s flexible workplace and not a 
guaranteed privilege. Quality public service, team cohesion, cross-team collaboration, and 
positive relationships are the core of our ongoing success and essential functions of every job. 
Each employee has a vital part to play in building and sustaining strong teams and providing 
quality public service. A team focus should be any employee’s priority over the telecommuting 
benefit.

Telecommuting means performing normal work duties, during regular business hours, away 
from the office, either at home or at an alternative worksite chosen by the employee, provided 
the location allows for the employee to work productively. Workdays that include attendance at 
trainings, conferences, representing the city at approved/recognized events, and similar 
activities are not considered telecommuting under this policy. Employees are expected to 
physically work within the City as necessary in order to be a part of the community they serve. If 
telecommuting impacts an employee’s ability to provide required internal or external customer 
service, telecommuting will be discontinued at the city’s sole discretion.

Telecommuting is a voluntary work alternative, and supervisors shall determine if an employee’s 
work is conducive to telecommuting. Telecommuting is not an entitlement and is not a citywide 
benefit. Telecommuting in no way changes the terms and conditions of employment with the 
City.

The amount of time the employee is expected to work per day or pay period will not change as a 
result of telecommuting. Telecommuting is not designed to be a replacement for the care of 
children or other individuals. Total telecommuting hours per week are discussed between 
supervisor and employee, with the intent that employees work at least three or more days a 
week in the office. There is no minimum hourly requirement for telecommuting. Temporary 
schedule adjustments can be made as necessary at supervisor approval.

Final decisions to allow telecommuting, the duration, and the employee’s schedule are 
approved by the department director, with additional oversight by Human Resources and the 
Mayor. 

1. Program Description
Telecommuting is voluntary and is a mutually agreed upon work alternative between the 
employee and supervisor. Either an employee or a supervisor can suggest telecommuting 
as a possible work arrangement. This arrangement can be modified at any time by the City 
or by mutual agreement between the employee, manager, and department head. All 
telecommuting arrangements are made on a case-by-case basis, focusing on the business 
needs of the City. Work must be specific, measurable, and have attainable performance 
expectations.

2. Eligibility

When evaluating a request to telecommute, the City will consider the following eligibility 
criteria:
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a. Nature of employee's duties and extent to which duties can be performed effectively 
working remotely,

b. The employee’s past and present levels of performance,
c. Job, work group, department, operational and customer service needs, including the 

impact on other staff members,
d. Equitable distribution of telecommuting work arrangements for similar type work,
e. Equipment needs,
f. Ability to return to the office on short notice from the telecommuting work location,
g. Telecommuting workspace condition, including those affecting safety and security, and
h. Other factors relevant to a particular situation.

3. Requirements
Employees and supervisors contemplating telecommuting as a work option must comply 
with the following requirements:
a. The employee must complete an alternative work schedule with remote option 

agreement, available on Laserfiche forms;
b. The employee must complete another alternative work schedule with remote option 

agreement if the employee would like to modify or terminate the telecommuting 
schedule, or if they change positions;

c. The employee must establish and maintain a safe work area that facilitates productivity 
and adheres to City policies regarding City equipment;

d. The City shall not be required to provide additional equipment to facilitate the 
employee’s ability to telecommute unless it is related to safety or disability 
accommodation; however, employees may be permitted to use City equipment (laptops, 
mobile devices, etc.) issued to them as part of their employment while telecommuting;

e. The employee must ensure that City-owned equipment will be well cared for, secure, not 
used by anyone other than employee, and returned as requested;

f. The supervisor must be satisfied that the telecommuting employee will be able to carry 
out work tasks in an acceptable manner;

g. The employee must work at least three or more days a week in the office; 
h. The employee must adhere to all requirements of the employer for hours tracking while 

telecommuting;
i. The employee must adjust their telecommute time to ensure their participation at 

required in person meetings and City events;
j. A supervisor may require an employee to appear in-person at City facilities during their 

normally scheduled telecommuting work hours after providing the employee reasonable 
notice based upon the employee’s circumstance;

k. The telecommuting employee must be a resident of Washington State and the 
alternative work location must be in Washington State; 

l. The employee’s telecommuting workspace environment must be free from disruptions 
and distractions that negatively affect attendance and/or the performance of job duties; 
and

m. Telecommuting work must not be used to provide active care for a child or other 
dependent. Employees should arrange care so as not to interfere with performing the 
requirements of their position. 

4. Telecommuting Security
Consistent with the City’s expectations of information security for employees working at the 
office, employees who are working remotely must ensure the protection of proprietary City 
information and confidential information accessible from their telecommuting work location. 
Steps include: 

a. Locking the computer when leaving the work area,
b. Installation of updates as they become available, 
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c. Secure handling and disposal of physical documentation,
d. Ensuring secure (password protected) internet service, 
e. And any other measures appropriate for the job and the environment. 

All telecommuting workers are responsible for all activity performed under their City account 
and must protect against any unauthorized use. If an employee’s access login or password 
has been compromised or if the telecommuting access user’s computer, laptop, or any City 
owned equipment is lost, stolen, or otherwise compromised, the Information Systems 
Department must be contacted immediately. City equipment should be used by the 
employee only. Additionally, all e-mail, documents and other materials created using 
telecommuting access privileges are public records and will fall under the disclosure rules of 
the Public Records Act. 

5. Telecommuting Safety
Employees are expected to maintain their workspace in a safe and ergonomically suitable 
manner, free from safety hazards. Injuries sustained by the employee in a telecommuting 
office location and in conjunction with regular work duties are normally covered by the City’s 
workers’ compensation policy. Employees working remotely are responsible for notifying 
their supervisor of any injuries as soon as practical and should complete an Incident Report 
Form. Employees should not have work-related persons (non-city employees), vendors, or 
other customers visit the employee at their telecommuting work site. 

6. Telecommuting Hours Worked and Meal/Rest Periods Requirements
Employees approved to work remotely are expected to work their assigned work schedule 
unless approved by their supervisor. They must also observe regular lunch and rest periods. 
For overtime eligible employees, any overtime hours require the advance approval of the 
employee’s supervisor. Failure to comply with this requirement may result in termination of 
the telecommuting work arrangement. An employee working remotely may be required by 
their supervisor to maintain a daily log of work activities and/or report their work activities. 
The employee will follow existing City policies to use paid sick, vacation time, or other 
accrued leave. 

7. Telecommuting Employee Availability/Responsiveness Requirements
An employee who is working remotely must be available and responsive during regularly 
scheduled work hours. Regardless of an agreed-upon telecommuting work schedule, if an 
employee’s in-person presence is needed, the employee must remain willing and able to 
come to the worksite to perform job duties. Supervisors should give at least 24-hour 
advance notice whenever possible. A request to come to the worksite during regularly 
scheduled work hours is not considered a schedule change. Reporting to the office from a 
telecommuting work location is commute time and is non-compensable. The City will make a 
reasonable effort to provide advance notice of any changes to an established regular 
telecommuting work schedule, but advance notice will not always be possible. 

8. Telecommuting Employee Disciplinary Action Requirements
Failure to follow the rules and guidelines stated in this policy may result in progressive 
disciplinary action up to and including termination and in accordance with the relevant 
collective bargaining agreement.

9. Tax Liability
Employees agree to be responsible for their own compliance with tax laws. The City is not 
responsible for substantiating an employee's claim for tax deductions for operating a home 
office. If a telecommuting employee has questions concerning whether home office 
expenses are tax deductible, that employee should seek advice from their tax consultant.

10. Residency
For employees who telecommute, each employee’s residence and alternative work location 
must be within the State of Washington. Tax requirements differ from state to state, and 
payroll cannot set up and file taxes outside the state of Washington. If an employee fails to 
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retain Washington residency, the employee will be expected to immediately resign or return 
to Washington State. Otherwise, the City will initiate the employment termination process.
If separation occurs, the employee is expected to return any City equipment by submitting a 
Help Desk ticket in advance for instructions on how to return equipment.

11. Working Out of State
Telecommuting during temporary travel or moving out of the State of Washington is allowed 
with supervisor approval and cannot exceed a total of thirty (30) calendar days in a calendar 
year (January 1 through December 31). Extension of telecommuting for working out of state 
in excess of 30 calendar days must have HR Director approval.
The employee is responsible for creating a mutually agreed upon work schedule with their 
supervisor. The work schedule cannot cause undue hardship to the division or department.
There is no guarantee that continued out-of-state telecommuting shall be permitted.

12. Ad Hoc Telecommuting
Ad hoc telecommuting arrangements may be requested by the employee in writing and 
approved by a supervisor for circumstances such as special projects, health-related 
accommodations, business travel, or other unexpected circumstances.  The employee will 
not be required to complete a telecommuting agreement during ad hoc 
telecommuting.  These arrangements are approved on an as-needed basis only, with no 
expectation of ongoing continuance, and focusing first on the business needs of the 
organization.  Ad hoc telecommuting may last a maximum of eighty (80) hours per 
circumstance leading to the need to ad hoc telecommute, or the employee and supervisor 
must complete an alternative work schedule with remote option agreement.
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 Addendum A - Information Technology & Systems Policies

A-1 Purpose

It is the policy of the City of Anacortes (“the City”) to maximize the cost-effective use of 
computer systems as a means of improving productivity. The City provides communication 
resources capable of offering computing resources, electronic mail (email), internet access, 
telephone and voicemail, cellular telephones, and other electronic communication devices 
(collectively referred to as the City’s Technology Resources) to employees to assist in and 
facilitate City business and communications. The primary purpose of the City’s network and 
systems is to provide service to the public as part of City business, in a manner that is 
consistent with the City’s vision and values.

This policy does not address all required, allowed, or prohibited behaviors by employees, but 
merely covers common examples. In general, the City relies on the good judgment of its 
employees to ensure that City Technology Resources are used in the public’s best interest.

A-2 Scope

These IS Policies provide for the oversight, use and protection of the City’s computing, 
networking, communications, and data storage systems that collectively comprise the City 
Network. This includes the acquisition, access, and use of software (including software as a 
service or SaaS), hardware and shared communication services, whether connected to the 
network, not connected to the network (standalone), or as a mobile device.

These IS Policies apply to all users who work on behalf of the City, including all personnel 
affiliated with third parties that access the City Network and its resources. Such users must be 
familiar with current policy regarding the acceptable use of these resources and must review 
these policy documents prior to accessing City information technology equipment and services.

A-3 Definition of Terms

1. Accounts (other) - Any non-active directory account associated with City resources or 
communication. For example, department social media accounts, Spillman, service 
accounts, specialized software accounts, etc.

2. City Network - The City of Anacortes Network data and voice networks, equipment, software 
that provides computing, communications, audiovisual and data storage activities in support 
of County business activities, whether networked or standalone. City Network is 
administered by IS.

3. City Network User - A City employee, contractor, consultant, appointee of the City or 
member of the City Council or commission that also has an active City account.

4. Confidential - As provided in RCW 42.56.420(4) and for purposes of these IS Policies, 
confidential means information regarding the infrastructure and security of computer and 
telecommunications networks, consisting of security passwords, security access codes and 
programs, access codes for secure software applications, security and service recovery 
plans, security risk assessments, and security test results to the extent that they identify 
specific system vulnerabilities, and other such information the release of which may increase 
risk of the confidentiality, integrity, or availability of agency security, information technology 
infrastructure, or assets. Confidential also means public records, either in whole or in part, 
that contain confidential information, including but not limited to, social security numbers,
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health and insurance information, and any combination of information that is exempt from 
public disclosure under chapter 42.56.250 RCW.

5. City Business - All communication, transactions, or services offered by the city
6. City Employee - Elected officials, full and part-time employees, temporary employees, 

volunteers, interns, or a person hired by the City through a temporary placement agency to 
perform work that otherwise would be performed by a City employee.

7. Data - Any information produced, transmitted, or stored in a digital format. Including data 
created during digital communication, web surfing, or usage of applications that generate log 
records.

8. Funding Source - Operational funds, general fund, capital equipment project funds, grant- 
funded project and program funds, research and development funds and donations of 
equipment, services, and cash.

9. Hardware - Hardware can refer to a complete physical digital device such as a computer or 
tablet or any number of its physical components or accessories, including a computers 
processor, RAM, graphics cards, hard drives, monitor, mouse, or keyboard.

10. IS Division - The City of Anacortes Information Systems & Technology Division.
11. Malware - Any form of malicious software including computer viruses, ransomware, trojan 

horses, keyloggers, worms, spyware, adware, or any other unwanted, unintended, or 
harmful programs running on the city network.

12. Mobile Device - Cellphone, tablet, or any multimedia-capable portable device that provides 
wireless Internet access or City Network connection. They allow for the communication of 
content that may include application, information and location-based services. The City may 
provide such mobile devices to selected employees for purposes of performing their job 
duties.

13. Public Disclosure - As a local government agency in the state of Washington, City of 
Anacortes Government is required by chapter 42.56 RCW, Public Records Act to follow 
specific guidelines in the management of its public records. These guidelines include 
adhering to retention schedules and the specific handling of public disclosure requests. 
They also include definitions of what is disclosable and what is not.

14. Public Record - Any record required to be made available during a public records request.
15. Removable Device - Any storage device or equipment that can be physically or wirelessly 

connected to a computer, laptop, or network device in order to expand its functionality and 
can be detached or removed with or without administrative privileges to the device. 
Examples include but are not limited to printers, scanners, smart phones, streaming devices, 
disk drives, hard drives, tape drives, microphones, speakers, cameras, thumb drives, or 
other devices with accessible flash memory, etc. For purposes of this policy, the word 
“device” also includes removable devices such as USB devices, cellular phones, etc.

16. Software - Any program, application, widget, running on a hardware device or in a cloud 
program such as a computer, cell phone, tablet, or web browser.

17. Technology - Implies any device containing or operated by a computer chip.
18. Text, Text Message, Texting - The act of composing and sending brief, electronic messages 

between two or more mobile devices over a cellular network, commonly using the Short 
Messaging Service (SMS) communications protocol.

A-4 Allowable Digital Equipment

Devices that qualify include, but are not limited to, City of Anacortes owned computers, laptops, 
tablet PCs, telephones, cellular devices, and combination devices such as smart phones. All 
use of digital equipment must be managed, including acquisition, maintenance, updates, and 
removal from service, by the IS Division and remain in compliance with all security policies of 
the City.
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A-5 No Expectation of Privacy

By using the City’s Technology Resources employees acknowledge and agree that they have 
no expectation of privacy or confidentiality in their use of these systems or in any data that they 
create, store, or transmit over the systems, including data generated through, an employee’s 
incidental personal use of the Technology Resources. Employees further agree that they are 
aware of, understand and will comply with the provisions of this policy, and that their use of the 
Technology Resources is monitored. Work related email messages, other electronic 
communications, and documents created on City or personal devices may be considered a 
public record subject to review, disclosure and/or subject to discovery in the event of litigation.

A-6 Ownership & Confidentiality

All software, programs, applications, data, data files and web pages relating to City business 
regardless of device ownership are property of the City. The City retains the right to access, 
copy, modify, destroy or delete the property. Data files containing:

1. Confidential or restricted data should be treated accordingly and should not be removed 
from the workplace without proper authorization. This includes, but is not limited to:
a. Certain records including those relating to or containing financial, medical or personal 

information.
b. Legal documents including but not limited to those relating to property transactions, 

litigation or claims against the City.
c. Banking and financial information including but not limited to transactions, credit cards, 

customer passwords, etc.

A-7 Use of Digital Equipment for Personal and City Business

For employees who are issued City devices, it is the City’s policy that employees use City- 
issued devices for City business. Failure to follow this policy could result in discipline up to and 
including termination and liability for failing to properly maintain records per the Public Records 
Act. Text messages and other electronic correspondence sent using a personal cell phone or 
device that pertain to City business or otherwise fall within the definition of a “public record” as 
defined in the Public Records Act are public records. Users have no right to privacy in City- 
owned cell phones or devices.

City of Anacortes employees are encouraged not to use personal devices for City business. An 
employee who uses their personal cell phone or device to send or receive text messages 
related to City business is required to follow this policy and shall be required to produce the 
device containing texts and other electronic data relating to City business in accordance with 
this policy.

A-8 Notice of Requirement for Public Records Act Compliance

All electronic data are the property of the City of Anacortes and may be public records under 
the Public Records Act, chapter 42.56 RCW.

A-9 Acquisition Of Information Technology Resources

Acquisition of technology resources must conform to the provisions as defined in City of 
Anacortes Purchasing Policy, including but not limited to the following:
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1. The City of Anacortes Purchasing Policy requires the concurrence of the IS Division at the 
discretion of the IS Manager, for purchases for the following:
a. Software or hardware (including copiers, scanners, and mobile devices) that interfaces 

with or will be used on the City’s network or city-owned computer equipment.
2. Chapter 36.92 RCW requires that all data processing shall not be provided or acquired by a 

City department other than the IS Division.

Before acquisition, the IS Division must review and concur with all software, hardware, 
removable device (I.e., anything that connects via USB port, serial port, USB thumb drive, web 
cameras, etc.) and related maintenance and support contracts, whether the selected products 
or solution will be on the network or off, used by one or many people, and regardless of program 
and funding sources.

All software and hardware must be installed by the IS Division. Specialized software and 
hardware technologies exclusive to individual departments may be managed within the 
appropriate department, in coordination with and approval of the IS Division.

Most City hardware has a pre-determined lifecycle replacement period and must be surrendered 
for replacement on a 1:1 basis or retired, according to that schedule. Such technology may not 
be redeployed without the concurrence of the IS Division.

All hardware resources including computers, monitors, tablets, etc. purchased for in-office or 
field usage should reside at their assigned work location. Any changes made to hardware 
locations must be coordinated with the IS Division and the relevant Department Head.

A-10 City-Provided Cellular Telephones

The City of Anacortes recognizes that for certain job functions it is critical that an employee be 
accessible when away from the assigned work location, during times outside scheduled working 
hours, or during times of emergency. To accommodate these accessibility needs, the City will 
provide a mobile communications device to those certain employees, who will then be expected 
to be accessible as may be necessary. Use of such City-provided mobile communications 
devices are subject to the expectations described in this policy and no expectation of privacy. All 
cell phone use is subject to public disclosure, including calls made and received, text messages, 
photos, and data usage.

All City of Anacortes cellular phones are programmed with staff contacts to promote optimal use 
of the network. Employees should verify the contact list is up to date; the IS Division can assist 
with updating if necessary.

Employees are expected to monitor personal use of the internet, messaging, and other 
applications, to ensure that the City is being appropriately served. Employees must obtain 
authorization from their supervisor before incurring charges; for example, from downloading 
data, accessing a paid service, or installing an application.

The City reserves the right to audit and review usage of City-provided cell phones to ensure 
appropriate and reasonable use.

A-11 Downloads
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Downloading files from the internet or opening email attachments from sources outside the City 
can lead to malware infections that can severely damage or degrade the City’s network and/or 
data. The IS Division has installed anti-virus and anti-spyware software on all City computers 
and continuously updates signature definition files. However, that does not guarantee that all 
malware is detected, and blocked.

If you are downloading a file and receive a message that a virus or spyware has been detected, 
you must contact the IS Division immediately for assistance. Similarly, if you receive an email 
with a suspicious attachment, or from an unusual source, you must notify the IS Division before 
opening it. If you notice that your computer is behaving strangely or suspect some type of 
malware, notify the IS Division immediately.

A-12 Reasonable Use/Permissible Incidental Usage

The City provides software and hardware to employees for the primary purpose of supporting 
their job responsibilities. However, de minimus personal use may be permitted where such use 
does not interfere with employee or department productivity, nor distract from employees’ 
assigned work. De minimus personal use means:

1. Use does not compromise the security or integrity of City data or to the City Network.
2. Use does not result in a cost to the City.
3. Use does not interfere with the responsibilities and fulfillment of job duties.
4. Use is brief in duration and frequency.
5. Use does not distract from the conduct of City business.
6. It does not constitute any prohibited use, as discussed below.

A-13 Unallowable Use of Resources

Use of the City’s Technology Resources to engage in any communication that violates federal, 
state, or local laws or regulations, or any City policy, is strictly prohibited. In addition, the 
following uses of the City’s Technology Resources are inappropriate and prohibited, unless 
specifically exempted:

1. Usage for any type of unlawful harassment or discrimination, including the transmission of 
obscene or harassing messages to any individual or group or other protected status.

2. Usage that precludes or hampers City network performance.
3. Unauthorized copying or downloading of copyrighted material.
4. Usage that violates software license agreements.
5. Downloading of software programs (unless specifically approved by applicable Department 

Head and coordinated with the IS Division).
6. Sending anonymous messages and/or misrepresenting an employee’s name, position, or 

job description.
7. Deliberately propagating any virus, worm, malware, spyware, crypto-mining software, or 

other code or file designed to disrupt, disable, impair, or otherwise harm either the City’s 
networks or systems, or those of any other individual or entity.

8. Releasing misleading, distorted, untrue or confidential materials regarding City business, 
views or actions.

9. Use of Technology Resources in an excessive manner to deprive others of system use or 
resources, including the sending of bulk email for other than official business or forwarding 
“chain letter” emails of any kind.

10. The unauthorized use of another user’s login credentials, or the sharing of login credentials
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is prohibited.
11. Visiting Internet sites that are inappropriate for a work environment, or referencing, 

downloading and/or storing materials that are inappropriate in a work environment is 
prohibited unless such activity is specifically related to the City Network User’s job 
responsibilities and has been authorized by the IS & IT Manager. Examples of such 
prohibited content includes but is not limited to content from sexually explicit sites, and those 
associated with violence, hate crimes or illegal activities.

12. Conducting of outside business or commercial enterprise.
13. Supporting, promoting, or soliciting monetary or material contributions for any non-City 

sponsored organization or group, including religious activity, campaigning, or political 
activity.

14. Any use that results in the City being placed on blacklisted electronic mailing lists.

The preceding list does not address all prohibited uses, but merely covers common examples.

Any employee who violates these policies could be subject to disciplinary action, up to and 
including termination. In addition, employees may be held personally liable for damages 
incurred because of copyright and licensing requirements.

A-14 Electronic Document Management

Users must manage their electronic documents in accordance with record retention policies and 
procedures as defined and identified by Chapters 40.14 and 42.56 of the Revised Code of 
Washington.

A-15 General & Remote Access

The IS Division must authorize all access to central computer systems.

Employees may access the City’s Intranet, by pointing a web browser to:
https://www.cityofanacortes.org/945/Staff-Intranet and City email at: https://portal.office.com
and other cloud applications including Laserfiche, RGIS, Cartegraph, Civic Clerk, etc.

There are a limited number of laptops available for employees to check out for business-related 
travel or projects. These must be returned to the IS Division immediately upon returning, and 
before being connected to the City’s network.

1. VPN
Access to the City’s network via VPN (virtual private network) requires approval from the 
department head and mayor via a Laserfiche form. VPN accounts will be audited, and 
inactive accounts will be deactivated. Reactivation of intermittently used VPN accounts for 
vendor support purposes will be accommodated upon request.

2. Password Policy
The IS Division must authorize all access to City computer systems. Each user is 
responsible for establishing and maintaining a password that meets City requirements. The 
use of another person’s account or attempt to capture other users’ passwords is prohibited. 
Passwords must:
a. Have a minimum length of 12 characters,
b. Be complex. Passwords should have at least three of the following four types of 

characters:
c. Lowercase
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d. Uppercase
e. Numbers
f. Special characters such as .!@#$%^&*(){}[]
g. Passwords should not be easy to guess.
h. Should not be shared under any circumstance.
i. IS should be notified in the event of an accidental disclosure or breach of any City 

business related password.
j. Passwords should not be similar to the last 10 passwords used or reused across 

multiple systems.
k. Passwords should not be documented in a manner that is easily accessed by others, 

i.e., on a post-it note next to your computer.
l. The use of another person’s account or attempt to capture other users’ passwords is 

strictly prohibited.

A-16 Network Access and Usage

The IS Division must approve of any devices connecting to the City’s network. This includes 
PCs, network hubs and switches, printers, handhelds, scanners, remote connections, and 
wireless or wired devices.

Non-employee third parties (e.g., vendors, contractors) are required to have their PCs, laptops, 
etc. scanned by the IS Division for malware virus detection prior to connecting to the City’s 
network. Representatives of the contracting departments are responsible for assisting their 
contractors to engage the IS Division to perform these services. If third parties are required to 
access our enterprise network for the purposes of performing their duties, all individuals should 
sign a Remote Access form, Non-Disclosure agreement and may be required to complete a 
Network Security Training.

A-17 Public Network Access & Usage

City staff may use their own personal technology devices to access the public side (COA Guest 
network) of the City wireless network and connect to the internet for personal use. It should also 
be noted that the public network is NOT secure, and users connect to public Wi-Fi at their own 
risk thus there is an associated risk.

A-18 Social Media

Social media presents both an opportunity and risk to individual City departments, employees, 
and the City as a whole. New social media sites associated with the City must be created with 
prior Department Head approval. Site links and passwords must be shared with IS for archival 
purposes. As a general matter, social media posts should not be considered the best source of 
information on City business. Official City publications located on the website or through official 
press releases are the best location for accurate information.

A-19 Cyber Security Training

City employees are required to complete cyber security training within one month of hire. 
Employees may be subject to additional cyber security training if deemed necessary by the IS 
Division, HR Department, or the employee’s manager.

A-20 IS Help Desk
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It is the preference of the IS Help Desk to receive requests via email to generate a Help Desk 
ticket at helpdesk@cityofanacortes.org. Urgent requests can be made via phone at 360-588- 
8230 or x5555 but should also be followed up with an email to generate a ticket.
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 Addendum B - Continuation coverage rights under COBRA

To: City of Anacortes Employees
From: City of Anacortes
Subject: COBRA health care continuation coverage

This notification is being sent for your information only as a reminder of your COBRA 
rights and obligations. There has been no COBRA qualifying event to trigger this notice.

You and your covered family members may continue coverage under your health plan provided 
through the AWC Trust (AWC Trust) in certain instances when coverage would otherwise be 
lost. When you first become covered by your health plan, this “Initial COBRA Notification” 
explains your rights and obligations should your employment end or certain other events 
occur which cause you to lose your medical coverage. This notice is also sent to employees 
and retirees on an annual basis in order to remind you of your COBRA rights.

COBRA coverage will be the same as that provided to employees (or if you are on a retiree 
plan, retirees) and their covered family members, including domestic partners. This includes 
open enrollment changes and adding dependents due to birth or marriage.

Rules for the continued coverage are provided by federal law – the Consolidated Omnibus 
Budget Reconciliation Act of 1985 (COBRA), as amended, and its regulations. COBRA 
continuation coverage is continuation of Plan coverage when coverage would end because of a 
life event known as a “qualifying event.” Under COBRA, you can continue medical coverage if 
you have any one of these qualifying events that causes you to lose to coverage under the plan:

• Your employment terminates for any reason other than for gross misconduct. If you 
decide not to return to employment at your employer during FMLA leave, you will be 
offered COBRA at the earlier of the date your FMLA leave ends or the date you tell 
your employer that you will not return to work after the FMLA leave.

• You are no longer eligible for coverage due to reduced work hours.

Your covered family members can continue coverage if their coverage ends because of one of 
these qualifying events:

• One of the two qualifying events listed above;
• Your death;
• Legal separation, divorce, or termination of domestic partnership; or
• Your child is no longer eligible for coverage under the Plan as a “Dependent child,” 

due to age or loss of disability status.

Persons who are eligible to continue coverage under COBRA are called “qualified beneficiaries.” 
You may change your coverage and add or cancel coverage for eligible family members (1) 
during any annual or other open enrollment period that is offered; and (2) during any special 
enrollment period applicable to your coverage.

When the qualifying event is the end of your employment, the reduction of hours of your 
employment, or your death, your employer will notify the AWC Trust of the qualifying event 
within 30 days of the event.

You must give notice of some qualifying events. You or a family member is responsible for 
notifying the AWC Trust of a qualifying event which is your legal separation, divorce, termination
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of domestic partnership, or your Dependent child ceasing to be eligible for coverage. Such 
notice must be provided in writing within 60 days of the qualifying event to the AWC Trust either 
through your employer, or as provided in the “Notice Procedures” below.

Failure to furnish notice in accordance with these rules will result in a loss of coverage 
continuation rights that are otherwise available under COBRA.
How to apply and pay for COBRA
You must follow the steps below to apply and pay for COBRA continuation coverage.

Within 14 days after the AWC Trust receives notice of your qualifying event, a COBRA 
enrollment form will be mailed to the address listed on your employment record.

To elect continuation coverage, complete the enclosed COBRA election notice and return it to 
the AWC Trust. You and your dependents have 60 days from the later of the date you lost 
coverage or the date of the enclosed COBRA election notice. Each qualified beneficiary (family 
member) who was covered under the plan at the time of loss of coverage has a separate right to 
elect COBRA continuation coverage. For example, the employee’s spouse may elect COBRA 
coverage even if the employee does not. COBRA coverage may be elected for only one, 
several, or for all dependent children who are qualified beneficiaries. A parent may elect to 
continue coverage on behalf of any dependent children. The employee or the employee's 
spouse can elect COBRA coverage on behalf of all of the qualified beneficiaries.

You must make your first payment for continuation coverage no later than 45 days after 
the date of your election. The 45 days is measured from the date your Election Notice is post- 
marked. Note that your COBRA benefits will not begin until payment is received. Your first 
payment must be made in full, including all payments due back to the effective date of 
your COBRA coverage. Failure to make timely payment within the 45-day period will result in 
termination of your continuation coverage and loss of all COBRA rights.

After you make your first payment for continuation coverage, you are required to make monthly 
payments for each subsequent coverage period. Although monthly payments are due on the 
first day of the month of coverage, the AWC Trust allows a grace period of 60 days after the first 
day of the coverage period. Your continuation coverage will be provided for each coverage 
period as long as payment for that coverage period is made before the end of the grace period. 
Failure to make payment in full before the end of the 60-day grace period will result in 
termination of your coverage and loss of all COBRA rights. COBRA coverage will not be 
reinstated. In the event that you do not receive a monthly billing, it is still your responsibility to 
make your payment no later than the end of 60-day grace period.

Cost of COBRA coverage
You pay the full premium cost of COBRA coverage, plus a 2% administrative fee, as permitted 
by law.

Duration of COBRA coverage
Your COBRA continuation coverage is effective the first of the month following the date of your 
loss of coverage. In the case of a loss of coverage due to the end of employment or reduction in 
hours of employment, COBRA coverage generally may be continued for up to a total of 18 
months. In the case of losses of coverage due to an employee’s death, divorce or legal 
separation, or a dependent child ceasing to be a dependent under the terms of the plan, 
coverage may be continued for up to a total of 36 months.
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When the qualifying event is the end of employment or a reduction of hours, and the employee 
became entitled to Medicare benefits less than 18 months before the qualifying event, COBRA 
coverage for qualified beneficiaries (other than the employee) who lose coverage as a result of 
the qualifying event can last for a period of no less than 36 months from the date the employee 
became entitled to Medicare.

Disability extension
An 11-month extension of coverage may be available if any one of the qualified beneficiaries is 
determined by the Social Security Administration (SSA) to be disabled. The qualified beneficiary 
must receive a Social Security Determination and provide a copy of the SSA Disability Award 
letter to AWC within the first 18 months of the COBRA continuation coverage. Failure to 
provide the SSA Disability Award letter timely will result in the loss of your right to 
extend COBRA coverage.

Each qualified beneficiary who is enrolled in COBRA coverage at the time of the disability 
determination will be entitled to the 11-month disability extension. If SSA determines the 
qualified beneficiary is no longer disabled, you must notify AWC of that fact within 30 days after 
that determination.

Second qualifying event extension
An 18-month extension of coverage is available to spouses and dependent children who are 
qualified beneficiaries enrolled in COBRA coverage if a second qualifying event occurs during 
the first 18 months of COBRA coverage. The maximum amount of COBRA coverage available 
when a second qualifying event occurs is 36 months. Second qualifying events include the 
death of a covered employee, divorce or separation from the covered employee, or a dependent 
child reaching the limiting age for coverage under the plan. These events can be a second 
qualifying event only if they would have caused the qualified beneficiary to lose coverage under 
the plan if the first qualifying event had not occurred. You must notify the AWC Trust within 
60 days after a second qualifying event occurs if you want to extend your continuation 
coverage. Failure to provide notice within 60 days will result in the denial of any COBRA 
coverage extension.

Termination
COBRA coverage will be terminated before the end of the maximum period if:

• any required premium is not paid in full on time,
• a qualified beneficiary becomes covered under another group health plan after electing 

COBRA,
• a qualified beneficiary becomes entitled to Medicare benefits (Part A, Part B, or both)

after electing COBRA,
• the employer ceases to provide any group health plan for its employees.

Special considerations in deciding whether to elect COBRA
In considering whether to elect COBRA, you should take into account that you have special 
enrollment rights under federal law. You have the right to request special enrollment in another 
group health plan for which you are otherwise eligible (such as a plan sponsored by your 
spouse’s employer) within 30 days after your group health coverage under the plan ends 
because of one of the qualifying events listed above. You will also have the same special
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enrollment right at the end of the COBRA coverage if you get COBRA coverage for the 
maximum time available to you.

In addition to COBRA coverage, you should consider health coverage alternatives that may be 
available to you through the Health Insurance Marketplaces. In the Marketplace, you could be 
eligible, depending upon your household income and other factors, for a new kind of tax credit 
that lowers your monthly premiums right away. At the Marketplace, you can see what your 
premium, deductibles, and out-of-pocket costs will be before you make a decision to enroll in 
any available insurance. Being eligible for COBRA does not limit your eligibility for a tax credit 
through the Marketplace. For more information about health insurance options available through 
the Health Insurance Marketplace in Washington, visit www.wahealthplanfinder.org. For 
information about health insurance options in other states, visit www.healthcare.gov.

Address changes
In order to protect your family's rights, you should keep your employer and the AWC Trust 
informed in writing of any changes in the address or marital status or domestic partnership of 
family members. You should also keep a copy for your records of any notices you send to the 
AWC Trust, your employer, or anyone else concerning COBRA.

This notice does not describe all information concerning your continuation rights under federal 
law. More complete information regarding such rights is available by contacting the AWC Trust.

COBRA notice procedures
Any notice that you provide must be in writing to the AWC Trust as described below: Oral
notice, including notice by telephone, is not sufficient. You must mail, fax or hand-deliver your 
notice addressed as follows:
Mail or hand-deliver to: 
AWC Trust
1076 Franklin Street SE 
Olympia, WA 98501

Fax to: 
AWC Trust
360-753-0149

If mailed, your notice must be postmarked no later than the last day of the required notice 
period. In addition to the information required by the Plan for the notice, all notices you 
provide must state:

• The name of the plan,
• The name and address of the employee or former employee,
• The name(s) and address(es) of the qualified beneficiary(ies), and
• The qualifying event and the date it happened.
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2025 Personnel Policy 
Updates
April 28, 2025

Personnel Policies
Most Recent Update: June 2023

Review Process:
1. Human Resources Internal Review
2. Legal Review
3. 2-week comment period for all employees
4. 1-week comment period for unions
5. Personnel Committee review
6. Council

1

2
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Summary of Changes
-Formatting updates, clarifying language, standardization across document
-Adjustment of floating holiday being taken within the pay period to align with 
current practice
-Revision made to Security policy due to legislature passing RCW 49.44.230 
allowing employees to possess property in their vehicle as long as permitted by 
law 
-Additions made to Washington Paid Sick Leave (WPSL) based on state 
amendments that took effect January 1, 2025
-Reverting City sick leave policy language to its 2021 version to distinguish it 
from WPSL

Summary of Changes
- Adjustment to allow paid leave accruals to be considered supplemental to 
Paid Family Medical Leave (PFML), allowing employees to utilize their leave 
accruals without impacting their weekly PFML benefit from state

- Addition of clarifying language on nonexempt employees’ meal breaks, 
including the addition of voluntary meal break waivers

- Update to simplify the City’s implementation of the Affordable Care Act
measurement and administrative periods. 

- Addition of Policy 905 permitting telecommuting arrangements for select 
positions within established parameters, subject to supervisor approval 

3

4
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Recommendation to Adopt Resolution 
3181
A resolution regarding Personnel Policies and benefits for the City 
of Anacortes employees and superseding in its entirety Resolution 
No. 3120 passed and approved on the 12th day of June 2023.

Questions
Thank you

5

6
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