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1.01 Purpose

The purpose of the Personnel Policies is to provide for a personnel

management system within the City of Tumwater government that deals

with all employees in a fair and equitable manner while facilitating efficient
service to the citizens of the community.
1.02 Policy

a) The City of Tumwater will assure that recruitment, selection,
retention and separation of city employees is based on qualifications
and fitness, and is in compliance with federal and state laws.

b) The city will provide for equal opportunity in employment practices
and standards.

c) The city will clarify through policies and procedures the rights and
responsibilities of its employees.

d) Employment with the City of Tumwater depends on the need for work
to be performed, the availability of funds, and the effective
performance, good conduct, and continuing fitness of the employee for
the position.
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1.03 Goals

The goals of the policies established by this manual include:
a) To have city services as nearly perfect as it is possible to make them by

encouraging employees to perform their duties to the best of their

ability and to provide city services to the citizens of Tumwater in a

courteous and professional manner.

b) To facilitate harmonious relations and clear communication between
elected officials, administrators, managers, supervisors and employees.

c) To provide fair compensation for duties performed by its employees
within the financial capacity of the city, including the provision of
benefits and adequate working conditions.

d) To provide a fair and open process for employees to air grievances or
complaints without fear of recrimination, and a process for handling

employee disciplinary matters.

e) To provide an efficient personnel management system that deals with
all employees in an equitable and uniform manner.

1.04 Administration & Responsibility

The City of Tumwater is a noncharter code city of the State of Washington,
operating under the Mayor-Council form of government.

a) City Council - The City Council determines the budgetary
appropriations for all personnel costs, and approves personnel levels
and positions through the budgetary process.

b) Mayor - The Mayor is the Chief Administrative Officer of the city and
1s responsible for the initiation and administration of personnel
policies for all employees. The Mayor may delegate the administration
of policies as deemed appropriate. Where these policies specify Mayoral
authority, those duties may be performed by the Mayor’s designee as
assigned.
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1.04 Administration & Responsibility

c) City Administrator - The City Administrator supervises all
departments in the best interests of the city and its employees.

d) Department Managers - The Department Managers are responsible for
specific departmental provisions of the personnel program. These
provisions include, but are not limited to promotions, performance
evaluation, training and discipline.

e) Individual Employee - The City of Tumwater strives to provide
efficient, professional and courteous service to all city residents. To
accomplish this goal, the Mayor and the City Council ask that every
employee perform their duties to the best of their ability as a
representative of the city.

Each employee should understand these personnel policies, keeping in
mind the City’s public service mission. It is the employee’s
responsibility to meet desirable levels of performance of these public
duties. Employees are encouraged to ask their Department Manager
any questions about the Policy Manual, and discuss concerns or
suggestions regarding the employee’s job.

1.05 Distribution & Maintenance

Upon request, each department will be issued a copy of this Manual and will
be responsible for its maintenance and upkeep. Department managers will
assure that employees read and understand these policies and any
subsequent revisions.

1.06 Employees Covered

These personnel policies apply to all city employees except elected officials,
independent contractors, or employees specified as exempt by the Mayor or as
otherwise specified in these policies; provided however, in cases where these
personnel policies conflict with collective bargaining agreements duly agreed
upon between authorized employee organizations or unions and the city, the
conflicting provisions of the collective bargaining agreements shall govern.
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1.07 Superseder

The city specifically reserves the right to repeal, modify or amend these
policies at any time, with or without notice. None of these provisions shall be
deemed to create a vested contractual right in any employee nor to limit the
power of the Mayor or City Council to repeal or modify these policies. The
policies are not to be interpreted as promises of specific treatment.

All prior rules, regulations, policies and manuals of the city which may be in
conflict are superseded by this manual, unless otherwise specified.

Should any conflict arise between the policies established in this Manual and
any ordinance of the city, such ordinance shall take precedence. If any
section, subsection, paragraph, sentence, clause or phrase of this Manual is
found by a court of competent jurisdiction to be invalid or illegal, such
findings shall not affect the validity of the remaining portions of this Manual.

These policies and procedures are subject to all applicable existing or future
laws or regulations of the State of Washington and the Federal government
(as amended from time to time). Wherever there is a conflict between the
provisions of these policies and procedures and any applicable law or
regulation, the provision of the law or regulation shall govern.
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