RESOLUTION NO. 196

A RESOLUTION OF THE CITY OF UNIVERSITY PLACE,
WASHINGTON, AMENDING RESOLUTION NO. 161
ESTABLISHING PERSONNEL POLICIES & PROCEDURES,
AMENDING VARIOUS SECTIONS OF THE PERSONNEL
POLICIES & PROCEDURES

WHEREAS, the City of University Place adopted Resolution No. 161 on
December 15, 1997 repealing Resolution No. 33 and establishing policies and
procedures relating to human resource administration, including general
employment practices, policy administration, attendance, compensation and
performance review, benefits, employee responsibilities and conduct, training, and
discipline and termination; and

WHEREAS, the City Council wishes to amend these Personnel Policies and
Procedures as guidelines for City employees;

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF UNIVERSITY
. PLACE, WASHINGTON, AS FOLLOWS:

Section 1. Personnel Policies Amended. The Personne! Policies and
Procedures are amended as shown in Attachment A, included by reference as part
of this resolution.

Section 2.  Effective Date. This Resolution shall take effect immediately
upon signing.

ADOPTED BY THE CITY COUNCIL ON NOVEMBER 2, 1998.
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Debbie Klosowski, Mayor

Aftest:
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Susan Matthew, City Clerk
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Attachment A
To Resolution No. 196

If you experience or witness any job-related harassment, or believe you
have been treated in an unlawful, discriminatory manner, promptly report
the incident to your supervisor, department head, or the City's designated
Equal Employment Opportunity (EEQO) officer - the Human Resources
Manager. Supervisors should report all complaints to the Human
Resources Manager as soon as they are received.

All complaints will be investigated promptly by the Human Resources
Manager. Upon receiving a complaint from the employee, the supervisor
or the department head, the Human Resources Manager shall notify the
department head, initiate an investiigation within 24 hours and upon
completion of the investigation recommend to the City Manager whether
further action should be taken. If the investigation shows the accused
employee did engage in harassment, appropriate disciplinary action will
be taken, necessary to stop any further harassment and to return to a
professional work environment, up to and including termination.

Both the employee filing the complaint and the alleged offender shali
receive either a verbal or written response that contains the findings of
the investigation and any action taken. Unless extra time is needed for a
thorough investigation, the response will normally be given within thirty
(30) days of the date the complaint was received.

The City prohibits retaliation of any kind against an employee or member
of the public for filing a good faith complaint under this policy or for
assisting in a complaint investigation. Any employee who retaliates or
provides false information regarding a complaint may be subject to
disciplinary action.
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2.08 EMPLOYEE PERSONNEL RECORDS

Access to an employee's personnel file is limited to the City Manager, Human
Resources, the employee's immediate supervisor and department head. The personnel
file contains such items as the employee' s job application, job description, benefit
enroliments, emergency numbers and contacts, salary information, disciplinary actions,
and letters of commendation.
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